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3D RECONSTRUCTION IMAGING TECHNOLOGIST COORDINATOR U2042 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3B13

Professional Technologist-

Rad ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe 3D technologist manipulates the 

CT/MRI images on workstations, allowing differing perspectives of the scanned anatomy in multiple planes. The 3D technologist must be proficient in cross-sectional anatomy in computed tomography (CT) and magnetic resonance imaging 

(MRI). Cross-sectional anatomy skills are critical to recognizing abnormalities, pathology, and artifacts within the images. In conjunction with the patient's medical history, this data provides an in-depth analysis with detailed views. Ability to 

use analytical and critical thinking skills to problem-solve effectively to address clinician's inquiries. Must have ongoing education and knowledge of innovative technologies.Experience and EducationOne of these board licensures required and 

currently active CT and/or MRI: ARRT ARMRIT. Three (3) years' experience required. Basic Life Support (BLS) by the American Heart Association (AHA) or American Red Cross (ARC) by first day of employment is required. Bachelor's degree, five 

(5) years' experience and volumetric imaging processing preferred.Job DutiesResponsibilities include performing high-quality 3D reconstructions of CT and MRI images in multiple planes to make images available for interpretation in a timely 

fashion. Actively enhance operations by identifying problems and evaluating existing business processes to optimize performance, meet best practice standards, and enhance quality standards to ensure timely reporting.Manipulates CT and 

MRI medical images on highly sophisticated 3D workstations and specialized reconstruction software for clinical visualization, qualitative analysis of diagnostic and interventional studies, and calculated volumes as directed.Excellent 

interpersonal and timely communication (oral, written, and presentation) skills in alignment with PACT and AIDET standards. Capacity to perform tasks with accuracy and attention to detail and to switch from one to another without losing 

efficiency or composure. Capability to operate independently and competently under pressure.Responds positively to variations in the work environment caused by changing patient needs; ability to collaborate with coworkers and 

multidisciplinary teams (i.e., physicians, nursing units, staff members, etc.). Utilizes effective time management to triage priorities, perform job-related requirements, and respond quickly to emergencies.Manages imaging data transfers and 

promptly troubleshoots workflow constraints/downtimes with the RIS/PACS teams. Collaborates with other professional colleagues and clinicians to respond to clinicians' detailed requests for views depicting specific anatomy and pathology. 

Provide technical expertise for developing 3DR imaging protocols on varied patient populations, including 3D vascular exams to include all arteries and veins. Maintains patient confidentiality, ensuring all protected health information (PHI) 

transmissions, retrievals, processes, procedures, software, and hardware are secure. Adheres to hospital policies, procedures, regulatory compliance, new yearly metrics, and department goals, including stakeholder satisfaction. Assumes the 

role of a financial steward ensuring that the correct charges are recorded in the electronic health record. Collaborates with imaging teams to accurately record hospital charges using current procedural terminology coding knowledge. Makes 

budgetary recommendations and solicits bids for new technologies' software and hardware as needed.Research as applicable: Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for 

human-subjects research participants; b) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. Must be able to lift 40-50lbs.**Other Duties: Performs other duties as assigned.KNOWLEDGE, SKILLS, 

& ABILITIESWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires 

ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and 

adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic 

environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

ABSTRACTOR 1320 N 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G1A Prof Fee Sched-Bill Spec Sr INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or equivalent and two years physician or hospital billing or collections experience, including extensive experience and knowledge in at least one medical specialty. Certified Professional Coder (CPC), Advanced Records Technician (ART), or 

Registered Records Administrator (RRA) preferred.  Certified Professional Coder (CPC) certification may be considered in lieu of 2 years' experience. Job Duties  Locates inpatient service records of patients on assigned services from hospitals, 

clinics, and/or physicians' offices.       Abstracts relevant information, i.e., onset of symptoms, type of illness or condition, prospective or definitive diagnosis, tests, procedures, and other types of services rendered.      Ensures all billable 

services performed by attending/teaching physician have been properly documented according to federal, state, and insurance regulations.      Utilizes coding resources, i.e., ICD-9, CPT, and department or division fee schedule, to enter services 

rendered and diagnosis into computer or on billing sheets.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

ABSTRACTOR U1320 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G1A Prof Fee Sched-Bill Spec Sr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationTwo years previous 

experience High school diploma or equivalent. Must be able to read, write and communicate in English.Job DutiesDemonstrates a working knowledge of specific databases. Guides staff in the use of software and access/use of 

database(s).Abstracts medical records and/or reports utilizing established guidelines for specific database(s). Troubleshoots and/or corrects rejected electronic data.Enters data efficiently and accurately. Performs quality checks and submits 

appropriate data to national databases.Maintains database(s). Operates all module specific screens. Demonstrates ability to troubleshoot problems and ensures system is backed up.Performs data analysis. Queries data and prepares and/or 

formats special reports.Remains current with upgrades or new software and/or hardware issues. Communicates changes to supervisor and staff.Operates Windows Explorer, Windows 2000 and any subsequent upgrades, MS Office 

applications, i.e., Word, Excel and Access. Acts as resource to staff for these applications.Organizes and prioritizes data management tasks based on identified need. Provides administrative/data management support to staff and physicians. 

Completes special reports/projects in a timely manner.Follows established hospital/departmental policies and procedures and participates in departmental quality assessment and improvement activities. Identifies problems within the 

department and offers suggestions for resolution.Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions.Backs up other office personnel as required. Demonstrates basic knowledge of other office 

functions, i.e., answering phones, assisting patients, filing, etc.**Other Duties: Performs other duties as assigned. WORKING CONDITIONSWork is done primarily in a clinical setting.Any qualifications to be considered as equivalents in lieu of 

stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ABSTRACTOR SR 1319 N 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3G1 Prof Fee Sched-Bill Spec Jr INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or equivalent and four years physician or hospital billing or collections experience to include extensive experience and knowledge in at least one medical specialty required. Certified Professional Coder (CPC), Advanced Records 

Technician(ART),or Registered Records Administrator(RRA) preferred.  Job Duties  Plans, coordinates, and supervises work of Abstractors to include coordinating hospital ward and clinic coverage and assisting subordinates in resolution of work 

problems, i.e., locating patient charts and records, interpreting medical information and procedures, determining appropriate codes for charge tickets, and developing required reports.   Interprets policies and ensures adherence to prescribed 

procedures.        Trains or assists in training new Abstractors.        Performs, in addition to providing lead role, full scope of Abstractor duties.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ABSTRACTOR SR U1319 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3G1A Prof Fee Sched-Bill Spec Sr ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and 4 years previous related experience. Certified Professional Coder (CPC), Advanced Records Tech (ART), or Registered Records Administrator (RRA) preferred.  Must be able to read, write and communicate in English. Ability to 

design spreadsheets, including formulas. Knowledge of medical terminology. Job Duties  Demonstrates a working knowledge of specific databases.  Guides staff in the use of software and access/use of database(s).Abstracts medical records 

and/or reports utilizing established guidelines for specific database(s).  Troubleshoots and/or corrects rejected electronic data.      Enters data efficiently and accurately.  Performs quality checks and submits appropriate data to national 

databases.       Maintains database(s).  Operates all module specific screens. Demonstrates ability to troubleshoot problems and ensures system is backed up.      Performs data analysis.  Queries data and prepares and/or formats special 

reports.       Remains current with upgrades or new software and/or hardware issues.  Communicates changes to supervisor and staff.       Operates Windows Explorer, Windows 2000 and any subsequent upgrades, MS Office applications, i.e., 

Word, Excel and Access. Acts as resource to staff for these applications.      Interprets policies and ensures adherence to prescribed procedures.  Training or assists in training new Abstrators.       Organizes and prioritizes data management tasks 

based on identified need.  Provides administrative/data management support to staff and physicians.  Completes special reports/projects in a timely manner.      Follows established hospital/departmental policies and procedures and 

participates in departmental quality assessment and improvement activities.  Identifies problems within the department and offers suggestions for resolution.     Attends at least 80% of scheduled staff meetings and 100% of mandatory 

educational sessions.       Backs up other office personnel as required.  Demonstrates basic knowledge of other office functions, i.e., answering phones, assisting patients, filing, etc.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ACC REP SR U9030 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 4E3

Guest & Pat Svcs-Cust Acct 

Sup PROF HOSP Hospital Classified Salary Pln

Bachelor's degree and five (5) years clinical/anatomical pathology work experience; 2 years in supervising role. Knowledge of clinical laboratory operations and reference laboratory testing preferred. ASCP certified.Job Duties1. Contacts 

prospective & existing clients on a regular basis to promote services, advise of new product offerings, and maintain relationships.2. Increases the profitability of existing accounts by analyzing profitability, product and service portfolio and 

communicates ongoing plans with customers.3. Serves as a point of escalation for issues or activities that the customer encounters. Expedites the resolution of customer problems/complaints.4. Participates in tradeshows by representing the 

organization and sharing information on products.5. Assists with client service requests by displaying confidence and by showing positive interpersonal skills to gain the trust and confidence of clients.6. Develops an annual business plan to 

drive success. Has quarterly updates to ensure the plan is being executed. Tracks activities.7. Investigates account discrepancies. Elevates critical situations to management's attention in a timely manner.**Other Duties: Performs other duties 

as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ACCESS CONTROL PROJECT COORDINATOR 6326 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide project management support to coordinate and track all access control/security device related projects under the direction of department leadership.Experience and Education-Bachelor's degree in technical field related to building 

construction and project management with two (2) or more years of experience in a technical construction environment OR -Associates degree in technical field related to building construction and project management with four (4) or more 

years of experience in a technical construction environment OR -High School diploma or GED equivalent with six (6) or more years of experience in a technical construction environment. Knowledge in access control/electronic security strongly 

preferred.Job DutiesCoordinate and track all access-control/security device related projects from conception with Contractors, Facilities, Information Resources and other departments as assigned by immediate supervisor. Attend scheduled 

project planning meetings where determinations are made regarding project objectives, plans and scope.Assist in gathering and verifying access control/security requirements associated with each project. Makes recommendations regarding 

physical security/access control/security device implementation for all construction projects and renovations.Review floorplans and work with customers and architects during project conception and prior to Issued for Construction (IFC) to 

ensure access control infrastructure requirements are captured. Perform site visits to projects to ensure project scope and design is followed. Proactively communicates project requirements to project team and wider organization and 

maintains accurate, up to date records of job status, job changes and other control records necessary for processing of internal and external reports.Identify and resolve issues and conflicts within the project team in collaboration with 

supervisor.Assist in development of best practices and tools for project execution and management. Identifies potential project risks and develops/implements strategies to minimize impact and control deviations from estimated costs and 

project deadlines.Performs other duties as assigned. Knowledge, Skills & AbilitiesStrong verbal, written, and presentation skills.Ability to work effectively both independently and as part of a team.Experience using computers for a variety of 

tasks.Competency in Microsoft applications including Word, Excel, and Outlook.Working ConditionsWork is performed primarily in general office area. Construction site visits may be required.

ACCESS SERVICES REPRESENTATIVE I - CPAS 2061 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4E4 Guest & Pat Services-Ctrl Regi CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide exemplary customer service to accurately facilitate patient appointment scheduling and relay of critical information and questions in a large contact center environment. Additional responsibilities include referral transcription, patient 

care coordination of clinical necessity, medical record documentation, and patient financial responsibilities. Experience and EducationHigh school diploma or equivalent is required. Associates or Bachelor's degree in a related field preferred. 

Relevant experience in a healthcare and/or contact center is preferred.Job DutiesSupports at least one clinic or service line as a first point of contact by answering inbound calls and/or making outbound calls according to established 

guidelines.Provides exemplary customer service with courtesy and discretion while communicating professionally with patients, patients' families, physicians, physicians' office staff, nursing units, care management, ancillary departments, and 

insurance companies.Schedules patient appointments based on clinical protocols regarding services provided in the designated clinical area with a high degree of accuracy.Completes detailed and accurate patient demographic and insurance 

information in the electronic medical record (EMR) system regarding the purpose for the appointment request/clinic visit, symptoms or diagnosis, and selects the appropriate insurance plans and payors.Follows Managed Care Office guidelines 

to verify insurances that are currently accepted and provides resources for patients regarding their insurance coverage.Serves as a liaison for the patient and works closely with physician offices to obtain referrals for the patient.Partners with 

and escalates to Referral Nurse Team as a resource to ensure patients receive the right level of care at the appropriate time.Documents and routes patient communications appropriately, including escalating calls according to established 

guidelines, and directing calls to other departments, as needed.Collects clinic specific medical records needed for all specialty clinic appointments. Faxes release of information request on patient's behalf. Sorts received medical records by 

external record type and scans medical records into the EMR.Accurately transcribes external referrals, patient demographics, and clinical information into electronic medical record (EMR) system. Answers questions regarding specialty 

programs and clinics, promotes UT Southwestern services to callers, and mails pamphlets and other materials to patients. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires proficient knowledge of computers, office 

equipment and other administrative tasks including typing and data entry skills. Testing may be required.Work requires professional and respectful telephone etiquette and the ability to communicate effectively with various levels of internal 

and external contacts.Work requires the ability to work with confidential information on a daily basis and to comply with HIPAA requirements to ensure patient privacy.Work requires the ability to research information using available 

resources to answer questions and resolve issues in an accurate and timely manner.Work requires interpersonal and teamwork skills to contribute to departmental and organizational objectives.Work requires adherence to all University 

policies, procedures, and standards.Work requires initiative to improve productivity and quality of work, including meeting mandatory training and continuing education requirements.Work requires the ability to plan and organize tasks in a 

logical and efficient manner.Work requires adaptability and flexibility to react positively to changes in the work environment.Working ConditionsWork is performed primarily in a high-volume call center and involves sitting for extended periods 

of time.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

ACCESS SERVICES REPRESENTATIVE II - CPAS 2062 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4A8

Off-Admin Supp-Admin Assist 

Sr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

provide exemplary customer service to accurately facilitate patient appointment scheduling and relay of critical information and questions in a large contact center environment. Additional responsibilities include referral transcription, complex 

patient care coordination of clinical necessity, medical record documentation, and patient financial responsibilities. Experience and EducationHigh school diploma or equivalent and one (1) year of relevant healthcare and/or contact center 

experience is required. Associate's or Bachelor's degree in related field is preferred.Job DutiesSupports at least two clinic or service line as a first point of contact by answering inbound calls and/or making outbound calls according to 

established guidelines. Provides skilled and proven successful productivity in all workflows including inbound calls, outbound calls, and other scheduling activities. Facilitates more complex specialty clinic procedural scheduling, troubleshoots 

issues, and serves as an expeditor for urgent requests. Provides exemplary customer service with courtesy and discretion while communicating professionally with patients, patients' families, physicians, physicians' office staff, nursing units, 

care management, ancillary departments, and insurance companies. Comfortably deescalates customer conversations, as necessary, and is driven to find resolution that achieves both the customer needs and the institutional parameters. 

Schedules patient appointments based on clinical protocols regarding services provided in the designated clinical area with an excellent degree of accuracy across multiple workflows.Completes detailed and accurate patient demographic and 

insurance information in the electronic medical record (EMR) system regarding the purpose for the appointment request/clinic visit, symptoms or diagnosis, and selects the appropriate insurance plans and payors. Audits and corrects the work 

of others to ensure that patient information is maintained including sequencing of primary and secondary insurance plans, complex guarantor relationships, and medical power of attorney, etc. Follows Managed Care Office guidelines to verify 

insurances that are currently accepted and provides resources for patients regarding their insurance coverage. Correctly uses additional functionality within the EMR to complete insurance coverage discovery, and real-time eligibility. Actively 

identifies and participates in opportunities to improve processes, operations, and the patient experience. Serves as a liaison for the patient and works closely with physician offices to obtain referrals for the patient. Partners with and escalates 

to Referral Nurse Team as a resource to ensure patients receive the right level of care at the appropriate time.Documents and routes patient communications appropriately, including escalating calls according to established guidelines, and 

directing calls to other departments, as needed.Collects clinic specific medical records needed for all specialty clinic appointments. Faxes release of information request on patient's behalf. Sorts received medical records by external record type 

and scans medical records into the EMR.Accurately transcribes external referrals, patient demographics, and clinical information into electronic medical record (EMR) system. Answers questions regarding specialty programs and clinics, 

promotes UT Southwestern services to callers, and mails pamphlets and other materials to patients. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires proficient knowledge of computers, office equipment and other 

administrative tasks including typing and data entry skills. Testing may be required.Work requires professional and respectful telephone etiquette and the ability to communicate effectively with various levels of internal and external 

contacts.Work requires the ability to work with confidential information on a daily basis and to comply with HIPAA requirements to ensure patient privacy.Work requires the ability to research information using available resources to answer 

questions and resolve issues in an accurate and timely manner.Work requires interpersonal and teamwork skills to contribute to departmental and organizational objectives.Work requires adherence to all University policies, procedures, and 

standards.Work requires initiative to improve productivity and quality of work, including meeting mandatory training and continuing education requirements.Work requires the ability to plan and organize tasks in a logical and efficient 

manner.Work requires adaptability and flexibility to react positively to changes in the work environment.Working ConditionsWork is performed primarily in a high-volume call center and involves sitting for extended periods of time.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

ACCESS SERVICES REPRESENTATIVE SR - CPAS 2063 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4B6

Office-Scheduling 

Coordinator CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide exemplary customer service to accurately facilitate patient appointment scheduling and relay of critical information and questions in a large contact center environment. Additional responsibilities include resolution of complex patient 

scheduling issues, serving as liaison to clinic leadership, review of appointment scheduling for accuracy, and preceptorship to onboarding employees. Experience and EducationHigh school diploma or equivalent and two (2) years of relevant 

healthcare and/or contact center experience is required. Associate's or Bachelor's degree in related field is preferred.Job DutiesServes as the expert of detailed knowledge of clinic scheduling processes, templates, and provider preferences to at 

least one Ambulatory Clinic and/or Service Line. Functions as a preceptor to ensure that new CPAS staff receive appropriate orientation; Assists with the onboarding, training, and mentoring of less experienced team members. Reviews work of 

new team members during their onboarding for accuracy. Identifies training opportunities and collaborates with referral supervisor and manager to devise individualized training programs.Participates in clinic meetings as necessary, including 

rounding in clinical environment for meetings and/or training.Functions as the primary liaison for clinic leadership to a) relay critical scheduling information, updates, and education to CPAS staff, and b) bring forth questions from CPAS staff for 

clinic leadership to address. Receives scheduling and referral escalation questions/issues from CPAS staff for further resolution in scheduling, patient experience, and service recovery. Responsible for critical appointment overbooking and 

knowledge of scheduling of urgent appointment timelines to ensure patient needs are met within clinical criteria. Ensures accuracy of scheduling protocols including Epic functionality, job aids, and team communications. Oversees performance 

and workflow of referral work queues assigned to ensure that referrals are worked in a timely manner and according to UTSW business rules. Escalates any observed issues to appropriate leadership. Researches Epic Help Desk Tickets with Root 

Cause Analysis to determine necessary next steps for resolution. Active participant in performance improvement projects. Performs all the duties of an Access Services Representative II, as needed.Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires proficient knowledge of computers, office equipment and other administrative tasks including typing and data entry skills. Testing may be required.Work requires professional and respectful telephone etiquette 

and the ability to communicate effectively with various levels of internal and external contacts.Work requires the ability to work with confidential information on a daily basis and to comply with HIPAA requirements to ensure patient 

privacy.Work requires the ability to research information using available resources to answer questions and resolve issues in an accurate and timely manner.Work requires interpersonal and teamwork skills to contribute to departmental and 

organizational objectives.Work requires adherence to all University policies, procedures, and standards.Work requires initiative to improve productivity and quality of work, including meeting mandatory training and continuing education 

requirements.Work requires the ability to plan and organize tasks in a logical and efficient manner.Work requires adaptability and flexibility to react positively to changes in the work environment.Working ConditionsWork is performed 

primarily in a high-volume call center and involves sitting for extended periods of time.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

ACCNT III P2012 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 3C1A

Prof Accounting-Acctant-

Exempt PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

with minimum twelve (12) hours in accounting and five (5) years progressively responsible experience in governmental and/or commercial accounting.    Job Duties  Maintains departmental policies, procedures and programs to ensure 

departmental effectiveness.  Assists in computerized automation of departmental functions.      Monitors work schedules and priorities to ensure that work flow is controlled.  Provides quality control checks to review area of responsibility.      

Assesses all day-to-day activities to ensure continuous improvement.  Trains other employees in day-to-day procedures.       Organizes work to complete job tasks in timely manner.        Monitors adherence to and completion of closing 

schedule items. Prepares journal entries with appropriate supporting documentation.       Reviews and maintains accuracy of assigned balance sheet accounts.        Reviews audit schedules for completion and accuracy.  Assists independent 

auditors with completion of audit procedures.       Ensures special projects are properly planned and staffed for timely completion.       Makes presentations of results as needed.  Reviews results for accuracy.       Ensures staff supervised meets 

all requirements of their positions.        Completes performance assessments in timely manner.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

ACCOUNT ADJUSTER 7017 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G1A Prof Fee Sched-Bill Spec Sr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma and 

two (2) years' experience performing insurance collections or insurance payment posting. At least six months related work experience performing appeals and managed care contract understanding/interpretation is preferred.Job DutiesReviews 

patient accounts for incorrect posting which may include: contacting insurance companies, patients and researching insurance payments to identify and correct posting errors; reviewing credit reports and age reports to identify posting 

problems.Validate and issue refunds to patients and third party carriers for overpayment or duplicate payment, according to state regulations and contractual obligations.Identifies and resolves credits posted to patient accounts; corrects 

overpayments or distributing funds according to UT Southwestern policy.Batches all paperwork and balances all batches, daily.Appropriately transfer payments between invoices and/or accounts.Performs other adjustments or corrections to 

patient accounts as required.Communicate, approve, and reject refund requests to payers and third party carriers, via phone call and written correspondence.Duties performed may include one or more of the following core functions: 

(a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other related duties as required.Knowledge, Skills & AbilitiesWork requires the ability to use standard office machines 

such as adding machines, computers, calculators, etc.Work requires strong analytical skills.Work requires strong grammatical, writing, and communication skills.Work requires critical thinking to validate and dispute audit findings from 

payers.Work requires the ability to type at least 35 words-per-minute. Extreme accuracy in entering facts or figures and in the operation of office machines.Work requires the ability to organize and prioritize work to meet deadlines.Work 

requires skills to communicate well in both oral and written forms. Work requires knowledge of basic computer software applications.Work requires the ability to perform work of considerable complexity including working independently 

towards general results, devising new work methods, or meeting new conditions necessitating a high degree of ingenuity, initiative, and judgment.Working ConditionsWork is performed primarily in an office environment. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



ACCOUNT ADJUSTER II 7125 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3G1 Prof Fee Sched-Bill Spec Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma and 

three (3) years' experience performing follow-up/collections, payment posting, appeals and managed care contract understanding/interpretation is required. At least six months related work experience performing appeals and managed care 

contract understanding/interpretation is preferred.Job DutiesReviews patient accounts for incorrect posting which may include: contacting insurance companies, patients and researching insurance payments to identify and correct posting 

errors; reviewing credit reports and age reports to identify posting problems.Validate and issue refunds to patients and third party carriers for overpayment or duplicate payment, according to state regulations and contractual 

obligations.Identifies and resolves credits posted to patient accounts; corrects overpayments or distributing funds according to UT Southwestern policy.Identifies and denies any refund request letters that are past the insurance refund 

deadline.Appropriately transfer payments between invoices and/or accounts.Communicate, approve, and reject refund requests to payers and third party carriers, via phone call and written correspondence.Verifies insurance is correct, update 

insurance demographics, rebill claims and perform appeals if applicable.Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for 

human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.Performs other related duties as required.Knowledge, Skills & AbilitiesWork requires the ability to use standard office machines such as adding machines, computers, calculators, etc.Work requires strong analytical 

skills.Work requires strong grammatical, writing, and communication skills.Work requires critical thinking to validate and dispute audit findings from payers.Work requires the ability to type at least 35 words-per-minute. Extreme accuracy in 

entering facts or figures and in the operation of office machines.Work requires the ability to organize and prioritize work to meet deadlines.Work requires skills to communicate well in both oral and written forms. Work requires knowledge of 

basic computer software applications.Work requires the ability to perform work of considerable complexity including working independently towards general results, devising new work methods, or meeting new conditions necessitating a high 

degree of ingenuity, initiative, and judgment.Working ConditionsWork is performed primarily in an office environment. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

ACCOUNT AUDITOR 7018 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3C1 Prof Accounting-Accountant INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma and 

five (5) years' experience performing follow-up/collections, payment posting, appeals and managed care contract understanding/interpretation is required. At least two (2) years' related work experience performing appeals and managed care 

contract understanding/interpretation is preferred. May consider education in lieu of experience.Job DutiesReviews patient accounts for incorrect posting and provide orientation and training for staff to contact insurance companies, patients 

and research insurance payments to identify and correct posting errors.Validate and issue refunds to patients and third party carriers for overpayment or duplicate payment, according to state regulations and contractual obligations.Analyze 

payer underpayments, variances and denials. Escalate trends, make comprehensive suggestions and file professional appeals according to our contractual agreements and UT Southwestern policy.Identifies and denies any refund request letters 

that are past the insurance refund deadline.Appropriately transfer payments between invoices and/or accounts.Communicate, approve, and reject refund requests to payers and third party carriers, via phone call and written 

correspondence.Verifies insurance is correct, update insurance demographics, rebill claims and perform appeals if applicable.Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for 

patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records.Performs other related duties as required.Knowledge, Skills & AbilitiesWork requires the ability to use standard office machines such as adding machines, computers, 

calculators, etc.Work requires strong analytical skills.Work requires strong grammatical, writing, and communication skills.Work requires critical thinking to validate and dispute audit findings from payers.Work requires the ability to type at 

least 35 words-per-minute. Extreme accuracy in entering facts or figures and in the operation of office machines.Work requires the ability to organize and prioritize work to meet deadlines.Work requires skills to communicate well in both oral 

and written forms. Work requires knowledge of basic computer software applications.Work requires the ability to perform work of considerable complexity including working independently towards general results, devising new work methods, 

or meeting new conditions necessitating a high degree of ingenuity, initiative, and judgment.Working ConditionsWork is performed primarily in an office environment. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

ACCOUNT RESOLUTION PATIENT EXPERIENCE COORDINATOR 7127 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 4E3

Guest & Pat Svcs-Cust Acct 

Sup INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and six (6) years directly related experience in medical billing environment with at least four (4) years customer service experience in evaluating customer billing inquiries. Bachelor's degree preferred. Supervisory experience 

preferred. Job DutiesMonitors advocate and department work queues to ensure the required time line is followed.Supervises staff including hiring and performance evaluations.Identifies trends and develops remediation plans by working 

closely with department staff to resolve recurrent complaints.Develops training for Patient Financial Advocates. Meets with leadership to discuss training opportunities to help reduce patient billing errors.Review processes and identify 

targeted areas for improvement and training.Research and resolve escalated accounts referred by leadership.Contributes to the development of performance metrics and departmental standards.Develops and enhances patient processes to 

ensure patient satisfaction.Works closely with the patient assistance office with all patient disputes.Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly 

interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong customer service and organizational skills.Work requires demonstrating the ability to handle escalated or 

complex customer inquiries.Work requires strong oral and written communication skills, including the use of medical terminology.Work requires to be able to handle stressful situations including discussing outstanding balances with patients 

and taking the appropriate action.Work requires must be professional in appearance and adhere to the department's policies and procedures.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

ACCOUNTANT I 9162 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3C1 Prof Accounting-Accountant PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

perform professional work, which requires little or no experience and involves performance of detailed assignments in posting, balancing and recapitulating, receiving, and disbursing financial transactions.Experience and EducationBachelor's 

degree with no experience; an Associate's degree with two (2) years of accounting related experience; or High school diploma or equivalent and four (4) years of experience in governmental and/or commercial accounting or auditing.Job 

DutiesPosts and maintains ledger accounts.Reconciles salary reports, bank statements, and general ledger trial balances.Prepares deposit slips and maintains cash control records, basic profit and loss statements, and trial balances of 

subsidiary ledgers and reconciling discrepancies.Calculates unit cost information and monthly billings for reimbursement of expenditures.Assists in preparing more complex financial records and operating reports, preparing less complex special 

reports, and analyzing accounting data for planning estimates and other similar items.May assist accounting clerks by clarifying work problems, such as allocation of income and expense, closing, correcting or adjusting journal entries, 

preparation of special exhibits and schedules, and other similar items.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise moderate judgment in application and interpretation of policy, procedures, 

or practices to work problems of well-defined nature.Work requires knowledge of spreadsheets and word-processing software. Work requires ability to apply mathematical reasoning to analyze data and identify discrepancies in financial 

accounts.Work requires ability to utilize ten key by touch.Working ConditionsWork is performed primarily in general office areaUT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

ACCOUNTANT I U9162 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3C1 Prof Accounting-Accountant PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

perform professional work, which requires little or no experience and involves performance of detailed assignments in posting, balancing and recapitulating, receiving, and disbursing financial transactions.Experience and EducationBachelor's 

degree with no experience; an Associate's degree with two (2) years of accounting related experience; or High school diploma or equivalent and four (4) years of experience in governmental and/or commercial accounting or auditing. Job 

DutiesPosts and maintains ledger accounts.Reconciles salary reports, bank statements, and general ledger trial balances.Prepares deposit slips and maintains cash control records, basic profit and loss statements, and trial balances of 

subsidiary ledgers and reconciling discrepancies.Calculates unit cost information and monthly billings for reimbursement of expenditures.Assists in preparing more complex financial records and operating reports, preparing less complex special 

reports, and analyzing accounting data for planning estimates and other similar items.May assist accounting clerks by clarifying work problems, such as allocation of income and expense, closing, correcting or adjusting journal entries, 

preparation of special exhibits and schedules, and other similar items.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise moderate judgment in application and interpretation of policy, procedures, 

or practices to work problems of well-defined nature.Work requires knowledge of spreadsheets and word-processing software. Work requires ability to apply mathematical reasoning to analyze data and identify discrepancies in financial 

accounts.Work requires ability to utilize ten key by touch.Working ConditionsWork is performed primarily in general office areaAny qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice 

President for Human Resources Administration or his/her designee.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. Asan 

equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,age, disability, genetic 

information, citizenship status, or veteran status.

ACCOUNTANT II 9161 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3C1 Prof Accounting-Accountant PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide professional and experienced accounting work, which involves establishing and maintaining controls and records of materials and financial transactions.Experience and EducationBachelor's degree with two (2) years professional 

experience in governmental and/or commercial accounting or auditing; an Associate's degree and four (4) years professional experience in governmental and/or commercial accounting or auditing; or High school diploma and six (6) years of 

experience in governmental and/or commercial accounting or auditing. Job DutiesVerifies postings in ledgers and journals for accuracy and compliance with prescribed accounting procedures.Verifies accuracy of accounting ledgers and resolves 

discrepancies.Compiles data and prepares spreadsheets related to various financial activities.Furnishes data for general ledger accounts for correctness of income and/or expenses and for maintenance of adequate balances; reconciles monthly 

and annual salary reports.Assists in development and implementation of new or revised accounting and operational procedures.May compile and prepare monthly, quarterly and/or annual reports as required.May prepare and/or approve 

various on-line expenditures, journal vouchers, etc.May provide working supervision to Accounting Clerk and/or Accountant I positions.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise 

considerable judgment in interpretation of policy and application of accounting procedures and practices to work problems.Work requires knowledge of spreadsheets and word-processing software. Work requires ability to apply mathematical 

reasoning to analyze data and identify discrepancies in financial accounts.Work requires skill in using ten key by touch.Working ConditionsWork is performed primarily in general office areaUT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

ACCOUNTANT II U2015 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3C1 Prof Accounting-Accountant PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree with 

two (2) years professional experience in governmental and/or commercial accounting or auditing; an Associate's degree and four (4) years professional experience in governmental and/or commercial accounting or auditing; or High school 

diploma and six (6) years of experience in governmental and/or commercial accounting or auditing.  Job DutiesMaintains departmental policies, procedures and programs to ensure departmental effectiveness.Assists in computerized 

automation of departmental functions.Monitors work schedules and priorities to ensure that workflow is controlled.Provides quality control checks to review areas of responsibility.Assesses all day-to-day activities to ensure continuous 

improvement.Participates in monthly closing process to ensure accurate and timely preparation of financial statements and various other reports. Adheres to and completes closing schedule items.Prepares journal entries with appropriate 

supporting documentation.Reconciles and maintains accuracy of assigned balance sheet accounts.Prepares and reviews appropriate shared services billings or liabilities and follows up on outstanding amounts.Participates in annual external 

audit. Completes and reviews audit schedules as assigned. Assists independent auditors with completion of audit procedures.Performs accounting duties as assigned by Chief Financial Officer, Accounting Manager, Senior Accountant or 

Controller.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ACCOUNTANT III 9160 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3C1A

Prof Accounting-Acctant-

Exempt PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

perform complex professional accounting work, which requires considerable experience and involves establishing and maintaining controls and records of materials and financial transactions. Experience and EducationMaster's degree with 

three (3) years professional experience in governmental and/or commercial accounting or auditing; Bachelor's degree with five (5) years professional experience in governmental and/or commercial accounting or auditing. Associate's degree 

with seven (7) years professional experience in governmental and/or commercial accounting or auditing. Job DutiesMaintains internal accounting procedures, clerical operations, and workflow to maximize efficiency.Advises management 

personnel relative to planning and revising budgets to ensure monies are expended correctly and no financial difficulties occur as result of inadequate planning or underestimates of projected expenses.Prepares or coordinates preparation of 

monthly, quarterly, and/or annual financial reports, schedules for such financial reports and other special reports as required.Approves expense vouchers. Verifies ledgers for correctness and maintenance of adequate balances and reconciles 

monthly and annual reports.May supervise posting of entries to such ledgers as general, accounts payable, and accounts receivable. Examines postings in ledgers and journals for accuracy and compliance with prescribed accounting 

procedures.May determine work priorities for staff of lower level Accountants and/or Accounting Clerks.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise considerable judgment in interpretation of 

policy and application of accounting procedures and practices to work problems.Work requires advanced knowledge of spreadsheets and word-processing software. Work requires ability to apply mathematical reasoning to analyze data and 

identify discrepancies in financial accounts.Work requires skill in using ten key by touch.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

ACCOUNTANT III U2012 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3C1A

Prof Accounting-Acctant-

Exempt PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree with 

three (3) years professional experience in governmental and/or commercial accounting or auditing; Bachelor's degree with five (5) years professional experience in governmental and/or commercial accounting or auditing. Associate's degree 

with seven (7) years professional experience in governmental and/or commercial accounting or auditing.  Job DutiesMaintains departmental policies, procedures and programs to ensure departmental effectiveness. Assists in computerized 

automation of departmental functions.Monitors work schedules and priorities to ensure that work flow is controlled. Provides quality control checks to review area of responsibility.Assesses all day-to-day activities to ensure continuous 

improvement. Trains other employees in day-to-day procedures.Organizes work to complete job tasks in timely manner.Monitors adherence to and completion of closing schedule items. Prepares journal entries with appropriate supporting 

documentation.Reviews and maintains accuracy of assigned balance sheet accounts.Reviews audit schedules for completion and accuracy. Assists independent auditors with completion of audit procedures.Ensures special projects are properly 

planned and staffed for timely completion.Makes presentations of results as needed. Reviews results for accuracy.Ensures staff supervised meets all requirements of their positions.Completes performance assessments in timely 

manner.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ACCOUNTING CLERK I 9170 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4H Office-Billing Clerk Jr ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent.      Job Duties  Creates and prepares journal vouchers, cash recipt vouchers, and other documents affecting transfer/payment of cash funds.       Assembles, prepares, and posts debits and credits to individual account records, 

ledgers, subledgers, and journals. Checks and proofs entries. Balances with predetermined totals.      Makes correcting journal entries.        Pays purchase order invoices, including matching invoices and purchase orders, receiving reports, and 

calculating correct amount for payment.      Prepares expenditure reports; recaps expenditures for salaries, travel, M&O, etc.       Processes and reconciles travel advance requests in amounts not exceeding estimated expenses; compares final 

expense vouchers with actual expenses to calculate refunds or additional payments.      Audits travel expense claims, standard invoices, telephone charges, and other like documents.       Prepares monthly bills for contracts or telephone service 

to subledgers and code classes.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

ACCOUNTING CLERK I U2019 T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4H Office-Billing Clerk Jr ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent.      Job Duties  Maintains established departmental policies, procedures and programs to ensure department effectiveness, while improving quality to customer.      Assists in computerized automation of departmental functions.        

Monitors work schedules and priorities to ensure that workflow is controlled.       Provides quality control check to review areas of responsibility.        Assesses all day-to-day activities to ensure continuous improvement.       Prepares and 

certifies vouchers for payment.        Assumes responsibility for correct and accurate accounting classification of expenditures by reviewing documents including capital.      Codes invoices and vouchers with proper account classification.        

Processes accounts payable including maintaining records of amounts owed, verifying invoices, computing discounts, by prepaying invoices for payment.      Processes requests for expense reimbursements payments of invoices, disbursement 

of checks.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ACCOUNTING CLERK II 9811 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4H1 Office-Billing Clerk Sr ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and three (3) years related experience.     Job Duties  Provides working supervision to Accounting Clerks.        Prepares monthly and annual reconciliation of ledger accounts and other accounts as assigned to department.       

Prepares, produces, balances, and posts financial department data.        Posts completed account information to verify accounts are balanced.       Resolves discrepancies with departments, both written and verbal, regarding discrepancies in 

departmental data.       Establishes new accounts for income received from private grants.        May monitor grant budgets for allowable expenditures and resolve all discrepancies.       May produce financial reports for management regarding 

standing  on individual accounts in addition to overall departmental financial status.      Performs duties of supervisor in their absence.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ACCOUNTING CLERK II U2018 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4H1 Office-Billing Clerk Sr ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and three (3) years related experience.     Job Duties  Follows departmental policies, procedures and programs to ensure effectiveness of accounts payable function and finance department as whole.      Monitors work schedules 

and priorities to ensure that work flow is controlled and to ensure completion of accounts payable duties.       Continues level of professionalism while working with vendors, directors and co-workers of hospital.       Provides quality control 

checks to review areas of responsibility to ensure continuous improvement.       Assists in computerized automation of departmental functions.        Matches and enters invoices and check requests into ESI for payment.  Assumes responsibility 

for accurate and timely reporting of information processed.      Analyzes receipts accrual on monthly basis to clear invalid or old receipt lines.  Analyzes hold and authorized report on weekly basis to decrease amount of time to process "On 

Hold" invoices.      Maintains vendor files to ensure accurate and complete information while avoiding duplicate vendors from being created.  Works closely with purchasing and vendors to maintain our accounts and clears old items not 

previously processed to prevent credit hold situations. Reconciles monthly statements from vendors with ESI records to ensure accurate and complete processing.   Directs activities of part-time accounting clerk whose responsibility will be 

filing, opening mail and other routine daily activities.      Provides training of accounts payable clerks on ESI software and other necessary applications as needed.       Performs special projects that arise and ensures completion in timely manner.       

Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ACCOUNTING CLERK III 9833 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4H1 Office-Billing Clerk Sr ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and five years' experience and an understanding of bookkeeping accounting principles, but not requiring the skills of a fully trained accountant. Job Duties  1.Performs a broad range of accounting projects with lead responsibility 

for accounting records in a department.2.Provide working supervision to other Accounting Clerks.3.Performs audits and review of transactions.4.Serves as liaison between vendors, bank, etc.5.Promote efficiency and sustainability initiatives 

towards paperless processes.6.Makes standard calculations to accurately compile and report statistics.7.Analyzes and verifies internal consistency, completeness and mathematical accuracy of account documents ad makes 

adjustments.8.Prepares basic to intermediate monthly and annual reconciliation of ledger accounts and other accounts as assigned to department.9.Prepares, produces, balances, and posts financial department data.10.Posts completed 

account information to verify accounts are balanced.11.Resolves discrepancies in departmental data, both written and verbal.12.May monitor grant budgets for allowable expenditures and resolve all discrepancies.13.May produce 

standardized financial reports for management regarding standing on individual accounts in addition to overall departmental financial status.14.May perform duties of supervisor in their absence.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ACCOUNTING CLERK III U9833 Y T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4H1 Office-Billing Clerk Sr ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and five years' experience and an understanding of bookkeeping accounting principles, but not requiring the skills of a fully trained accountant. Job Duties  1.Performs a broad range of accounting projects with lead responsibility 

for accounting records in a department.2.Provide working supervision to other Accounting Clerks.3.Performs audits and review of transactions.4.Serves as liaison between vendors, bank, etc.5.Promote efficiency and sustainability initiatives 

towards paperless processes.6.Makes standard calculations to accurately compile and report statistics.7.Analyzes and verifies internal consistency, completeness and mathematical accuracy of account documents ad makes 

adjustments.8.Prepares basic to intermediate monthly and annual reconciliation of ledger accounts and other accounts as assigned to department.9.Prepares, produces, balances, and posts financial department data.10.Posts completed 

account information to verify accounts are balanced.11.Resolves discrepancies in departmental data, both written and verbal.12.May monitor grant budgets for allowable expenditures and resolve all discrepancies.13.May produce 

standardized financial reports for management regarding standing on individual accounts in addition to overall departmental financial status.14.May perform duties of supervisor in their absence.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ACCOUNTING COMPLIANCE ANALYST I 9164 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3C1 Prof Accounting-Accountant PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Finance, Accounting, Business Administration (with minimum of six (6) hours in accounting or finance), or related field.    Job Duties  Perform post payment reviews of transactions that have already been made in the General Accounting area to 

ensure compliance with specific accounting policies.      Assist the higher level Analyst in reviewing UTSW departments for compliance with UT System Policy UTS 142.1.  This includes reviewing departmental reconciliation processes and 

performing any testing of transactions needed.     Prepares work papers to support work performed, as well as works with the higher level analyst developing findings and recommendations included in compliance reports.      Performs analysis 

of specific projects i.e. assists with preparation of detailed analysis and research, identifies options, and recommends action or change to Supervisor.      Evaluates effectiveness of compliance with controls in place in the Accounting and Post 

Awards department.  Will also make recommendations for improvements to controls, efficiency, and customer service related issues.     Works with the ACAII in performing statistical analyses of developmental, financial, and organizational 

data.       Will be assigned portions of the following to provide support for the project: a. Verifying the correctness of the data submitted. b. Researching variances to provide information to support detailed explanations where needed. c. Makes 

recommendations based on the work performed. d. May include some limited analysis of various accounts by researching errors identified by others in posting and omissions in completing transactions. Includes year-end items such as accrual 

accounts, fixed assets & depreciation.Demonstrates a commitment to Total Quality and the process of continuous improvement identifies and responds actively and with sensitivity to the needs of all employees and is open and responsive to 

change.     Develop new methods in conjunction with a changing environment, recommending, alternatives to sources of information and/or improvements in verifying documentation, accuracy, and timeliness; create an acceptable audit trail 

to facilitate review and support.     Maintains effective working relationships with personnel to achieve objectives of assurance-related assignments.       Performs other duties as assigned or are required to assist senior management to 

accomplish their assigned duties.         **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



ACCOUNTING COMPLIANCE ANALYST II 9163 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3C2

Prof Accounting-Fin Analyst 

Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

finance, accounting, or other related area, as well as two (2) years of professional experience in a finance, auditing, and/or accounting with experience in planning, process improvement, work paper preparation, forecasting, and financial 

analysis.  Job Duties  Performs analysis of specific projects i.e. prepares detail of work plan and schedule, completes detailed analysis and research, identifies options, prepares report for management, and recommends action or change.     

Evaluates effectiveness of compliance controls in place in the Accounting and Post Awards department.  Will also make recommendations for improvements to controls, efficiency, and customer service related issues.     Review UTSW 

departments for compliance with UT System Policy UTS 142.1.  This includes preparing a University wide risk assessment of sub-ledgers, reviewing departmental reconciliation processes, and writing recommendations and reports.     Prepares 

work papers to support work performed, as well as findings and recommendations included in compliance reports.       Performs statistical analyses of developmental, financial, and organizational data. Verifies the correctness of the data 

submitted. Provides variance analysis for the users, including detailed explanations where needed. Makes recommendations based on these analyses. Examine, verify, and analyze various accounts by researching and identifying errors in 

posting and omissions in completing transactions.  Includes year-end items such as accrual accounts, fixed assets & depreciation. Provides supervision of staff that may be assigned to projects or activities.       Demonstrates a commitment to 

Total Quality and the process of continuous improvement identifies and responds actively and with sensitivity to the needs of all employees and is open and responsive to change.     Develop new methods in conjunction with a changing 

environment, recommending, alternatives to sources of information and/or improvements in verifying documentation, accuracy, and timeliness; create an acceptable audit trail to facilitate review and support.     Maintains effective working 

relationships with personnel to achieve objectives of assurance-related assignments.       Performs other duties as assigned or are required to assist senior management to accomplish their assigned duties.         **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ACCREDITATION CLINICAL COORDINATOR U2329 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3K1 Regulatory Compliance Sr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableExperience and EducationBachelor's or Master's 

degree and/or five (5) years of experience in hospital or clinic setting.Job DutiesWorks in collaboration with all disciplines to ensure policies, procedures, and practices are compliant with regulatory standards. Current working knowledge of 

ethical, regulatory and accreditation requirements and ability to review and validate clinical practice and policy.Assist with reviewing and evaluating the policies and procedures for compliance to applicable standards and 

regulations.Demonstrates ability to interpret accreditation standards, identify organizational gaps and able to facilitate implementation of processes to meet standards and/or close gaps. Develop appropriate action plan and monitoring tools 

to sustain compliance.Assists regulatory readiness review activities to ensure all accreditation requirements are met at locations assigned. Leads tracer activities among staff to ensure continuous patient readiness and assist with preparation 

for survey site visits with hospital specific administration staff. Interpersonal skills to collaborate and participate with staff, administrators and various committees to ensure and provide regulatory support and compliance. Maintains 

systematic processes for self-assessment with particular emphasis on continuous survey readiness. Works collaboratively with all departments and Functional Chapter Leaders in developing, communicating, and implementing effective 

strategies for assessment, data collection and analysis, and distribution of findings and recommendations to the appropriate individuals, committees, and departments. Meets regularly with appropriate teams to provide support, assess 

compliance, review findings, and provide guidance for improvement as needed in order to maintain continual survey readiness.Works in collaboration with all departments to ensure that all required regulatory submissions and follow-up, 

including the annual FSA/PPR, Evidence of Standards Compliance (ESC), response to TJC or CMS complaint investigations and action plans are appropriate and completed in a timely and thorough manner. Communicates unresolved variances 

or areas of continued non- compliance with Manager and/or Director of Accreditation and Policy Management as well as leadership as appropriate for follow-up and action plan. Coordinate the communication with respect to anticipation of 

future trends and changing CMS and TJC standards to advise the organization in order to allow adequate time for appropriate response. Assists and be a resource to assigned committees, management, and staff. Provides ongoing education 

and interpretation of standards and the survey process to all levels of staff.Assist/Facilitates regulatory readiness review activities to ensure all certifications and designation requirements are met as it applies to individual external regulatory 

bodies, professional associations. Be a liaison between the program and hospital leadership; channel of communication. Assist in planning the survey readiness rounds and in communicating the results. Coordinate the clinical follow up to 

accreditation/certification surveys and applications.Collaborates with other departments to address compliance issues and execute resolution.Knowledge, Skills & AbilitiesMust be able to read, write and communicate in English.Knowledge of 

Joint Commission requirements, Conditions of Participation and Texas Administrative Code Computer skills including working knowledge of Epic, Word, PowerPoint and Excel.Strong communication skills both written and verbal.Working 

ConditionsIntermittent walking, standing, bending, turning, and stooping. Possess near vision acuity for accurate reading of patient data as well as work at computer for long periods.Any qualifications to be considered as equivalents in lieu of 

stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status.

ACCREDITATION COORD CANCER PROGRAMS U2340 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3K1 Regulatory Compliance Sr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Three (3) years 

related accreditation experience, but will consider specific compliance accreditation experience.  Associates degree or two years of college, required.  Bachelors degree preferred. Job Duties  1. Assure the Cancer Programs are in compliance with 

accrediting body standards for programsadministered by the American College of Surgeons Commission on Cancer and NationalSociety for Accreditation of Breast Programs.  Coordinate with Director of Accreditation & Patient Safety to ensure 

policies, practices, and procedures align with those of the hospitals and hospital-based clinics.2. In collaboration with Committee Chairs, coordinate program leadership committee meetings.3. Prepare presentations and reports of initiatives 

approved by the leadership committees asrequired by the Standards at intervals determined by the committee chairs.4.Serve as the Cancer Center point of contact and representative for accreditation surveys.Responsible for completing the 

Survey Application Records (SAR), coordinate directly withsurveyor on details including itinerary, finance, travel, records requests, etc.5. Work directly with the Committee Chairs and Administration on areas of concern regardingcompliance 

with standards.6. Update existing policies when indicated, coordinate changes and updates through appropriatepolicy and procedure approval processes. Identify new policies that may be required withchanges to standards.7. Participate in 

process improvement initiatives as necessary related to implementation ofprograms and processes required for accreditation.8. Responsible for conducting ongoing readiness through patient and program tracers utilizing observation of 

practice and audits within the cancer programs.9. Serve as a subject matter expert with regard to Cancer Program Accreditation standards.Duties performed may include one or more of the following core functions:  a) Directly interacting with 

or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

ACCTS PAYABLE ANALYST U9740 Y T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3C2

Prof Accounting-Fin Analyst 

Jr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School or GED 

equivalent. Five (5) plus years Accounts Payable experience with increasing levels of responsibility. Preferred experience in identifying and clearing match exceptions.Preferred experience in three-way match in an ERP software.Job DutiesClear 

PeopleSoft match exceptions by working with Purchasing, Receiving, other users or vendor, to clear exceptions identified on match exception report. Report to be run weekly and reviewed with Supervisor/Manager.Review ServiceNow tickets 

related to match exceptions, analysis and resolve through the ServiceNow module.Review and cleared Receipt Accruals over 90 days.Process credit memos into PeopleSoft, using RTV module. Identify PO's without RTV's and work with 

Receiving/Purchasing to correct.Assist Manager on as needed basis in development and generating reports and schedules.Review/Approve PeopleSoft PO voucher for payment.**Other Duties: Performs other duties as assigned.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ACUTE THRPY SRVC UNIT-BASED EDUCATOR U5320 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCELicensure as a registered Physical Therapist, Occupational Therapist or Speech Language Pathologist by the Executive Council of Physical Therapy and Occupational Therapy Examiners and Texas 

Department of Licensing and Regulation with minimum qualifications of Bachelor in Physical Therapy, Bachelor of Science in Occupational Therapy or Bachelor of Science in Speech and Language Pathology. Recent clinical education experience 

preferred; not required. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA).ESSENTIAL FUNCTIONSProvides orientation, ongoing education and skills training for staff, including new hires 

and agency staff.Provides real-time input and just-in-time training on new and current staff's clinical practice.Demonstrates continuous performance improvement in clinical education & skills assessmentsRegarded as clinical expert and role 

model in application of acute therapy processes (Occupational Therapy/Physical Therapy/Speech Language Pathology/Therapy Technician) and evidence-based practice to manage the complex care needs of specific patient populations. Serves 

as a facilitator in the Acute Therapy Services Preceptorship class, EPIC Practice Champion and Education Council committees as well as Acute Therapy Services Clinical Student rotations. Assists unit leadership in initial and annual competencies 

for new and current clinical staff. Performs annual unit-specific needs assessment and ongoing educational gap analysis. Maintains all in-service, education and orientation records/competencies for the department and provides a monthly 

report to the manager.Identifies opportunities for new practices, best practices, and the development of new programs within the scope of OT/PT/SLP. Serves as a facilitator to clinical staff and unlicensed assistive personnel, actively mentors 

and supports their growth in the profession and clinical practice. Works collaboratively with clinical leaders to properly identify and prioritize goals and objectives to meet the needs of the department and/or organization.Provide educational 

programs on a formal and informal basis. Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESMust be able to demonstrate effective verbal and written communicationAbility to successfully manage multiple educational projects 

simultaneously Demonstrate competence in technical skills and knowledge related to assigned clinical area (s)Must demonstrate patient-centric values and behaviors Proficiency in use of technology as applicable to roleAbility to establish 

effective, respectful and collegial working relations with all internal and external customers including, but not limited to, peer groups, leadership, patients, physicians, staff, students, volunteers and vendorsWORKING CONDITIONSAcute care 

work environment with a minimum of 8 hours per day but may require additional hours and flexibility in work hours to accommodate for staff and patient care needs, requires lifting equipment and the ability to move and reposition patients; 

up to 50 pounds. Risk of exposure to blood-body fluids, hazardous chemicals when working in clinical areas. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ADA/504 COORDINATOR 9665 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe ADA/504 Coordination position 

oversees the ADA/Accessibility unit within the Office of Institutional Equity & Access and has broad responsibility for overseeing University programs and responsibilities to ensure compliance with the Americans with Disabilities Act, Sections 

503 and 504 of the Rehabilitation Act of 1973, and other federal and state laws and regulations pertaining to persons with disabilities. As a part of the OIEA's Division of Equal Opportunity, the scope of responsibility for this role includes 

students/learners, faculty, staff, as well as accommodation matters related to the public's access to UT Southwestern's programs and facilities. The ADA Coordinator also supports activities and initiatives designed to foster a climate of 

nondiscrimination and advances diversity and inclusivity throughout the UT Southwestern campus community.Experience and EducationMaster's degree and 3 years (or Bachelor's degree and 5 years) of significant and progressively 

responsible experience demonstrating a clear understanding of ADA compliance and familiarity with the Americans with Disabilities Act and Sections 503 and 504 of the Rehabilitation Act of 1973.Preferred Education:A Juris Doctorate degree 

or Doctorate in a related field. Experience in higher education ADA/504 compliance. Experience resolving allegations of disability discrimination. Prior supervisory experience. Job DutiesThe ADA Coordinator oversees the Office of Institutional 

Equity's ADA/Accessibility unit, through which the Coordinator is over the accommodation process for students/learners and employees with disabilities. The ADA Coordinator reviews all aspects of access to campus sites, programs, services, 

activities, and events by individuals with disabilities and acts as a primary point of contact for ADA/504 compliance and provides support to other institutional areas within the Office of Institutional Equity & Access, such as Title IX, Equal 

Opportunity, and the Division of Diversity & Inclusion. The ADA Coordinator is also responsible for reviewing and updating campus policies, procedures, and standards for a comprehensive accessibility compliance program for individuals with 

temporary and permanent disabilities.This position resolves complaints concerning compliance with the Americans with Disabilities Act (ADA).The ADA Coordinator is responsible for leading the University's effort to create and maintain a 

strategic plan and vision for meeting the current and future accessibility needs of UT Southwestern. The ADA Coordinator develops and maintains a comprehensive case-management system and accurately logs all reports and requests for 

accommodations and related complaints. The ADA Coordinator promotes a culture where ability is valued as an aspect of diversity, and the intersectional nature of the human experience is honored.The ADA Coordinator independently 

manages the coordination and completion of any reports mandated by external regulatory entities or internal/external audits. Informal Resolution/Mediation: The ADA Coordinator meets with complaining parties and uses independent 

judgment to offer conflict resolution and problem-solving alternatives, when appropriate and applicable.Functions as the institutional expert on ADA compliance and assists other units within the Office of Institutional Equity & Access with 

addressing and responding to student and employee concerns.Serves on University committees where approved and represents UT Southwestern in local, state, and regional events and meetings that support people with disabilities. 

Collaborates with management and human resources in the development of strategies for talent management and associate development. Partners with HR to provide candidate sourcing recommendations and/or partners with recruiters to 

build a pipeline of qualified individuals with disabilities. Assists with the creation and maintenance of an Employee Resource Group for people with disabilities. Directly supervises, trains, and evaluates staff within the ADA/Accessibility unit. 

Perform related duties as assigned.Knowledge, Skills & AbilitiesKnowledge of relevant laws including the Americans with Disabilities Act (as Amended) and Sections 503 and 504 of the Rehabilitation Act of 1973. Demonstrated ability to work 

with individuals from a variety of backgrounds, including a broad experience working with individuals that identify as disabled. Demonstrated ability to oversee and manage a large caseload in a manner that ensures the prompt, effective, and 

equitable conclusion of such matters. Strong organizational, interpersonal, writing and speaking skills, and the ability to communicate effectively within an academic healthcare environment. Ability to work independently in a time-sensitive 

environment.Ability to multi-task and manage competing priorities. Ability to think strategically while being detail-oriented.Demonstrated excellent facilitation and presentation skills.Demonstrated experience developing and implementing 

compliance training programs.Ability to establish collaborative working relationships, while performing assigned work responsibilities and duties. Effective internal and external networking skills with the ability to build and sustain key 

relationships.Proficiency in Microsoft Office programs including: Outlook, Word, Excel and PowerPoint and PeopleSoft or comparable systems.Excellent written and verbal communication skills. Ability to multi-task and manage multiple 

projects.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

ADMINISTRATIVE ASSISTANT 9846 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4A7

Off-Admin Supp-Admin Assist 

Jr ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED and two (2) years related secretarial/administrative experience. Testing may be required.May consider higher education completed in lieu of minimum requirements.Job DutiesTranscribes dictation that may involve use of medical or 

scientific terminology; ensures correct format, grammar, punctuation, and spelling.Types correspondence, memorandums, grants, manuscripts, book chapters, etc. from complex rough drafts, which may involve special formats and 

complicated footnotes.Composes letters, memorandums, and other non routine correspondence for supervisor's signature.Processes and submits on line forms; pays invoices.Coordinates meetings and conferences for supervisor or other staff 

members.Makes appointments and maintains supervisor's calendar; makes travel and hotel reservations for supervisor or other staff members.Receives, screens, and directs visitors as required; answers and makes telephone calls; transfers 

calls, takes messages, or answers questions as necessary, including patient related calls and appointments.Receives, sorts, and distributes incoming mail; makes copies; faxes documents; makes deliveries on and off campus.Completes 

moderately complex projects and reports as requested by supervisor using word processing, spreadsheet, or database applications.Retrieves articles from Library; makes copies, including performing on line library searches.Maintains various 

files and records for operating unit, which may include vacation/sick leave, personnel files, etc.; handles confidential and sensitive information in appropriate manner.Duties performed may include one or more of the following core functions: 

(a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

ADMINISTRATIVE ASSISTANT U3107 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4A8

Off-Admin Supp-Admin Assist 

Sr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and one to two (1-2) years clerical experience and medical terminology is required. Preferred: One (1) year of general office experience.May consider higher education completed in lieu of minimum requirements.Job DutiesOperates 

multiline telephone, answers all calls promptly, records messages and provides messages to appropriate staff.Schedules meetings, conferences, interviews and appointments. Keeps track of departmental activity via calendar.Opens, sorts, 

reviews and distributes mail. Prepares responses to routine inquiries. Identifies items requiring immediate attention.Establishes, maintains and revises record keeping and filing systems. Classifies, sorts and files correspondence records and 

other documents.Prepares meeting packets. Copies, assembles and distributes packets. Attends meetings, takes and transcribes minutes.Transcribes, types, formats and proofreads variety of material.Types and performs data entry into 

existing computer software programs.Keeps department stocked with supplies. Manages office supply budget.Assists willingly with other administrative duties as assigned. Organizes unscheduled time.Demonstrates flexibility and adaptability 

to fluctuating workload and prioritizes job duties.Operates and manages departmental office equipment.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

ADMINISTRATIVE ASSISTANT SR 9848 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4A7

Off-Admin Supp-Admin Assist 

Jr ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED and three (3) years related secretarial/administrative experience. Testing may be required.May consider higher education completed in lieu of minimum requirements.Job DutiesRelieves supervisor of variety of administrative duties, 

which involve thorough understanding of functions, programs, and policies of organization; may coordinate day to day operations of office; makes recommendations for changes to procedures.Prepares or assists in preparation of grant 

applications, grant budgets, manuscripts, book chapters, etc.; ensures proper format, grammar, and completeness.Functions as liaison with other departments, including Human Resources, Telecommunications, Physical Plant, Purchasing, and 

Accounting; prepares on line and paper documents as needed.Completes and coordinates complex projects and reports as assigned by supervisor, which may require significant contact with other departments and outside organizations and 

use of various computer software applications.Composes and/or types letters, memorandums, and other non routine and moderately complex correspondence, which does not require attention of supervisor.Maintains sub-ledgers and ledgers 

for various accounts, including reviewing expenditures and encumbrances, reconciling accounts, and ensuring appropriate use of funds.Plans and coordinates projects, such as meetings, appointments, conferences, seminars, and workshops; 

arranges for meeting facilities, hotel accommodation, transportation, refreshments, luncheons, banquets, receptions, etc.; develops and arranges printing of brochures; handles finances for program, including determination of charge to 

sponsoring department; establishes registration fees; processes all vouchers relating to event.Takes, transcribes, and distributes minutes for meetings.May transcribe dictation of medical or scientific terminology; ensures correct format, 

grammar, punctuation, and spelling.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

ADMINISTRATIVE ASSISTANT SR A3104 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4A8

Off-Admin Supp-Admin Assist 

Sr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationHigh School 

diploma or equivalent required; College degree preferred. Three (3) to five (5) years related experience or combination of education and skills and basic writing ability and accurate spelling required.May consider higher education completed in 

lieu of minimum requirements. Job Duties1. Provides responsive and helpful demeanor to staff, physicians, patients and public in person or via telephone. Answers incoming calls promptly and provides excellent customer service.2. Handles 

payroll for designated areas under manager's supervision.3. Reconciles agency invoices, tracks agency use, and summarizes in bi-weekly financial report.    4. Tracks department's mandatory annual training, licensure, and certifications. Ensures 

all appropriate licensure and certifications for employees are up to date.                       5. Facilitates necessary activities to assist with staffing office needs.6. Provides back-up as necessary for other staff in office. Utilizes downtime to assist 

others.                              7. Communicates appropriately with clients and staff. Relays information to appropriate personnel.8. Gives regular status reports on pending items. Resolves any issues with pending items and notifies manager as 

necessary.9. Handles multiple tasks and projects as assigned by management10. Oversees supplies management for the department. Handles check requests and purchase orders. Tracks requests as necessary.  11. Performs data entry. Enters 

and maintains statistical data as requested. 12. Functions as a liaison with other departments across the hospital and campus. Coordinates support for staffing needs or nursing administration.13. Attends required meetings and performs 

necessary tasks related to meetings. Takes, transcribes, and distributes minutes for meetings.  14. Performs other duties as assigned.   Knowledge, Skills & Abilities&iquest; Work requires knowledge of computers, office equipment (fax, copier, 

etc.), phone systems, and other administrative tasks.&iquest; Advanced word processing, spreadsheet, and graphic skills. &iquest; Excellent verbal and written communication and problem solving skills. &iquest; Work requires ability to plan 

and organize work in a logical and efficient manner.&iquest; Work requires ability to ensure adherence to all policies and procedures of the Hospital, such as, salary guidelines, accounting regulations, and internal controls policy.&iquest; Work 

requires ability to provide a customer service focus.&iquest; Work requires adaptability/flexibility to react positively to changes in work environment.Working ConditionsIntermittent walking, standing, bending, turning, and stooping. Possess 

near vision acuity for accurate reading of patient data. Long periods of sitting in front of a computer screen.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human 

Resources, or his/her designee.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic 

information, citizenship status, or veteran status.

ADMINISTRATIVE ASSISTANT SR II 9839 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4A8

Off-Admin Supp-Admin Assist 

Sr ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduate 

and four (4) years related work experience are required.May consider higher education completed in lieu of minimum requirements.Job DutiesMay perform some or all of the following:1. Provides moderately complex administrative skills for a 

department.2. Prepares, maintains and posts records, reports and budget information.3. Prepares or directs the preparation of charts, graphs, and administrative, fiscal, personnel, and/or statistical reports.4. Selects office vendors and 

monitors purchasing processes.5. May assist with overflow work from administrative and executive assistants and fill in for the office receptionist as needed.6. Schedules and organizes activities such as meetings, travel, conferences and 

department activities for members of the department.7. Composes and processes repetitive and non-repetitive documents in accordance to established procedures.8. Organizes office procedures to ensure effective operation.9. Acts as 

department liaison with other departments and agencies.10. Processes all personnel and purchasing transactions following institutional policies and procedures.11. Determines work priorities and monitors progress toward work deadlines.12. 

Ensures document retention processes are followed using established guidelines.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

ADMINISTRATIVE ASSISTANT SR II U9839 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4A8

Off-Admin Supp-Admin Assist 

Sr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduate 

and four (4) years related work experience are required.May consider higher education completed in lieu of minimum requirements.Job DutiesMay perform some or all of the following:1. Provides moderately complex administrative skills for a 

department.2. Prepares, maintains and posts records, reports and budget information.3. Prepares or directs the preparation of charts, graphs, and administrative, fiscal, personnel, and/or statistical reports.4. Selects office vendors and 

monitors purchasing processes.5. May assist with overflow work from administrative and executive assistants and fill in for the office receptionist as needed.6. Schedules and organizes activities such as meetings, travel, conferences and 

department activities for members of the department.7. Composes and processes repetitive and non-repetitive documents in accordance to established procedures.8. Organizes office procedures to ensure effective operation.9. Acts as 

department liaison with other departments and agencies.10. Processes all personnel and purchasing transactions following institutional policies and procedures.11. Determines work priorities and monitors progress toward work deadlines.12. 

Ensures document retention processes are followed using established guidelines.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

ADMINISTRATIVE ASSOCIATE 9026 N 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4A1

Off-Admin Supp-Admin Assoc-

NE ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED and four (4) years related experience. Testing may be required.May consider higher education completed in lieu of minimum requirements.Job DutiesRelieves supervisor of various internal administrative duties, which require thorough 

understanding of, and adherence to functions, programs, and policies of unit and university. Reviews department policy manuals periodically to update and institute changes as necessary. May provide comprehensive administrative support to 

Chairman, Vice Chairman, Director, Department Manager, or other upper level administrator.Monitors and maintains unit's budget; provides input to supervisor; prepares and submits various budgetary reports; assists supervisor with annual 

budget process. May have delegated approval authority for all dollar level expenditures for designated entity; coordinates process for items requiring Chair level approval, and/or has delegated approval authority over these items.Coordinates 

supervisor's schedule; makes travel arrangements; plans meeting itineraries, etc. for supervisor or outside visitors.Coordinates details of faculty and staff recruitment for division. As directed by supervisor or unit head, initiates personnel 

action documents, including appointment, termination, and/or salary/title changes. Coordinates appointment process for foreign nationals.Pre-screens staff applicants; coordinates interview process for supervisor and/or unit head. Conducts 

department/division orientation for administrative and technical staff and training of administrative staff.Coordinates scheduling and use of department/divisional facilities and assets, including making arrangements for moves and/or 

renovations, maintaining accurate space records, recommending and/or approving purchase of equipment and furniture, and maintaining inventory files.Approves vacation and sick leave transactions; interprets V/SL policies for unit's 

personnel.Prepares or coordinates preparation of complex reports requiring significant contact with other departments and outside organizations.Provides professional support for special projects, which may include editorial and 

administrative support for manuscripts and abstracts for publication; prepares material for oral and/or written presentations; coordinates and prepares materials for courses, meetings, and conferences; performs Library and Internet research. 

May provide assistance in preparing grants and contracts, which may include assistance with budget preparation and/or oversight.Maintains sub-ledgers and ledgers for various accounts, including reviewing expenditures and encumbrances, 

reconciling accounts, and ensuring appropriate use of funds.May provide working supervision for staff of lower rank.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.



ADMINISTRATIVE ASSOCIATE U3110 N T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4A1

Off-Admin Supp-Admin Assoc-

NE ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduate 

andfour (4) years business or administrative experience in a university medical center, governmental environment, or equivalent. Some undergraduate education preferred.May consider higher education completed in lieu of minimum 

requirements.Job DutiesCoordinates administrative functions of various sections within department to ensure universal applications of policy; assists in development and implementation of procedures to ensure operational 

efficiency.Maintains broad organization perspective to effectively carry out internal and external relationships of office, such as coordinating and interacting with other staff services departments concerning financial, budgetary, and personnel 

matters, and in general represents department in absence of top executive or administrator; reports fiscal and personnel status and activities to top executive.Maintains appropriate financial and personnel records. Functions as liaison with 

other departments, including Human Resources, Telecommunications, Physical Plant, Purchasing, and Accounting; prepares on line and paper documents as needed.Provides counsel on administrative matters or decisions affecting 

interdepartmental_relationships by supplying information from variety of sources.Examines correspondence, determines work priority, and engages in obtaining and dispersing information as appropriate.Compiles averages and statistics. 

Prepares or directs preparation of charts, graphs, slides, and administrative reports as required.Relieves supervisor of various internal administrative duties, which require thorough understanding of, and adherence to functions, programs, and 

policies of unit and university. Reviews department policy manuals periodically to update and institute changes as necessary. May provide comprehensive administrative support to_Chairman, Vice Chairman, Director, Department Manager, or 

other upper level administrator.Coordinates supervisor's schedule; makes travel arrangements, plans meeting itineraries, etc. for supervisor, outside visitors, and official guests. Travel (gathering; input; approval; and follow-up). Includes all 

personnel for University Hospitals_SP and ZL; some physicians.Provides professional support for special projects, which include editorial and administrative support for proposals and business plans; prepares materials for oral and/or written 

presentations; coordinates and prepares materials for courses, meetings, and conferences; performs Library and Internet research. Takes, transcribes, and distributes minutes for meetings.Completes and coordinates complex projects and 

reports as assigned by supervisor, which may require significant contact with other departments and outside organizations and use_of various computer software applications.Composes and/or types letters, memorandums, and other non 

routine and moderately complex correspondence, which does not require attention of supervisor. Plans and coordinates projects, such as meetings, appointments, conferences, seminars, and workshops; arranges for meeting facilities, hotel 

accommodation, transportation, refreshments, luncheons, banquets, receptions, etc.Triages and routes patient, visitor, and vendor calls. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ADMINISTRATIVE ASSOCIATE SR 9025 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 4A1A Off-Admin Supp-Admin Assoc ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Healthcare Administration, or directly related field and five (5) years related experience required; prefer two (2) years previous supervisory experience or experience in a lead role. May consider additional years of 

experience in lieu of degree.Job DutiesManages and directs administrative and business functions of division or unit with responsibility for establishing, reviewing, and revising internal procedures, interpreting policies of division, department, 

or university for unit's personnel, supervising clerical operations, managing workflow for maximum efficiency, evaluating work progress, and determining work priorities.Prepares or assists in preparing annual budget for division or unit for 

approval by department management, including analyzing financial status, projecting income and expenditures, and allocating funding sources for division faculty and staff. Monitors budget, including income and expenditures.Maintains or 

coordinates maintenance of budgets and grants of division or unit, including approving expenditures and preparing financial reports as needed. Reconciles accounts on monthly basis; conducts overall review for overdrafts and appropriateness 

of expenditures.Supervises staff members and provides training. Coordinates faculty and staff recruitment for division or unit. Exercises decision-making authority regarding hiring, disciplinary action, and terminating staff. Approves on-line 

forms or paperwork to appoint, terminate, change titles and/or salary, or accomplish other personnel changes. Coordinates and/or prepares staff performance evaluations and recommendations for merit increases.Coordinates space needs, 

renovations, and all division operational services. Coordinates and recommends purchase of capital and non-capital equipment.Assists in preparation of major grant applications or status reports on current grants by coordinating gathering of 

information from principal investigators or other appropriate personnel; ensures timely submission of grants.Ensures division/unit patient billing is submitted accurately and timely, including charge capture and coding. Reviews patient 

account receivables, third party payer denials, and billing appeals.Prepares or coordinates preparation of complex reports, which require significant contact with other departments and outside organizations.Designs and executes system of 

internal controls, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.Ensures compliance with applicable laws, regulations, policies, and 

procedures.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ADMINISTRATIVE ASSOCIATE SR U9025 Y T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 4A1

Off-Admin Supp-Admin Assoc-

NE ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Healthcare Administration, or directly related field and five (5) years related experience to include two (2) years supervisory experience.May consider higher education completed in lieu of minimum requirements.Job 

DutiesManages and directs administrative and business functions of division or unit with responsibility for establishing, reviewing, and revising internal procedures, interpreting policies of division, department, or university for unit's 

personnel, supervising clerical operations, managing workflow for maximum efficiency, evaluating work progress, and determining work priorities.Prepares or assists in preparing annual budget for division or unit for approval by department 

management, including analyzing financial status, projecting income and expenditures, and allocating funding sources for division faculty and staff. Monitors budget, including income and expenditures.Maintains or coordinates maintenance of 

budgets and grants of division or unit, including approving expenditures and preparing financial reports as needed. Reconciles accounts on monthly basis; conducts overall review for overdrafts and appropriateness of expenditures.Supervises 

staff members and provides training. Coordinates faculty and staff recruitment for division or unit. Exercises decision-making authority regarding hiring, disciplinary action, and terminating staff. Approves on-line forms or paperwork to 

appoint, terminate, change titles and/or salary, or accomplish other personnel changes. Coordinates and/or prepares staff performance evaluations and recommendations for merit increases.Coordinates space needs, renovations, and all 

division operational services. Coordinates and recommends purchase of capital and non-capital equipment.Assists in preparation of major grant applications or status reports on current grants by coordinating gathering of information from 

principal investigators or other appropriate personnel; ensures timely submission of grants.Ensures division/unit patient billing is submitted accurately and timely, including charge capture and coding. Reviews patient account receivables, 

third party payer denials, and billing appeals.Prepares or coordinates preparation of complex reports, which require significant contact with other departments and outside organizations.Designs and executes system of internal controls, which 

provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.Ensures compliance with applicable laws, regulations, policies, and procedures.Performs other duties as 

assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ADMINISTRATIVE COORDINATOR 9007 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 4A6

Off-Admin Supp-Admin 

Coord-NE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

and ten (10) years progressively responsible administrative experience in business, medical, scientific, or health care environment. Bachelor's degree preferred in lieu of partial experience.May consider higher education completed in lieu of 

minimum requirements.Job DutiesCoordinates and supervises major or very complex programs, activities and special functions, including establishing, reviewing, and revising policies and procedures; supervises clerical and administrative 

employees working on program, activity, or special function; interprets policies and procedures; ensures timely and efficient operations to accomplish objectives.Provides professional support on special projects, which may include tasks such 

as: collection, organization, and analysis of relevant data, preparation of time lines, and writing reports.Develops and delivers special presentations.Coordinates budget for activity, program, or project following appropriate accounting practices 

and procedures to ensure all work of activity or program is within budget; prepares and submits reports using spreadsheet and word processing software as required.Performs other duties as assigned. **Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ADMINISTRATIVE CUSTOMER SUPPORT REP 9184 Y 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4E1

Guest & Pat Svcs-Pt Svc Rep 

Jr ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent, and one (1) year experience in customer service or related field. Job Duties  1.Provides response to inbound inquiries from staff, employees and other entities (internal and external).2.Receive, triage, route or answer customer 

inquiries in a timely, helpful and polite manner during core business hours.  Actively listen and follow up with questions in order to accurate route call.  Provide customer with contact information for future reference.3.Document all inquiries in 

accordance with standard operation procedures.4.Provide information and resources for customer inquiries; educate customers how to access and utilize online resources for future inquiries.5.Maintain a working knowledge of policy and 

procedures as well as keeping current on updates and changes.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ADMINISTRATIVE CUSTOMER SUPPORT REPRESENTATIVE LEAD 9185 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4A13

Off-Admin Supp-Emply Cust 

Svcs ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

assist the supervisor with technical and supervisory activities as it relates to the teams daily and fiscal year goals.Experience and EducationHigh school diploma or equivalent and four (4) years' related experience and an intermediate 

understanding of bookkeeping accounting principles or ServiceNow/Customer Support.Job DutiesPerforms a broad range of accounting projects with lead responsibility in defined accounting team.Lead team in facilitating Service Now tickets 

and ensuring tickets are answered properly and timely. Assists the Supervisor in responding to the more complicated tickets and projects - level 2 for ServiceNow tickets. Provide guidance to junior team members, which could include daily 

interaction with assigned staff.Performs audits and review of transactions.Provides feedback to the Supervisor for consideration as part of the staff's performance reviews, including potential training needs.Serves as senior contact for internal 

and external customers. In Customer Support and Payables, this would be the primary contact for our third-party payment vendors, i.e. vendors who use the SUA or credit card as their preferred payment methodology. Makes standard 

calculations to accurately compile and report statistics.Analyzes and verifies internal consistency, completeness and mathematical accuracy of account documents and makes adjustments.Prepares monthly and annual reconciliation of ledger 

accounts and other accounts as assigned to department.Prepares, produces, balances, and posts financial department data.Assists the Supervisor or Manager to develop the team's metrics for departmental management review. Responsible 

for proposing changes to their team's SOP's and assisting with ensuring compliance with retention guidelines. Resolves discrepancies in departmental data, both written and verbal. Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires thorough knowledge of bookkeeping principles. Work requires ability to apply mathematical reasoning to analyze data and determine discrepancies in financial accounts.Strong computer skills, including Microsoft Excel, 

Word, and Outlook; and accounting software.Detail-orientation and ability to manage multiple tasks simultaneously while meeting project objectives and deadlines.Strong interpersonal and communication skills, including the ability to work 

effectively with personnel at all levels within the organization.Customer Service experience.Basic understanding of Accounting credit/debit principles.Ability to lead a team of clerks to ensure departmental goals and daily work are executed. 

Develop and lead department training Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members 

of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; 

disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ADMINISTRATIVE CUSTOMER SUPPORT REPRESENTATIVE SR 9183 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4A13

Off-Admin Supp-Emply Cust 

Svcs ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent, and three (3) years experience in customer service or related field. Job Duties  1.Provides response to inbound inquiries from staff, employees and other entities (internal and external).2.Receive, triage, route or answer customer 

inquiries in a timely, helpful and polite manner during core business hours.  Actively listen and follow up with questions in order to accurate route call.  Provide customer with contact information for future reference.3.Document all inquiries in 

accordance with standard operation procedures.4.Provide information and resources for customer inquiries; educate customers how to access and utilize online resources for future inquiries.5.Assist supervisor by monitoring pending requests 

to ensure prompt resolution.  Follow-up with outstanding inquiries in order of issue age and urgency.  Provide research and other information needed to close out the inquiry.6.Maintain a working knowledge of policy and procedures as well as 

keeping current on updates and changes.7.Identify and recommend changes to existing methods and systems to increase the accuracy, efficiency and responsiveness of response center.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ADMINISTRATIVE FELLOW 8000 Y 81 $10,712.00 $44,501.60 $78,291.20 $892.67 $3,708.47 $6,524.27 $41.20 $171.16 $301.12 $5.15 $21.40 $37.64 E 8E Admin Residency/Fellowship PROF TEMP Temporary Salary Plan

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe UT Southwestern Administrative 

Fellowship prepares recent graduates and early careerists for essential management and leadership roles within the healthcare industry. The format of the program allows fellows to gain direct experience and knowledge and strengthen 

essential administrative skills. Experience and EducationGraduate degree from a program which is accredited by the Commission on Accreditation of Healthcare Management Education (CAHME), Association to Advance Collegiate Schools of 

Business (AACSB), Commission on Collegiate Nursing Education (CCNE), or Council of Education for Public Health (CEPH). Relevant work experience inside and outside of healthcare. Job DutiesObserves hospital management and administration 

to gain perspective on the day to day challenges and decisions faced by an academic and not-for-profit hospitals.Completes multiple health system rotations and a diverse set of assignments.Interacts with various types of leadership. Builds 

strong relationships with mentors and senior level executives.Works both independently and/or as a member of multidisciplinary team.Attends executive meetings, management meetings, and various committees throughout the Health 

System.Participates in and/or leads fundamental projects that support ongoing health system initiatives.Coordinates and oversees UT Southwestern Graduate Administrative Internship Program.May serve as Interim Supervisor or Manager for 

a hospital and/or ambulatory department. May oversee and supervise other employees. Other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to respond to and interact with all stakeholders with the PACT 

standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Working ConditionsAny 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

ADMINISTRATIVE FELLOW U8000 81 $10,712.00 $44,501.60 $78,291.20 $892.67 $3,708.47 $6,524.27 $41.20 $171.16 $301.12 $5.15 $21.40 $37.64 E 8E Admin Residency/Fellowship PROF TEMP Temporary Salary Plan

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe UT Southwestern Administrative 

Fellowship prepares recent graduates and early careerists for essential management and leadership roles within the healthcare industry. The format of the program allows fellows to gain direct experience and knowledge and strengthen 

essential administrative skills. Experience and EducationGraduate degree from a program which is accredited by the Commission on Accreditation of Healthcare Management Education (CAHME), Association to Advance Collegiate Schools of 

Business (AACSB), Commission on Collegiate Nursing Education (CCNE), or Council of Education for Public Health (CEPH). Relevant work experience inside and outside of healthcare. Job DutiesObserves hospital management and administration 

to gain perspective on the day to day challenges and decisions faced by an academic and not-for-profit hospitals.Completes multiple health system rotations and a diverse set of assignments.Interacts with various types of leadership. Builds 

strong relationships with mentors and senior level executives.Works both independently and/or as a member of multidisciplinary team.Attends executive meetings, management meetings, and various committees throughout the Health 

System.Participates in and/or leads fundamental projects that support ongoing health system initiatives.Coordinates and oversees UT Southwestern Graduate Administrative Internship Program.May serve as Interim Supervisor or Manager for 

a hospital and/or ambulatory department. May oversee and supervise other employees. Other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to respond to and interact with all stakeholders with the PACT 

standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Working ConditionsAny 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

ADMINISTRATIVE RESIDENT 8001 Y 81 $10,712.00 $44,501.60 $78,291.20 $892.67 $3,708.47 $6,524.27 $41.20 $171.16 $301.12 $5.15 $21.40 $37.64 E 8E Admin Residency/Fellowship PROF TEMP Temporary Salary Plan

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under close supervision over the 

course of a one to two year term, to assist in a variety of departmental objectives designed for launching a career in health care administration. Projects may include the providing of leadership in process improvement initiatives, budget 

preparations, revenue cycle improvements, operational analysis, service line initiatives, process flow impact and/or strategic planning.Experience and EducationBachelor's degree required. Must be enrolled in a Master's degree program. 

Relevant work experience in business administration or healthcare a plus. Job DutiesAreas of focus may include:Healthcare system and environments in which health services are provided (legal, financial, policy, provider and public 

health).Gains exposure to business planning, regulatory laws, operational and budgeting through various meetings. Meets with and shadows managers from various support services in the department to understand how key aspects of 

operations including patient flow and safety is being enhanced through support services.Assists a unit to witness the patient care operations that takes place daily. Observe the various initiatives and daily problem solving nurses employ to 

ensure that patients are receiving the best possible care.Spends time with support services, imaging suite, lab, and/or rehabilitation to gain exposure to the various functions and services provided by ancillary departments.Analyze effects and 

implications of health policy on providers, payers and populations.Establish goals and objectives for improving health outcomes.Management through the planning, development and monitoring required to establish and achieve organizational 

goals.Apply key accounting principles to prepare, monitor and manage budgets.Utilize and apply key models and methods for the effective implementation and outcome of operations, population health, work force and health services 

management.Attends and presents at meetings at every layer of the department, ranging from the faculty meetings to section-based daily meetings, to understand how management decisions affect frontline operations and vice versa.Plans 

and executes projects for an assigned clinical space to understand the patient care continuum while gaining exposure to the managerial and strategic challenges at the care delivery-line level.Participates in trainings for managers to learn all 

aspects of management including scheduling, revenue cycle management, and human resource management. Residents may collaborate with participants from an assigned area to complete a Lean project.Leadership in organizational vision, 

initiatives, direction and change.Own and actively execute one or two strategic initiatives.Develop new ideas and identify opportunities to enhance organizational change.Develop team-oriented structures and systems to promote team 

performance, support team process and goal achievement.Articulate and communicate the mission, objectives, and priorities of the organization to internal and external stakeholders and entities.Relationship management to influence 

individuals and groups to take action in the pursuit of organizational goals.Develop and maintain collaborative relationships and shared decision-making with key leaders, colleagues, and stakeholders to achieve organization and personal 

goals.Knowledge, Skills & AbilitiesWork requires proficiency in Microsoft Office Suite.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires good interpersonal, organizational, 

supervisory, and analytical skills. Work requires ability to communicate clearly.Work may require telephone and personal contact with all levels of internal and external personnel and organizations. Working ConditionsWork is performed in an 

office and/or clinical setting.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT¿Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

ADMINISTRATIVE SUPERVISOR HOSP OPS - PRN P9340 P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 N 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

nursing. Five (5) years of progressive related experience required.Job DutiesSupport clinical, operational and facility services throughout the entire Hospital on a 24-hour basis, coordinating operations and personnel activities to meet Hospital 

and Health System objectives. Intervenes and problem solves for inter-/intra-departmental issues, facilitating interdepartmental communication, negotiation and decision-making. Maintain visibility with hospital staff through 

rounds.Organizes hospital operations and systems delivering services in a manner that meets or exceeds regulatory requirements, demonstrating judgment and self-sufficiency in effective problem solving while serving as the administrative 

and operational resourceOversee patient care flow while redirecting and allocating resources by determining necessary space, equipment, supplies and support systems to ensure effective functioning of unit/department & assisting Patient 

Access Services in coordinating patient placement.Investigate patient/visitor concerns and implements appropriate courses of action, taking corrective action in situations requiring immediate intervention and optimizing service satisfaction of 

patients, families, physicians and staff.Provide on-site management/leadership of crisis situations to prevent or minimize disruption of services. Function as on-site coordinator for internal/external disasters/inclement weather or other major 

events.Collaborate with clinical and support staff to foster delivery of quality care, communicating issues identified by front line staff to appropriate administrative team and assisting staff in identifying clinical experts for specific patient 

population concerns.**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to respond to and interact with all stakeholders with the PACT standards. Work requires ability to devise creative 

alternatives and suggestions to workflow constraints. Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.WORKING CONDITIONSAny qualifications to be considered as equivalents 

in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

ADMINSTRATIVE ASSISTANT SR U3104 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4A8

Off-Admin Supp-Admin Assist 

Sr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationHigh School 

diploma or equivalent required; College degree preferred. Three (3) to five (5) years related experience or combination of education and skills and basic writing ability and accurate spelling required.May consider higher education completed in 

lieu of minimum requirements. Job DutiesProvides responsive and helpful demeanor to staff, physicians, patients and public in person or via telephone. Answers incoming calls promptly and provides excellent customer service. Handles payroll 

for designated areas under manager's supervision.Reconciles agency invoices, tracks agency use, and summarizes in bi-weekly financial report. Tracks department's mandatory annual training, licensure, and certifications. Ensures all 

appropriate licensure and certifications for employees are up to date. Facilitates necessary activities to assist with staffing office needs. Provides back-up as necessary for other staff in office. Utilizes downtime to assist others.                     

Communicates appropriately with clients and staff. Relays information to appropriate personnel. Gives regular status reports on pending items. Resolves any issues with pending items and notifies manager as necessary.Handles multiple tasks 

and projects as assigned by managementOversees supplies management for the department. Handles check requests and purchase orders. Tracks requests as necessary. Performs data entry. Enters and maintains statistical data as requested. 

Functions as a liaison with other departments across the hospital and campus. Coordinates support for staffing needs or nursing administration. Attends required meetings and performs necessary tasks related to meetings. Takes, transcribes, 

and distributes minutes for meetings. Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires knowledge of computers, office equipment (fax, copier, etc.), phone systems, and other administrative tasks. Advanced word 

processing, spreadsheet, and graphic skills. Excellent verbal and written communication and problem solving skills. Work requires ability to plan and organize work in a logical and efficient manner.Work requires ability to ensure adherence to 

all policies and procedures of the Hospital, such as, salary guidelines, accounting regulations, and internal controls policy.Work requires ability to provide a customer service focus.Work requires adaptability/flexibility to react positively to 

changes in work environment.Working ConditionsIntermittent walking, standing, bending, turning, and stooping. Possess near vision acuity for accurate reading of patient data. Long periods of sitting in front of a computer screen.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT&iquest;Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis 

ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

ADMNTV COORD - UH ADMIN U9742 Y T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 4A6

Off-Admin Supp-Admin 

Coord-NE ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school graduation 

and ten (10) years progressively responsible administrative experience in business, medical, scientific, or health care environment, with two (2) years supervisory experience preferred.May consider higher education completed in lieu of 

minimum requirements.Bachelor's degree in Business Administration, Healthcare Administration, or directly related field preferred. Job DutiesCoordinates and supervises major or very complex projects, activities and special functions, 

including establishing, reviewing, and revising policies and procedures; supervises clerical and administrative employees working on program, activity, or special function; interprets policies and procedures; ensures timely and efficient 

operations to accomplish objectivesSupervises/trains clerical and administrative employees. Provides input to their performance appraisals, and makes recommendations regarding personnel actions.Provides professional support on special 

projects, which may include tasks such as: collection, organization, and analysis of relevant data, preparation of time lines, and writing reports.Develops and delivers special presentations. Coordinates budget for activity, program, or project 

following appropriate accounting practices and procedures to ensure all work of activity or program is within budget; prepares and submits reports using spreadsheet and word processing software as required.Coordinates leader(s)' daily 

calendar and schedule; triages phone calls from colleagues, patients, visitors, and vendors. Makes travel arrangements; plans meeting itineraries, etc. for leaders, outside visitors, and official guests. Completes all activities related to travel 

reports (compilation and submission for departmental leaders; approval and follow-up for all University Hospital personnel and some physicians). Identifies operational problems and provides suggested solutions. Reviews departmental 

policies, manuals, organization charts, etc. periodically and provides input and suggestions to update and improve policies and procedures related to workflow and effectiveness. Performs other duties as assigned.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWorking knowledge of computer systems.Work requires extensive experience with spreadsheet, word processing, and graphic skills.Work requires excellent verbal, written communication and problem-

solving skills.Work requires ability to use common office equipment such as computer, copier, phone, fax, etc.Good general health and stress coping ability.Working ConditionsIntermittent walking, standing, bending, turning, and stooping. 

Possess near vision acuity to work at computer for long periods.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



ADVANCED PRACTICE NURSE 1026 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3A1 Adv Pract Provider-NP APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryTo promote, provide and maintain 

patient care in association with collaborating/ delegating physician(s) and in partnership with a multi-disciplinary healthcare team; consistent with Texas Board of Nursing authorization for clinical practice area and patient population. 

Experience and EducationEDUCATIONMaster's degree or higher in nursing, documentation of completion of accredited Advanced Practice Education Program. Graduate education and related Texas Board of Nursing authorization must be 

consistent with clinical practice area and patient population. LICENSURE/CERTIFICATIONLicensure as Advanced Practice Registered Nurse by Texas State Board of Nursing. Authorization for prescriptive authority by the Texas Board of Nursing. 

Must hold and maintain current applicable life support certification(s) based on UT Southwestern guidelines for Advanced Practice Providers. EXPERIENCERequired: Minimum of one year experience as an Advanced Practice Provider, two years 

of clinical experience as an Advanced Practice Provider strongly preferred. Requires Advanced Practice Provider experience within same or similar specialty as position applied for. Job DutiesConducts and documents comprehensive initial and 

ongoing physical examinations based on age and diagnosis, including psychological status.Synthesizes data and utilizes evidence to develop, implement, and evaluate the patient plan of care, including ordering and interpreting laboratory, 

radiology, and other diagnostic studies/results.Demonstrates proficiency in technical/procedural skills, as appropriate based on specialty and training.Provides relevant management, referrals, counseling, and education to patients, families and 

caregivers related to current care and preventive health measures. Facilitates/participates in quality related initiatives through planned group processes, workshops, seminars, and staff meetings, to improve clinical and system practice 

performance. Collaborates in research projects and protocols; and routinely applies evidence based best practices to patient care. Performs other duties as assigned.Knowledge, Skills & AbilitiesAccuracy and ability to exercise considerable 

judgment.Ability to maintain current customer service, clinical, and technical skills.Ability to identify opportunities and provide suggestions for improvements in departmental policy, procedures, and protocols.Proficient use of EMR in the 

delivery of careWorking ConditionsWork is performed primarily in a clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums 

require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit:

ADVANCED PRACTICE NURSE U1026 T26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3A1 Adv Pract Provider-NP APP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryTo promote, provide and maintain 

patient care in association with collaborating/ delegating physician(s) and in partnership with a multi-disciplinary healthcare team; consistent with Texas Board of Nursing authorization for clinical practice area and patient population. 

Experience and EducationEDUCATIONMaster's degree or higher in nursing, documentation of completion of accredited Advanced Practice Education Program. Graduate education and related Texas Board of Nursing authorization must be 

consistent with clinical practice area and patient population. LICENSURE/CERTIFICATIONLicensure as Advanced Practice Registered Nurse by Texas State Board of Nursing. Authorization for prescriptive authority by the Texas Board of Nursing. 

Must hold and maintain current applicable life support certification(s) based on UT Southwestern guidelines for Advanced Practice Providers.EXPERIENCEOne-year relevant clinical experience preferred. Job DutiesObtains and records complete 

medical history.Performs physical exams according to departmental protocols.Obtains and interprets laboratory tests according to departmental protocols.Assesses patient database and identifies biopsychosocial needs.Develops and 

implements patient management plans, following nursing processes and procedures identified in standing orders.Recognizes deviations from normal in-body systems and refers to appropriate medical/social resources.Initiates and manages 

preventative healthcare services.Provides relevant counseling and education to patients and significant others within role limitations.Facilitates teamwork through planned group processes, i.e. workshops, seminars, and staff meetings.Duties 

performed may include one or more of the following core functions:Directly interacting with or caring for patientsDirectly interacting with or caring for human-subjects research participantsRegularly maintaining, modifying, releasing or 

similarly affecting patient records (including patient financial records)Regularly modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesAccuracy and ability to 

exercise considerable judgment.Ability to maintain current customer service, clinical, and technical skills.Ability to identify opportunities and provide suggestions for improvements in departmental policy, procedures, and protocols.Proficient 

use of EMR in the delivery of careWorking ConditionsWork is performed primarily in a clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of 

stated minimums require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

ADVANCED PRACTICE NURSE - PRN 1026P 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 N 3A1 Adv Pract Provider-NP APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryTo promote, provide and maintain 

patient care in association with collaborating/ delegating physician(s) and in partnership with a multi-disciplinary healthcare team; consistent with Texas Board of Nursing authorization for clinical practice area and patient population. 

Experience and EducationEDUCATIONMaster's degree or higher in nursing, documentation of completion of accredited Advanced Practice Education Program. Graduate education and related Texas Board of Nursing authorization must be 

consistent with clinical practice area and patient population. LICENSURE/CERTIFICATIONLicensure as Advanced Practice Registered Nurse by Texas State Board of Nursing. Authorization for prescriptive authority by the Texas Board of Nursing. 

Current applicable American Heart Association Life Support certification(s) based on UT Southwestern policy for Advanced Practice Providers. EXPERIENCERequired: Minimum of one year experience as an Advanced Practice Provider, two years 

of clinical experience as an Advanced Practice Provider strongly preferred. Requires Advanced Practice Provider experience within same or similar specialty as position applied for. Job DutiesESSENTIAL FUNCTIONSConducts and documents 

comprehensive initial and ongoing physical examinations based on age and diagnosis, including psychological status.Synthesizes data and utilizes evidence to develop, implement, and evaluate the patient plan of care, including ordering and 

interpreting laboratory, radiology, and other diagnostic studies/results.Demonstrates proficiency in technical/procedural skills, as appropriate based on specialty and training.Provides relevant management, referrals, counseling, and education 

to patients, families and caregivers related to current care and preventive health measures. Facilitates/participates in quality related initiatives through planned group processes, workshops, seminars, and staff meetings, to improve clinical and 

system practice performance. Collaborates in research projects and protocols; and routinely applies evidence based best practices to patient care. Performs other duties as assigned.Knowledge, Skills, & AbilitiesAccuracy and ability to exercise 

considerable judgment.Ability to maintain current customer service, clinical, and technical skills.Ability to identify opportunities and provide suggestions for improvements in departmental policy, procedures, and protocols.Proficient use of 

EMR in the delivery of careWorking Conditions_______________________________________________________________________________________Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of Vice President for Human Resources Administration or his/her designee.To meet the needs of the team, this position requires the APP to work a minimum of one shift per calendar month, based on operational needs. Nights, 

weekends, or holidays may be required by department.Work is performed primarily in a clinical environment. The incumbent may be exposed to body fluids and infectious diseases.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

ADVANCED PRACTICE NURSE - PRN P1026 T26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 N 3A1 Adv Pract Provider-NP APP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryTo promote, provide and maintain 

patient care in association with collaborating/ delegating physician(s) and in partnership with a multi-disciplinary healthcare team; consistent with Texas Board of Nursing authorization for clinical practice area and patient population. 

Experience and EducationEDUCATIONMaster's degree or higher in nursing, documentation of completion of accredited Advanced Practice Education Program. Graduate education and related Texas Board of Nursing authorization must be 

consistent with clinical practice area and patient population. LICENSURE/CERTIFICATIONLicensure as Advanced Practice Registered Nurse by Texas State Board of Nursing. Authorization for prescriptive authority by the Texas Board of Nursing. 

Must hold and maintain current applicable life support certification(s) based on UT Southwestern guidelines for Advanced Practice Providers. EXPERIENCERequired: Minimum of one year experience as an Advanced Practice Provider, two years 

of clinical experience as an Advanced Practice Provider strongly preferred. Requires Advanced Practice Provider experience within same or similar specialty as position applied for. Job DutiesConducts and documents comprehensive initial and 

ongoing physical examinations based on age and diagnosis, including psychological status.Synthesizes data and utilizes evidence to develop, implement, and evaluate the patient plan of care, including ordering and interpreting laboratory, 

radiology, and other diagnostic studies/results.Demonstrates proficiency in technical/procedural skills, as appropriate based on specialty and training.Provides relevant management, referrals, counseling, and education to patients, families and 

caregivers related to current care and preventive health measures. Facilitates/participates in quality related initiatives through planned group processes, workshops, seminars, and staff meetings, to improve clinical and system practice 

performance. Collaborates in research projects and protocols; and routinely applies evidence based best practices to patient care. Performs other duties as assigned.Knowledge, Skills & AbilitiesAccuracy and ability to exercise considerable 

judgment.Ability to maintain current customer service, clinical, and technical skills.Ability to identify opportunities and provide suggestions for improvements in departmental policy, procedures, and protocols.Proficient use of EMR in the 

delivery of careWorking ConditionsWork is performed primarily in a clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums 

require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

ADVANCED PRACTICE NURSE PART TIME NON EX 1026PN Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 N 3A1 Adv Pract Provider-NP APP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

nursing or related field, documentation of completion of accredited Advanced Practice Education program, three (3) years general nursing experience, licensure as Registered Nurse by Board of Nurse Examiners for State of Texas, and a current 

Basic Life Support (BLS) certification course accredited by the American Heart Association (AHA) are required.      Job Duties  Obtains and records complete medical history.        Performs physical exams according to departmental protocols.        

Obtains and interprets laboratory tests according to departmental protocols.       Assesses patient database and identifies biopsychosocial needs.        Develops and implements patient management plans, following nursing processes and 

procedures identified in standing orders.       Recognizes deviations from normal in-body systems and refers to appropriate medical/social resources.       Initiates and manages preventative healthcare services.        Provides relevant counseling 

and education to patients and significant others within role limitations.       Facilitates teamwork through planned group processes, i.e. workshops, seminars, and staff meetings.       Duties performed may include one or more of the following 

core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including 

patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ADVANCED PRACTICE NURSE SR 1025 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3A1 Adv Pract Provider-NP APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision of 

physician and/or nurse practice supervisor to provide experienced advanced practice nursing care and treatment within area of board recognized specialization. Experience and EducationEDUCATIONMaster's degree or higher in nursing, 

documentation of completion of accredited Advanced Practice Education Program. Graduate education and related Texas Board of Nursing authorization must be consistent with clinical practice area and patient population. 

LICENSURE/CERTIFICATIONLicensure as Advanced Practice Registered Nurse by Texas State Board of Nursing. Authorization for prescriptive authority by the Texas Board of Nursing. Must hold and maintain current applicable life support 

certification(s) based on UT Southwestern guidelines for Advanced Practice Providers.EXPERIENCE5 years relevant clinical experience requiredJob DutiesObtains and records complete medical history.Performs physical exams according to 

departmental protocols.Obtains and interprets laboratory tests according to departmental protocols.Assesses patient database and identifies biopsychosocial needs.Develops and implements patient management plan based on nursing 

process and policies and procedures identified in standing orders.Recognizes deviations from normal in-body system and refers to appropriate medical/social resources.Initiates and manages preventative healthcare services.Provides relevant 

counseling and education to patients and significant others within role limitations. Assists in managing daily operation of clinical activities.Manages clinical operations in absence of Manager.Facilitates teamwork through planned group 

processes, i.e., workshops, seminars, and staff meetings.Participates in nursing consultation via telephone for patient questions and/or problems to ensure triage and/or appointments. Duties performed may include one or more of the 

following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to maintain 

current customer service, clinical, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures.Work requires good verbal and written 

communication skills.Work requires good interpersonal skills. Work requires frequent contact with physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate and 

provide optimal level of patient care.Work requires telephone contact with patients, referring physicians, and pharmaceutical representatives outside UT Southwestern, vendors, and third party payees.Work requires ability to stand for long 

periods of time.Work requires ability to lift, push, and/or pull up to 50 lbs.Work requires ability to read, write, and perform mathematical calculations.Work requires ability to determine work methods and approaches to work 

problems.Working ConditionsWork is performed primarily in clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require 

prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

ADVANCED PRACTICE NURSE SR 1025ER Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3A1 Adv Pract Provider-NP APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision of 

physician and/or nurse practice supervisor to provide experienced advanced practice nursing care and treatment within area of board recognized specialization. Experience and EducationEDUCATIONMaster's degree or higher in nursing, 

documentation of completion of accredited Advanced Practice Education Program. Graduate education and related Texas Board of Nursing authorization must be consistent with clinical practice area and patient population. 

LICENSURE/CERTIFICATIONLicensure as Advanced Practice Registered Nurse by Texas State Board of Nursing. Authorization for prescriptive authority by the Texas Board of Nursing. Must hold and maintain current applicable life support 

certification(s) based on UT Southwestern guidelines for Advanced Practice Providers.EXPERIENCE5 years relevant clinical experience requiredJob DutiesObtains and records complete medical history.Performs physical exams according to 

departmental protocols.Obtains and interprets laboratory tests according to departmental protocols.Assesses patient database and identifies biopsychosocial needs.Develops and implements patient management plan based on nursing 

process and policies and procedures identified in standing orders.Recognizes deviations from normal in-body system and refers to appropriate medical/social resources.Initiates and manages preventative healthcare services.Provides relevant 

counseling and education to patients and significant others within role limitations. Assists in managing daily operation of clinical activities.Manages clinical operations in absence of Manager.Facilitates teamwork through planned group 

processes, i.e., workshops, seminars, and staff meetings.Participates in nursing consultation via telephone for patient questions and/or problems to ensure triage and/or appointments. Duties performed may include one or more of the 

following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to maintain 

current customer service, clinical, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures.Work requires good verbal and written 

communication skills.Work requires good interpersonal skills. Work requires frequent contact with physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate and 

provide optimal level of patient care.Work requires telephone contact with patients, referring physicians, and pharmaceutical representatives outside UT Southwestern, vendors, and third party payees.Work requires ability to stand for long 

periods of time.Work requires ability to lift, push, and/or pull up to 50 lbs.Work requires ability to read, write, and perform mathematical calculations.Work requires ability to determine work methods and approaches to work 

problems.Working ConditionsWork is performed primarily in clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require 

prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

ADVANCED PRACTICE PROVIDER RESIDENT/FELLOW 1752 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 8F Research Fellowship APP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduate of an ARC-

PA accredited Physician Assistant Program and certification by the National Commission on Certification of Physician Assistants. Texas Physician Assistant LicenseORMaster's degree in nursing as a nurse practitioner from an accredited 

Advanced Practice Education Program.  Certification as a Nurse Practitioner.  Texas State RN license and APRN license with prescriptive authority authorization.  Maintains current Basic Life Support issued by the American Heart Association Job 

Duties  1.  Assists physician in diagnostic and therapeutic management of patients by performing specialty-specific medical or procedural activities.2.  Obtains complete medical historical data from patients and performs physical 

examination.3.  Organizes and presents historical and physical data in a concise and effective manner to devise an appropriate medical diagnosis or impression, complete with a relevant plan of care and related recommendations.4.  Executes 

such diagnostic and therapeutic procedures as assigned.5.  Provides follow-up and health management and maintenance care to patients in conjunction with the supervising physician.6.  Instructs and counsels patients as appropriate.7.  

Maintains complete and accurate records of contacts with patients whether in person or by telephone.8.  Attends all required didactic, educational and conferences as assigned.9.  Duties performed may include one or more of the following 

core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including 

patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

ADVANCED PRACTICE PROVIDER RESIDENT/FELLOW U1752 T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 8F Research Fellowship APP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an ARC-PA 

accredited Physician Assistant Program and certification by the National Commission on Certification of Physician Assistants. Texas Physician Assistant LicenseORMaster's degree in nursing as a nurse practitioner from an accredited Advanced 

Practice Education Program. Certification as a Nurse Practitioner. Texas State RN license and APRN license with prescriptive authority authorization. Maintains current Basic Life Support issued by the American Heart AssociationJob Duties1. 

Assists physician in diagnostic and therapeutic management of patients by performing specialty-specific medical or procedural activities.2. Obtains complete medical historical data from patients and performs physical examination.3. Organizes 

and presents historical and physical data in a concise and effective manner to devise an appropriate medical diagnosis or impression, complete with a relevant plan of care and related recommendations.4. Executes such diagnostic and 

therapeutic procedures as assigned.5. Provides follow-up and health management and maintenance care to patients in conjunction with the supervising physician.6. Instructs and counsels patients as appropriate.7. Maintains complete and 

accurate records of contacts with patients whether in person or by telephone.8. Attends all required didactic, educational and conferences as assigned.9. Duties performed may include one or more of the following core functions: (a) Directly 

interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or 

(d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIES Work requires proficiency in use of all medical and 

surgical instruments and equipment specific to job duties.Work requires extreme accuracy in all phases of work.Work requires ability to exercise considerable judgment in recording, interpreting, and evaluating medical histories and physical 

data of patients, recommending treatments and medications, counseling patients, and recognizing conditions of patients that require immediate attention of physician.Work requires frequent personal contact with patients to take medical 

histories, conduct physical examinations, and counsel.WORKING CONDITIONSWork is performed primarily in medical office or examination room, hospital setting or classroom.Any qualifications to be considered as equivalents in lieu of stated 

minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

ADVANCED PRACTICE RESEARCH NURSE 9713 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3A1 Adv Pract Provider-NP APP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree in 

nursing, documentation of completion of accredited Advanced Practice Education Program, and three (3) years general nursing experience, required.  Licensure and/or certification as Registered Nurse and an Advanced Practice Nurse by Board 

of Nurse Examiners for State of Texas, and a current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA), also required.  Previous clinical research experience highly desirable. Job Duties  1.Obtains 

and interprets laboratory tests according to departmental and research protocols.2.May perform physical exams according to departmental and research protocols.3.Develops and implements patient management plans, following nursing 

processes and procedures identified in standing orders and in keeping with research protocols.4.Recognizes deviations from normal in-body systems and refers to appropriate medical/social resources.5.Initiates and manages research-related 

healthcare services.6.Provides relevant counseling and education to patients and significant others within role limitations.7.Facilitates teamwork through planned group processes, i.e. workshops, seminars, and staff meetings.8.Duties 

performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subject research participants; (c) Regularly maintaining, modifying, 

releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ADVANCED PRACTICE SONOGRAPHER 1141 RA5 $63,794.00 $94,526.00 $125,258.00 $5,316.17 $7,877.17 $10,438.17 $245.36 $363.56 $481.76 $30.67 $45.45 $60.22 E 5G16 Clin Supp Svcs-ImgTechAssist ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Advanced Practice Sonographer (APS) 

functions as a physician extender, working under the delegated authority of supervising physicians. The successful candidate will focus on providing advanced clinical sonography services at Clements and Zale Lipshy University Hospitals, 

and/or associated outpatient/clinic imaging centers.Experience and EducationEducation/Experience:Associate's degree in biology, physiology, or other related field and six (6) years full-time clinical ultrasound experience including at least three 

(3) years performing advanced proceduresRegistration with American Registry of Diagnostic Medical Sonography (ARDMS), and advanced certification in Abdominal, Neurological, Vascular, Obstetrics and Gynecology, or other area of 

specialization as dictated by unit or standard of care.Extensive clinical experience in providing sonography services and demonstrated ability to mentor and support staff sonographersMust have a current Basic Life Support (BLS) Certification, 

course accredited by the American Heart Association (AHA) or American Red Cross (ARC)prior to hire and/or placement in job.Demonstrated proficiency with computer skills and software programs used for imaging viewing and interpretation, 

documentation and report generationMAINTENANCE OF QUALIFICATIONS:Maintain proficiency in at least three advanced ultrasound techniques (e.g., peripheral vascular; 3D ultrasound; CEUS; elastography; MSK; etc.)Attend all faculty-led 

ultrasound-specific lectures, journal clubs and staff meetingsAttend50% of ultrasound quality improvement and clinical journal club meetingsAttend other conferences as necessary to stay current with latest ultrasound practicesMaintain 10 

CME hours per year.Job DutiesPrimary duties include the following:Reviews ultrasound images with sonographers upon completion of their clinical examination for appropriateness, image quality, and protocol completion.Reviews patient 

clinical history, including signs and symptoms, to ensure complete patient history and aid in appropriate billing of examination.Reviews prior relevant reports and images including prior ultrasounds, CT's, or MRI's.Provides scanning assistance 

for technically challenging and/or complicated exams. Authorizes patient release or rescan patient to resolve diagnostic questions.Provide real-time quality assurance feedback, and coordinate department-level quality-improvement 

initiatives.Synthesizes sonography examination results and prepare draft report in the departmental dictation or reporting system.Assists with new sonographer onboarding and trainee education.Helps communicate new service line and 

protocol changes to ultrasound staff and/or providers.Participates directly in advanced techniques such as contrast-enhanced, 3D, and musculoskeletal ultrasound.Coordinates guided procedures and searches for relevant history and 

laboratory values.Facilitates clinical and translational research activities.Performs additional advanced sonography services or other tasks (e.g., peripheral intravenous line placement; contrast injection; endocavitary ultrasound; 3D ultrasound) 

delegated by the supervising physician, consistent with education, training, and facility protocols, policies, and procedures.Secondary duties include the following:Must be able to demonstrate patient-centered/patient-valued behaviors. 

Assumes responsibility for the safety of the patient while in the ultrasound department.Must be proficient in general ultrasound and/or vascular exams. Apply independent, professional, and ethical judgment, and critical thinking to ensure 

that appropriate anatomical, pathological, and clinical conditions are accurately captured in the examination images.Ensures the sonography examination order is complete, contains relevant clinical information, and meets the standard for 

"medical necessity". As necessary, acquires additional images to facilitate optimum diagnostic results for the interpreting physician.Must be virtually self-supervising. Must be able to read, interpret and report ultrasound examinations.Adheres 

to applicable professional and ethical standards. Ensures compliance with all applicable laws, regulations, policies and procedures.Provides patient services consistent with the Scope of Practice and Clinical Standards for the Diagnostic 

Sonographer. Excepts as authorized by written facility policies and procedures, refer specific diagnostic, treatment or prognosis questions to the appropriate physician or healthcare professional.Equipment use and maintenanceExercises 

responsibility to ensure that the ultrasound equipment is functioning accurately. Shows ability to troubleshoot quality control procedures to ensure that the ultrasound equipment operates at optimal levels to ensure patient safety and high 

image quality.Conducts sonography examinations in accordance with infectious disease, sterilization, and patient safety protocols, policies, and procedures.Provides education and training to sonographers in the utilization of new equipment 

features/benefits or scanning techniques.Directly oversees use/performance of advanced ultrasound techniques such as 3D ultrasound, contrast-enhanced ultrasound, elastography, peripheral vascular Doppler, and musculoskeletal 

ultrasound.Shows proficiency in post-processing of 3D data for volumetric and multiplanar assessment.Documentation and reportingDocuments any incidental findings that may impact patient safety or patient care and provide that 

information to the interpreting physician and/or ordering provider.Identifies and documents any limitations to the sonography examination.Exercises responsibility for the preparation, maintenance, and accuracy of reports, database records, 

and logs.Provides oversight of imaging quality within Picture Archiving and Communication System (PACS).Quality assessment/quality improvementOversees quality assurance, monitoring sonographer's scanning capabilities, accuracy, 

protocol completeness, and technique before findings are released for interpretation.Works with the supervising physician to ensure quality patient care.Functions as a technical or clinical leader/expert in sonography.Develops templates to 

use in reporting examination findings. Creates descriptive preliminary reports for review and finalization by radiologist.Accounts for the creation, oversight and implementation of scanning protocols and quality control activities that positively 



AMB RN RESIDENT 6034 Y P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 8D Doctoral Residents NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Nurse Residency Program is a 

planned, comprehensive program through which currently licensed RNs with less than 12 months (of nursing experience) can demonstrate the knowledge, skills, and attitudes that meet the standards of practice defined by the American 

Nurses Association and other specialty nursing organizations to deliver safe, quality care in a specific clinical setting. The Nurse Residency Program consists of a set of experiences and activities over a 12-month period to support organizational 

enculturation, practice based learning and professional development of the registered nurse.Experience and EducationCandidates are new nurse graduates with a minimum of a Bachelor's degree who have graduated from an ACEN or CCNE 

accredited/state approved program or Associate's degree (ADN) with current UTSW experience.Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, course accredited by the American Heart Association 

(AHA) or American Red Cross (ARC). Specialty areas may have increased certification/license requirements as dictated by unit or standard of care.Job DutiesPerforms and accurately documents physical, psychosocial, and emotional 

assessments. All assessments take into consideration age specific criteria (children, adolescents, adults and older adults).Actively anticipates patients and/or patient's family needs and expectations and utilizes these in conjunction with the 

assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit or clinic expectation.Identifies and implements appropriate 

nursing interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a 

collaborative fashion, sharing information and observations of the patient and/or patient's family in a manner that contributes to optimal patient care.Appropriately prioritizes nursing interventions based upon completed assessment. 

Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate.Evaluates implemented interventions and modifies care according to the evaluation. 

Documents interventions and modifications to the plan of care in an accurate and timely manner. Adheres to appropriate clinic, hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted standards 

of nursing practice while delivering nursing care to patients. Suggests practices to enhance Nursing care based on current literature and research. Provides appropriate and timely answers and/or education to patient's and/or patient's families. 

Completes accurate and timely documentation of all education provided. Obtains feedback/evaluation of understanding from patient/family, i.e., have we helped you? Patient/family verbalizes comfort with after discharge care. Demonstrates 

effective communication with children, adolescents, adults and older adults. Welcomes and orients patient/family to the clinic or unit. Encourages patient/family participation in care. Reviews plan of care with patient/family every shift. 

Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes frequent rounds on patients, communicates when will return; patient infrequently needs to use call light. Assumes accountability 

for all actions in the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error. Effective patient/family advocate. Responds to patients and/or patients family's complaints in an appropriate and effective 

manner. Reports complaints to the Clinical Nurse Manager or their designee in a timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work-related problems.Participates in performance 

improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions.Provides supervision of and direction to unlicensed support personnel and nurses new to the environment. 

Delegates duties appropriately and within legal parameters.Performs other duties as assigned.Knowledge, Skills & AbilitiesSelf-directed and able to organize and manage multiple tasks/projects simultaneously.Work requires high level of 

effective written, verbal and interpersonal communication skills.Work requires interdisciplinary collaboration between nursing, physicians and allied health professionals.Working ConditionsWork is performed primarily in a hospital/clinical 

setting.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

AMBULATORY ACCESS CENTER COORDINATOR 1847 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4B1 Office-AMB Access CTR CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate or equivalent and three years related experience required; or Bachelor's degree in related field preferred with one year related experience. Job Duties  1.Serve as a SME (subject matter expert) supporting all specialty clinics within the 

Ambulatory Services Division.   Provides either referral management or quality support as needed.2.Customer Service:

A.Provide support as a single point of contact for patients, physicians and employees to access multiple clinical services at UT Southwestern while maintaining a high level of customer service to all internal and external customers.

B.Provides exemplary customer service; treats patients and coworkers with courtesy and discretion. Greets and directs patients, salespeople, and visitors.

C.Communicates in an effective and professional manner with Physicians, Care Management, ancillary departments, nursing units, physicians' office staff, insurance companies, as well as patients and their families. Completes thorough and 

accurate documentation.

D.Adheres to all university policies, procedures, and standards, within budgetary specifications, including time management, supply management, productivity, and accuracy of practice.

E. Promotes individual professional growth and development by meeting requirements for mandatory/continuing education, skills competency, supports department-based goals which contribute to the success of the organization; serves as 

preceptor, mentor, and resource to less experienced staff.

F.Act as a liaison for the patients and the Health Center: 

a.Direct calls as needed. 

b.Use sound judgment in handling calls.

c.Understands when to escalate calls.3.Employee Training:

A.Assist with the development training material as needed.

B.Report progress and analyze new employee outcome.

C.Proactively identify training needs of employees and recommend appropriate coaching/refresher training to ensure successful employee performance.

D.Deliver and facilitate classroom training and individual training when necessary.

E.Monitor employees to ensure expected level of service is being delivered and to identify training needs.

F.Work with internal staff to develop effective strategy to ensure agent production is in compliance.4.Registration and Scheduling:

A.Completes detailed patient demographic and insurance information in electronic medical record (EMR) system, selecting appropriate insurance plans and payors.

B.Completes all required CMS forms following billing compliance standards and policies.

C.Schedules patient appointments utilizing demographic and registration best practice model and enters appointment date and time into computerized scheduler with a high rate of accuracy.5.Phones:  

A.Handle a minimum of 15 outbound calls per hour for referral/MyChart request.

B.Answers patient phone calls utilizing UT Southwestern PURE concepts.

C.Able to problem solve utilizing department protocols as necessary to meet patient's needs.

D.Documents and routes patient communications appropriately following EMR and documentation standards.

E.Answers telephone and either responds to inquiry, directs caller to appropriate personnel, or initiates a triage slip for response by medical personnel.6.Referral Management:

AMBULATORY ACCESS CENTER COORDINATOR SR 1850 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4B1A Office-AMB Access CTR Coord CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position provides high-level support 

and direction to the Access Center as well as staff and leadership from multiple ambulatory departments. The responsibilities include acting as a centralized resource for the specialty across all sites of practice to ensure standardized and 

consistent scheduling practices, protocols, and procedures for all scheduled clinic resources. Will be required to effectively recommend process improvements involving one or more functional areas outside of the department. Experience and 

EducationEDUCATIONHigh school diploma or equivalent and 4 years' related experience required. Bachelor's degree in related field with two (2) years related experience.Six (6) months experience as an Ambulatory Access Center Coordinator or 

equivalent job role experience required. Experience in scheduling for multidisciplinary Ambulatory practice setting. Knowledge of EPIC applications as well as thorough understanding of patient access processes required.Job DutiesIdentify 

process issues, determine root cause, coordinates with various clinical leaders, IR and executive leadership to resolve effectively.Conducts quality audits of documented departmental processes.Provide feedback to Access Center, departmental 

leadership and other stakeholders as appropriateInvestigates and responds to questions or requests for additional information in a timely and professional manner to ensure proper practices. Represents Access Center as the subject matter 

expert in departmental and stakeholder meetings, takes ownership of process review resulting from ad hoc reporting sources, performs work required to implement new initiatives related to processes.Manages critical workloads and/or 

department special projects as assigned. Investigates and responds to Quality Assurance inquiries, problems, questions or requests in timely and professional manner to ensure resolutionDisplays the values of collaboration, flexibility, patience, 

clarity and professionalism in all encounters.Effective follow-through and follow-up; takes accountability; solves problems and implements solutions; demonstrates technical proficiency. Acts with urgency to address issues and anticipates 

needs. Demonstrates ongoing competency skills including above level problem solving skills and decision-making abilities. Ability to communicate verbally with all levels of Associates and management and with physicians.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesHigh level computer keyboard skillsEffective oral and written communication skills Excellent internal and external customer service skillsAbility to work with confidential information on a daily 

basisEffective and efficient Problem SolvingAbility to multitaskUnderstand and follow established policies and proceduresStrong Analytical SkillsThe use of initiative, strong independent judgement, and resourcefulness are inherent in the 

jobAbility to be self-supervisingAbility to identify needs and develop policies and procedures for use within the department. Good general health and stress coping ability. Ability to speak and hear to allow discussions with patients, co-workers 

and publicWorking ConditionsWork is performed primarily in an office environment. May require light lifting (requires lifting 20 lbs., with frequent carrying of up to 20 lbs.) Possess near vision acuity for accurate reading of computer screensUT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

AMBULATORY ANALYST 2058 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 4A5 Off-Admin Supp-Other PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryServes as an entry-level analyst 

supporting the development of reports, dashboards, and other reporting resources for Ambulatory Leadership. Assists the Ambulatory Analytics team with entry-level data analysis for clinical performance improvement and operational 

decision-making. Collaborates with reporting partners to support department goals and objectives.Experience and EducationBachelor's degree in Business Administration, Computer Science, Public Health, Healthcare Administration, Healthcare 

Informatics, or other relevant field and three (3) years of data analysis experience in a healthcare setting including demonstrated proficiency in statistical and data visualization tools similar to, but not limited to, Microsoft Excel, Microsoft 

Power Bi, Tableau, or SQL. Experience with electronic medical record software such as Epic preferred; or,Master's degree in Business Administration, Computer Science, Public Health, Healthcare Administration, Healthcare Informatics, or other 

relevant field and one (1) years of data analysis experience in a healthcare setting including demonstrated proficiency in statistical and data visualization tools similar to, but not limited to, Microsoft Excel, Microsoft Power Bi, Tableau, or SQL. 

Experience with electronic medical record software such as Epic preferred.Job DutiesCollects, analyzes, and visualizes clinical and non-clinical data for Ambulatory projects and initiatives. Extracts and organizes information from a wide variety 

of sources including but not limited to: medical records, financial data, telecom systems, and workforce metrics.Works with team members on the creation of reports, dashboards, presentations, and other reporting resources for Ambulatory 

initiatives. Assists in the routine reporting activities, and ad-hoc data requests. Participates in multi-disciplinary workgroups and provides analytical and statistical support for clinic performance improvement initiatives. Effectively interprets, 

summarizes, and communicates insights to technical and non-technical audiences.Serves as a communication liaison between clinic leaders, workgroups, and other reporting partners. Builds and sustains successful relationships with clinic staff 

and leadership and meets with them regularly to support reporting needs.Identifies gaps, trends, and optimization opportunities in reporting resources. Inspects and validates new or updated reporting resources and performs quality control 

checks to ensure integrity and quality of data.Assists team members with timely responses to requests, obtaining clarifying information, and tracking deadlines. Produces comprehensive documentation on tasks and requests including project 

requirements, business rules, progress notes, proposed solutions, and amount of time spent on each task.Participates in clinical and technical professional development training and maintains required certifications and proficiencies. Performs 

other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong written and verbal communication skills.Work requires critical thinking skills and an innovative problem solver.Work requires outstanding interpersonal skills with a 

high degree of competence in building relationships with a variety of individuals.Work requires strong emotional intelligence, the ability to collaborate, and successfully manage conflict.Work requires ability to communicate technical 

information to a non-technical audience, clinical staff, administrative staff, and/or leadership.Work requires knowledge of healthcare data, outpatient workflows, and other processes related to Ambulatory.Work requires knowledge in data 

analysis software such as Microsoft Excel, Microsoft Power Bi, Microsoft SQL Server, and electronic health record software such as EPIC.Work requires ability to analyze/evaluate data and make appropriate decisions/recommendations.Work 

requires knowledge in project management, time management, and quality improvement.Work requires ability to work independently as well as in small or large teams.Working ConditionsWork is performed in an office environment, with the 

option to primarily work remotely (dependent on department policy and/or manager approval). Work may occasionally include mandatory in-person meetings, activities, and on-site visits to clinical or hospital environments. Walking, standing, 

bending, turning and stooping may be required. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

AMBULATORY ANALYST SENIOR 2057 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 4A5 Off-Admin Supp-Other PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides expertise in data analytics and 

reporting projects for Ambulatory leadership. Supports team members in collaboration with other reporting teams to provide data-driven insights for clinical operations and other Ambulatory initiatives. Supports the development of metrics, 

dashboards, and other reporting resources for operational improvement. Works on cross-functional teams to automate, analyze, and present data to clinical and/or executive audiences. Experience and EducationBachelor's degree in Business 

Administration, Computer Science, Public Health, Healthcare Administration, Healthcare Informatics, or other relevant field and five (5) years of data analysis experience in a healthcare setting including demonstrated proficiency in statistical 

and data visualization tools similar to, but not limited to, advanced Microsoft Excel, Microsoft Power Bi, Tableau, SQL Server, and/or R; experience with Epic and Lean Six Sigma principals preferred; or,Master's degree in Business 

Administration, Computer Science, Public Health, Healthcare Administration, Healthcare Informatics, or other relevant field and three (3) years of data analysis experience in a healthcare setting including demonstrated proficiency in statistical 

and data visualization tools similar to, but not limited to, advanced Microsoft Excel, Microsoft Power Bi, Tableau, SQL Server, and/or R; experience with Epic and Lean Six Sigma principals preferred.Job DutiesSupports the Ambulatory Analytics 

team in developing reports, dashboards, apps, automations, and other reporting tools to support Ambulatory initiatives.Assists in the collection, validation, and visualization of clinical and operational data. Responsible for routine reporting 

projects and ad-hoc requests for Ambulatory leadership. Runs data queries, handles ad-hoc requests, and completes routine reporting for manager-level and executive-level meetings.Collaborates in cross-functional workgroups to define scope, 

goals, and deliverables of reporting projects. Serves as a subject matter expert in multiple reporting subject areas and demonstrates a strong understanding of clinical workflows.Provides ongoing support to clinic leaders to strategize and 

develop initiatives for process improvement. Builds and sustains positive relationships with Ambulatory leadership, clinical personnel, and other collaborators. Assists with developing training materials, presentations, and demonstrations of 

reporting resources. Provides comprehensive data analysis, produces data-driven insights, and works with key stakeholders to develop action plans to meet organizational goals.Anticipates the needs of the customer by identifying gaps, 

variances, and potential improvements in reporting resources. Conducts research on best practices and benchmark information and provides meaningful and relevant ideas for driving operational excellence.Assists leadership and other 

reporting teams in designing and building new metrics and key performance indicators. Upholds data governance frameworks by documenting business requirements and seeking approvals for changes to existing data sources or business 

rules.Supports manager with onboarding and training of Ambulatory Analytics staff. Creates standard operating procedures, tip sheets, and other training materials for team members and end users.Participates in professional development 

training on technical, clinical, or leadership subject areas. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong written and verbal communication skills.Work requires outstanding interpersonal skills with a high 

degree of competence in building relationships with a variety of individuals.Work requires strong emotional intelligence, the ability to train others, and successfully manage conflict.Work requires ability to communicate technical information 

to non-technical audience, clinical staff, administrative staff, and leadership.Work requires knowledge of healthcare data, outpatient workflows, and use of an electronic health record such as Epic. Work requires knowledge in data analysis 

software such as Microsoft Excel, Microsoft Power Bi, Microsoft SQL Server, and EPIC.Work requires ability to analyze/evaluate data and make appropriate decisions/recommendations.Work requires knowledge in project management, time 

management, and quality improvement.Work requires ability to work independently with minimal supervision, as well as collaborate in teams.Working ConditionsWork is performed in an office environment, with the option to primarily work 

remotely (dependent on department policy and/or manager approval). Work may occasionally include mandatory in-person meetings, activities, and on-site visits to clinical or hospital environments. Walking, standing, bending, turning and 

stooping may be required. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

AMBULATORY CLINICAL PHARMACY TECHNICIAN U5619 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under supervision of Pharmacy 

Supervisor or Pharmacy Manager.Experience and EducationMinimum of one (1) year of experience in retail pharmacy or equivalent. High school diploma or equivalent required. Registration with Texas State Board of Pharmacy (TSBP) as a 

Registered Technician or Pharmacist Intern is required and national certification with Pharmacy Technician Certification Board (PTCB) preferred. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC) required by start date. Job DutiesAmbulatory Clinical Pharmacy Technician (ACT) responsibilities may include:Promote patient care, safety, and medication adherence through the processing and/or assistance of prior 

authorizations, refill authorizations, and patient assistance programsCompletes tasks in EMR as directedParticipate in teaching activities, including but not limited to, precept Pharmacy Technicians, Pharmacy Students, Pharmacists, and Nurses 

regarding refill authorizations, prior authorizations, and or patient assistance programsReport directly to the pharmacist on service in the clinic and/or to other pharmacists while workingResponds to calls and questions in an efficient, 

effective, and professional manner Serves as a pharmacy services representative in addition to valuable member of the healthcare team ACT will assume additional duties as required by the pharmacy director, manager, and/or supervisorPrior 

Authorization activities may include:Initiate and coordinate prior authorization requests in the electronic health record and/or external processing system (e.g. CoverMyMeds)Act as a liaison between the Clinical Department and members, 

providers, pharmacies, and internal departments and respond to inquiries regarding status of prior authorization requests Assist with internal and external reporting requests and summarize internal program statistics Maintain prior 

authorization management solution, including: Interpretation and application of prior authorization guideline revisions Configuration and quality assurance of clinical criteria, decision scenarios, and other elements Development and 

maintenance of notification templates in compliance with client plan language and other regulatory requirements Compare prescription claims data against requested parameters and summarize/present results or 

recommendationsPrescription Refill Authorization activities may include:Utilize authorized physician protocol to process prescription refill requests in a timely manner and documents into EMR systemConduct patient and pharmacy callbacks 

in a time efficient manner while maintaining proper phone etiquetteHandle intake of multiple phone lines using established scripts, protocols and service processesAccurately track and enter calls using appropriate documentation, reporting, 

and database applications.Assist with maintaining department databases and resource toolsPatient Assistance Program (PAP) activities may include:Coordinate administrative aspects of medication services pertaining to patient assistance 

programs (PAP)Provides support necessary to facilitate the application and acquisition of free or reduced cost medications Serves as a liaison between patients and clinic medical staff regarding eligibility, application procedures, submission of 

required documentation, and prescription of medications Maintains comprehensive data base in conjunction with clinic leadership Knowledge, Skills & AbilitiesWork requires good organizational skills.Basic computer skills, data entry, 

filing.English (speaking, reading, writing). Good general health and stress coping ability. Moderate physical effort: prolonged standing/walking, occasional lifting/carrying (up to 25 lbs), reaching, bending, crouching, etc. OSHA Category 

III.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

AMBULATORY FLOAT REGISTERED NURSE 6024 Y P26 $56,243.00 $88,107.00 $114,779.00 $4,686.92 $7,342.25 $9,564.92 $216.32 $338.87 $441.46 $27.04 $42.36 $55.18 N 3A4 Float Nurse-Level 1 NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of National 

League of Nursing (NLN) approved program, licensure as Registered Nurse by Board of Nurse Examiners for State of Texasrequired. Two (2) years of clinical nursing experience is preferred. Specialty areas may have increased experience 

requirements as dictated by clinic or standard of care. Current Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required.Job DutiesWorks in multiple 

clinic sites providing interim nurse staffing. Able to acclimate to different clinical settings with minimal supervision.Delivers nursing interventions to assigned patients that are consistent with stated medical plan of care utilizing the nursing 

process to assess, implement, and record patient's response in the medical record.Schedules patients' appointments, tests, and procedures via on-line computer system or telephone, and reinforces physician instructions in person and through 

telephone contact.Proficiency in electronic medical record documentation. Provides patient education and documents patient's response in medical record.Ensures appropriate patient consents and authorizations are obtained for research 

and/or medical treatment.Triages patient phone inquiries according to physician and/or departmental protocols and documents such actions in patients' medical records.Provides working supervision and delegates tasks to licensed vocational 

nurses, non-licensed medical staff, or office support personnel.Participates in the recommendation of policy and/or procedural changes according to nursing expertise.Prepares equipment and assists physicians during physical exams and 

medical procedures.Prepares and administers medications as prescribed by physician.Inspects equipment and facilities visually and physically to ensure patient safety and proper functioning of equipment. Maintains adequate stock of supplies 

as required for work area.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. Performs other duties as 

assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

AMBULATORY INFUSION REGISTERED NURSE 1121 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A3 Ambulatory Nurse NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under general 

supervision of physician, Advanced Practice Provider and/or nursing supervisor to provide nursing services in care and treatment of patients receiving infusions for complex diagnoses.Experience and EducationGraduate of an 

approved/accredited nursing program. Licensure as Registered Nurse by Board of Nurse Examiners for State of Texas required, and one (1) year of clinical nursing experience is preferred. Current Basic Life Support (BLS) certification through a 

course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required. Oncology Nursing Society: ONS/ONCC Chemotherapy Immunotherapy Certificate required within 30 days of employment. May require ACLS 

certification based on clinic assignment.Job DutiesDelivers nursing interventions to assigned patients that are consistent with stated medical plan of care or providers orders. Utilizing the nursing process assesses signs, symptoms and behavior 

of patients, implements needed interventions within scope of practice, and records assessment, interventions and the patients' response in the medical record. Prepares and administers medications as prescribed by providers.Administers 

biotherapy and chemotherapy products in the infusion area. Demonstrates knowledge of different vascular access devices and peripheral IV management. Maintains a safe and secure environment to meet patient needs. Completes billing of all 

nursing procedures including any infusion therapy. Provides patient education procedural instructions, general health information, and reinforces physician instructions in person and through telephone contact and documents patient's 

response in medical record.Ensures appropriate patient consents and authorizations are obtained for research and/or medical treatment.Triages patient phone or Mychart inquiries according to physician and/or departmental protocols and 

documents such actions in patients' electronic medical record (EMR). Precepts new staff to the clinic processes related to operations and clinical practice within the new staff member's scope of practice. Consistently assists all new staff in the 

clinic in order to assure their success. Proficiency in electronic medical record documentation. Works with the multidisciplinary care team to facilitate patient quality of care.Participates in evaluating nursing needs of patients; assesses 

problems affecting patients; recommends policy and/or procedural change s according to nursing expertise. Facilitates patient-physician communication and assists the patient through the treatment process. Recognizes when new patient 

education materials or techniques are required and assists leadership to provide those materials to the patients.Provides patient counseling based on specialized and/or advanced knowledge gained through education and experience. Attends 

multidisciplinary team meetings for disease processes updates. Participates in the recommendation of policy and/or procedural changes according to nursing expertise.Inspects equipment and facilities visually and physically to ensure patient 

safety and proper functioning of equipment.Maintains adequate stock of supplies as required for work area.Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; 

(b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, 

releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of considerable judgment in application of procedures, nursing assessment techniques, practices 

and policies to work problems, organization, and administration of clinical activities. Work requires knowledge, skills, and abilities specific to the needs of the clinical specialty.Work requires ability to maintain current customer service, clinical, 

and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures.Work requires ability to provide suggestions for change and assist with 

development and implementation of policies and procedures.Work requires input and assistance with budgetary monitoring and management.Work requires ability to complete most assignments with substantial independence.Work requires 

good verbal and written communication skills.Work requires proficiency in the use of computer technology. Work requires ability to read, write, and perform mathematical calculations.Work requires frequent contact with physicians, 

residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate necessary information to provide optimal level of patient care.Work requires telephone contact with patients, referring 

physicians, and pharmaceutical representatives outside of UT Southwestern, vendors, and third party payees.Work requires ability to stand for long periods of time.Work requires ability to lift, push, and/or pull up to 50 lbs.Working 

ConditionsWork is primarily performed in clinical environment. The incumbent may be exposed to body fluids and infectious diseases.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.



AMBULATORY LICENSED VOCATIONAL NURSE 1071 P18 $41,294.00 $55,230.00 $71,918.00 $3,441.17 $4,602.50 $5,993.17 $158.82 $212.42 $276.61 $19.85 $26.55 $34.58 N 5A Technicians-AMB Voc Nurse NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited Licensed Vocational Nurse program from approved school of nursing, licensure as LVN by Board of Nurse Examiners for State of Texas.One (1) year experience in clinical setting preferred. Current Basic Life Support (BLS) certification 

through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required.Job DutiesAdministers personal and therapeutic measures to patients as directed by physicians and/or nurses.Schedules patients' 

appointments, tests, and procedures via on line computer system or telephone, and reinforces physician instructions in person and through telephone contact. Obtains medical history from patients through structured interviews in accordance 

with departmental guidelines.Assists in care of patients by preparing exam rooms for patient care, facilitating use of diagnostic equipment, and assuring availability of needed patient information, such as reports of diagnostic exams and 

medical records.Prepares and administers medications as prescribed by the physician. May start and administer intravenous fluids and medications after successful completion of approved UT Southwestern IV course and skills verification with 

the exception of intravenous push medications.Collects information and data that can assist the physician or Registered Nurse in triaging patient phone calls following departmental protocols and documents actions in patients' electronic 

medical record.Takes, records, and reports patient vital signs using medical equipment; performs procedures of low complexity such as serial specimen samples, drawing blood from heparin lock, venipuncture, and specimen collection and 

handling.Documents patient care interventions and education in medical records; ensures appropriate patient consent forms and authoriza- tions are obtained for research and/or medical treatment.Inspects equipment and facilities visually 

and physically to ensure patient safety and proper functioning.Maintains adequate stock of supplies on carts and in patient exam rooms as required. Orders supplies and supplemental nursing material.Maintains current customer service, 

clinical, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures. Attends and participates in meetings related to clinical 

activities.Completes all necessary clinical documentation in a timely fashion.Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for 

human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

AMBULATORY LICENSED VOCATIONAL NURSE COORDINATOR 1154 Y P20 $46,971.00 $62,507.00 $79,644.00 $3,914.25 $5,208.92 $6,637.00 $180.66 $240.41 $306.32 $22.58 $30.05 $38.29 N 5A1 AMB Vocational Nurse Coord NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under general supervision of 

nurse supervisor/manager to provide clinical and operational support for, and working supervision of licensed vocational nurses and/or other staff in a patient care setting.Experience and EducationGraduate of an accredited Licensed 

Vocational Nurse program from approved school of nursing, licensure as LVN by Board of Nurse Examiners for State of Texas required. Five years of clinic experience required. Basic Life Support (BLS) certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC).Two years of experience as a Lead LNV preferred. Job DutiesAssists nursing supervisor/manager with oversight of daily work assignments and/or productivity of LVNs. May 

oversee work of other staff: CMOAs, surgical techs, etc.Working Supervision Given:Coordinates staff schedules to ensure support of clinic operations.Works closely with nursing manager/supervisor and HR regarding recruiting, hiring staff and 

disciplinary actions for clinic employeesAssists nursing manager/supervisor to ensure adequate training and supervision of LVN and/or other staff; gives timely feedback regarding issues with employee performanceOversees LVN and/or other 

staff development such as continuing education, orientation and cross training; gives input to nursing supervisor/manager regarding employee performance evaluations.Reviews/approves time off requests Addresses employee satisfaction 

data as appropriateOperations:Monitors clinic workflow and ensures adherence to policies and procedures; recommends and/or implements changes as necessary to maintain efficient clinic flow.Ensures integrity and availability of patient 

information by staff; maintains patient confidentiality in accordance with university and department policy.Functions as liaison with other departments, offices and divisions Inspects equipment and facilities visually and physically to ensure 

patient safety and proper functioning. Maintains adequate stock of supplies as required for work area.Performs LVN functions as necessary.May function as clinic safety officer, verifying each employee's knowledge of fire safety and the 

evacuation plan for the work area as directed.POCT designee to train and recertify users.Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients;, (b) Directly interacting with 

or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting 

human-subject research records.Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires good organizational skills.Work requires ability to care for and treat patients in accordance with established protocols, accepted 

nursing standards, and instructions from physicians and/or nurses.Work requires verbal and written communication skills.Work requires interpersonal skills.Work requires contact with physicians, residents, fellows, secretaries, and allied 

health personnel to coordinate information necessary to provide optimal level of patient care.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

AMBULATORY NURSE COORDINATOR 1110 Y P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A3 Ambulatory Nurse NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationLicensure as Registered 

Nurse by Board of Nurse Examiners for State of Texas and BLS certification by the American Heart Association (AHA) or American Red Cross (ARC) are required. Two (2) year of ambulatory clinical nursing experience is preferred. Strong 

communication skills and the ability to facilitate team based care.Job Duties1. Functions as team lead for a group of clinical staff (POD) assigned to specific patients to ensure efficient and effective patient care coordination of clinical 

procedures.2. Ensures all patient quality metrics are completed by staff during the clinic visit(s) per protocols by staff to meet ACO requirements.3. Assign clinical duties as needed to ensure effective workflows, patient care requirements are 

meet and clinical quality and safety measures are followed.4. Works with supervisor to ensure staff has been oriented and trained for duties assigned.5. Monitors patient registries for patients assigned to respective POD.6. Coordinate follow-

up and assign duties to clinical staff for patients in POD registries in order to close care gaps as defined by the ambulatory clinical quality program.7. Monitors patient telephone requests and MyChart in-baskets for POD to ensure timely 

response to patient communications. Coordinates team assignments to effectively and efficiently respond to patient messages.8. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring 

for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

AMBULATORY NURSE COORDINATOR U1110 Y P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A3 Ambulatory Nurse NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under general 

supervision of physician, mid-level provider and/or nursing supervisor to provide and coordinate the multidisciplinary clinical care of patients to meet ACO requirements. Experience and EducationLicensure as Registered Nurse by Board of 

Nurse Examiners for State of Texas and BLS certification by the American Heart Association (AHA) or American Red Cross (ARC) are required. Two (2) year of ambulatory clinical nursing experience is preferred. Strong communication skills and 

the ability to facilitate team based care.Job DutiesFunctions as team lead for a group of clinical staff (POD) assigned to specific patients to ensure efficient and effective patient care coordination of clinical procedures.Ensures all patient quality 

metrics are completed by staff during the clinic visit(s) per protocols by staff to meet ACO requirements.Assign clinical duties as needed to ensure effective workflows, patient care requirements are meet and clinical quality and safety measures 

are followed.Works with supervisor to ensure staff has been oriented and trained for duties assigned.Monitors patient registries for patients assigned to respective POD.Coordinate follow-up and assign duties to clinical staff for patients in POD 

registries in order to close care gaps as defined by the ambulatory clinical quality program. Monitors patient telephone requests and MyChart in-baskets for POD to ensure timely response to patient communications. Coordinates team 

assignments to effectively and efficiently respond to patient messages. Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for 

human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of considerable judgment in application of procedures, nursing assessment techniques, practices and policies to work problems, 

organization, and administration of clinical activities. Work requires knowledge, skills, and abilities specific to the needs of the clinical specialty.Work requires ability to maintain current customer service, clinical, and technical skills by 

attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures.Work requires ability to provide suggestions for change and assist with development and 

implementation of policies and procedures.Work requires input and assistance with budgetary monitoring and management.Work requires ability to complete most assignments with substantial independence.Work requires good verbal and 

written communication skills.Work requires proficiency in the use of computer technology. Work requires ability to read, write, and perform mathematical calculations.Work requires frequent contact with physicians, residents, fellows, allied 

health personnel, and other medical and/or non-medical office support personnel to coordinate necessary information to provide optimal level of patient care.Work requires telephone contact with patients, referring physicians, and 

pharmaceutical representatives outside of UT Southwestern, vendors, and third party payees.Work requires ability to stand for long periods of time.Work requires ability to lift, push, and/or pull up to 50 lbs.Working ConditionsWork is 

primarily performed in clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for 

Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

AMBULATORY PRN REGISTERED NURSE L1 6023 Y P26 $56,243.00 $88,107.00 $114,779.00 $4,686.92 $7,342.25 $9,564.92 $216.32 $338.87 $441.46 $27.04 $42.36 $55.18 N 3A4C PRN Nurse-Level 1 NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of NLN 

approved Nursing program, licensure as Registered Nurse by Board of Nurse Examiners for the State of Texasrequired. Two (2) years of clinical nursing experience is preferred. Specialty areas may have increased experience requirements as 

dictated by clinic or standard of care. Current Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC)is required.Job DutiesProvides general interim nurse staffing 

in a clinic area(s). Able to acclimate to different clinical settings with minimal supervision.Delivers nursing interventions to assigned patients that are consistent with stated medical plan of care utilizing the nursing process to assess, 

implement, and record patient's response in the medical record.Schedules patients' appointments, tests, and procedures via on-line computer system or telephone, and reinforces physician instructions in person & through telephone 

contact.Provides patient education and documents patient's response in medical record. Ensures appropriate patient consents and authorizations are obtained for research and/or medical treatment. Proficiency in electronic medical record 

documentation.Triages patient phone inquiries according to physician and/or departmental protocols and documents such actions in patients' medical records.Provides working supervision and delegates tasks to licensed vocational nurses, 

non-licensed medical staff, or office support personnel.Participates in the recommendation of policy and/or procedural changes according to nursing expertise.Prepares equipment and assists physicians during physical exams and medical 

procedures. Inspects equipment and facilities visually and physically to ensure patient safety and proper functioning of equipment.Prepares and administers medications as prescribed by physician.Maintains adequate stock of supplies as 

required for work area.Attends and participates in meetings related to clinical activities.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or 

caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting 

human-subjects research records. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

AMBULATORY PRN REGISTERED NURSE L2 6028 Y P26 $56,243.00 $88,107.00 $114,779.00 $4,686.92 $7,342.25 $9,564.92 $216.32 $338.87 $441.46 $27.04 $42.36 $55.18 N 3A4C PRN Nurse-Level 1 NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of NLN 

approved Nursing program, licensure as Registered Nurse by Board of Nurse Examiners for the State of Texas required. At least 3 years of full time varied nursing experience required. Active member of Rapid Response Team. Excellent IV skills 

including management of central lines and port access required. Successful completion of 2 day Chemo Course or ONS certified and successful completion of Infusion Orientation Program.Specialty areas may have increased experience 

requirements as dictated by clinic or standard of care. Current Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required. May require ACLS certification 

based on clinic assignment.Job Duties1. Provides specialized interim nurse staffing in a clinic area(s). Able to acclimate to different clinical settings with minimal supervision. Must have the skills/knowledge/certifications to move between 

various specialty clinics.2. Delivers nursing interventions to assigned patients that are consistent with stated medical plan of care utilizing the nursing process to assess, implement, and record patient's response in the medical record.3. 

Schedules patients' appointments, tests, and procedures via on-line computer system or telephone, and reinforces physician instructions in person and through telephone contact.4. Provides patient education and documents patient's 

response in medical record.5. Ensures appropriate patient consents and authorizations are obtained for research and/or medical treatment.6. Triages patient phone inquiries according to physician and/or departmental protocols and 

documents such actions in patient's medical records.7. Provides working supervision and delegates tasks to licensed vocational nurses, non-licensed medical staff, or office support personnel.8. Proficiency in electronic medical record 

documentation.9. Participates in the recommendation of policy and/or procedural changes according to nursing expertise.10. Prepares equipment and assists physicians during physical exams and medical procedures.11. Prepares and 

administers medications as prescribed by physician.12. Inspects equipment and facilities visually and physically to ensure patient safety and proper functioning of equipment.13. Maintains adequate stock of supplies as required for work 

area.14. Attends and participates in meetings related to clinical activities.15. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring 

for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

AMBULATORY REGISTERED NURSE 1057 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A3 Ambulatory Nurse NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

approved/accredited nursing program. Licensure asRegistered Nurse by Board of Nurse Examiners for State of Texas and one (1) year of clinical nursing experience is preferred. Specialty areas may have increased experience requirements as 

dicated by clinic or standard of care.Current Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required.Job Duties1. Delivers nursing interventions to 

assigned patients that are consistent with stated medical plan of care utilizing the nursing process to assess, implement, and record patients' response in the medical record.2. Schedules patients' appointments, tests, and procedures via on-

line computer system or telephone, and reinforces physician instructions in person and through telephone contact.3. Provides patient education and documents patient's response in medical record.4. Ensures appropriate patient consents and 

authorizations are obtained for research and/or medical treatment.5. Triages patient phone inquiries according to physician and/or departmental protocols and documents such actions in patients' medical records.6. Provides working 

supervision and delegates tasks to licensed vocational nurses, non-licensed medical staff, or office support personnel.7. Proficiency in electronic medical record documentation.8. Participates in the recommendation of policy and/or procedural 

changes according to nursing expertise.9. Prepares equipment and assists physicians during physical exams and medical procedures. Prepares and administers medications as prescribed by physician.10. Inspects equipment and facilities 

visually and physically to ensure patient safety and proper functioning of equipment. Maintains adequate stock of supplies as required for work area.11. Attends and participates in meetings related to clinical activities.12. Duties performed 

may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or 

similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

AMBULATORY REGISTERED NURSE FELLOW 6039 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 8D Doctoral Residents NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe RN Fellowship is for all nurses with 

more than 6 months of independent practice experience in a specialty (not including a residency) who are transitioning into practice in the UTSW Registered Nurse Fellowship.RN Fellows will receive an extensive orientation and training to the 

new specialty.  Experience and EducationCandidates are experienced nurses with more than six (6) months of independent practice experience in a specialty (not including a residency). Bachelor's degree from an approved/accredited nursing 

program either by a governmental authority, nursing board, or a licensing authority which has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1) preferred. Must be able to read, write and communicate in 

English.Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).  Job DutiesPerforms and accurately documents 

physical, psychosocial, and emotional assessments. All assessments take into consideration age specific criteria (children, adolescents, adults and older adults).Actively anticipates patients' and/or patient's family needs and expectations and 

utilizes these in conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per clinic or unit 

expectationIdentifies and implements appropriate nursing interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. 

Confers with all members of the health care team in a collaborative fashion, sharing information and observations of the patient and/or patient's family in a manner that contributes to optimal patient care.Appropriately prioritizes nursing 

interventions based upon completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate.Evaluates implemented interventions and 

modifies care according to the evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner.Adheres to appropriate clinic, hospital and/or Department of Nursing policies, procedures, clinical 

pathways and nationally accepted standards of nursing practice while delivering nursing care to patients. Suggests practices to enhance Nursing care based on current literature and research.Provides appropriate and timely answers and/or 

education to patients and/or patient's families. Completes accurate and timely documentation of all education provided. Obtains feedback/evaluation of understanding from patient/family, i.e., have we helped you? Patient/family verbalizes 

comfort with after discharge care. Demonstrates effective communication with children, adolescents, adults and older adults.Welcomes and orients patient/family to the clinic or unit. Encourages patient/family participation in care. Reviews 

plan of care with patient/family every shift. Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes frequent rounds on patients, communicates when will return; patient infrequently 

needs to use call light.Assumes accountability for all actions in the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error. Effective patient/family advocate. Responds to patients and/or patients family's 

complaints in an appropriate and effective manner. Reports complaints to the Clinical Nurse Manager or their designee in a timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work-related 

problems.Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions. Provides supervision of and direction to unlicensed support personnel 

and nurses new to the environment. Delegates duties appropriately and within legal parameters.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly 

interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesSelf-directed and able to organize and manage multiple tasks/projects simultaneously.Work requires high level of effective 

written, verbal and interpersonal communication skills.Work requires interdisciplinary collaboration between nursing, physicians and allied health professionals.Working ConditionsWork is performed primarily in a hospital/clinical setting.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

AMBULATORY REGISTERED NURSE INTAKE COORD 2326 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 E 3A3 Ambulatory Nurse NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationLicensure as Registered 

Nurse by Board of Nurse Examiners for State of Texas and CPR certification orBasic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC),  are required,Bachelors degree in 

Nursing (BSN) preferred.Three (3) or more years of ambulatory or hospital nursing experience required.Job DutiesThis position works under general supervision of physician, advanced practice provider and/or nursing supervisor to provide 

nursing services in care and treatment of patients. This position serves as the main liaison for the clinical specialty to coordinate quickly and efficiently multiple complex components using a developed working knowledge of institution 

processes and resources. This position works with varying areas of the institution to facilitate patient entrance into UT Southwestern, and troubleshoots to eliminate obstacles to receiving patient referrals from internal and external sources. 

This position will establish immediate relationships both internally and externally in the regional community, presenting a professional presence on behalf of the clinical specialty and is responsible for excellence in intake quality and service 

provided to referring providers, payors, internal institutional departments, and patients.1. Receives and provides immediate responses to inquiries and patient referrals. Establishes immediate relationship between referral sources and clinical 

providers. Determines appropriateness of referral for specific clinical specialty. Will require being available for intake calls after regular business hours.2. Assists in determining resources required to provide appropriate and indicated level of 

care and assures availability of indicated resources prior to acceptance of patient. Provides overview of services to be provided during hospitalization to patients, families, payers and referral sources.3. Acts as a liaison between the patient, 

their family and internal and/or external service providers. Develops and implements individualized plan, in conjunction with providers, for patients seeking treatment by facilitation of appointment scheduling, assisting with referral process, 

providing client education and linking clients with appropriate support services.4. Ensures pertinent current and past history and relevant records are obtained and uploaded into Epic and available for review by providers prior to patient being 

seen.5. Tracks data regarding intakes and referral sources. May participate in patient outreach and marketing efforts.6. Sees patients in clinic as needed and as back up support to ambulatory RNs.7. May initiate surgical case requests as needed 

to facilitate OR scheduling of patients.8. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research 

participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

AMBULATORY REGISTERED NURSE PART TIME NON EX 1057PN Y P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A3 Ambulatory Nurse NURS UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Licensure as 

Registered Nurse by Board of Nurse Examiners for State of Texas and CPR certification are required.  One (1) year of clinical nursing experience is preferred.  Specialty areas may have increased experience requirements as dictated by clinic or 

standard of care. Job Duties  1.  Delivers nursing interventions to assigned patients that are consistent with stated medical plan of care utilizing the nursing process to assess,  implement, and record patients' response in the medical record.2.  

Schedules patients' appointments, tests, and procedures via on-line computer system or telephone, and reinforces physician instructions in person and through telephone contact.3.  Provides patient education and documents patient's 

response in medical record.4.  Ensures appropriate patient consents and authorizations are obtained for research and/or medical treatment.5.  Triages patient phone inquiries according to physician and/or departmental protocols and 

documents such actions in patients' medical records.6.  Provides working supervision and delegates tasks to licensed vocational nurses, non-licensed medical staff, or office support personnel.7.  Proficiency in electronic medical record 

documentation.8.  Participates in the recommendation of policy and/or procedural changes according to nursing expertise.9.  Prepares equipment and assists physicians during physical exams and medical procedures.  Prepares and 

administers medications as prescribed by physician.10. Inspects equipment and facilities visually and physically to ensure patient safety and proper functioning of equipment.  Maintains adequate stock of supplies as required for work area.11. 

Attends and participates in meetings related to clinical activities.12. Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-

subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects 

research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

AMBULATORY TRAINING ANALYST 1935 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3D4A Prof Svcs-IR Prog/Trainer Sr CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Education, Human Resources, Public Administration or related field preferred and one (1) year of related work experience in field of assignment or two years advanced medical front office experience with expert 

knowledge of Epic Cadence, Prelude or Ambulatory EpicCare functionality.  High school diploma or equivalent and four years advanced medical front office experience with expert knowledge of Epic Cadence, Prelude or Ambulatory EpicCare 

applications. Epic Proficiency or Certification in one related Epic application or can be completed within 1 year of hire. Job Duties  1.Develop and implement training programs for Epic applications and other system applications.2.Develop and 

maintain a training schedule for new hires and refresher trainings for existing staff.3.Designs, creates and maintains all training materials.  Determine the type of curriculum delivery (instructor ¿led, e-learning, tip sheet, etc.). Develop and 

monitor evaluation and assessment tools for all online and instructor led training.4.Provides training for new and existing staff.5.Coordinates post-live training for updates, new hires, roll-outs and optimizations.6.Coordinate the Epic Super 

User program.7.Conducts testing and maintenance of the Epic training environments. Tests new Epic functionality and changes to ensure the integrity of the build using other Epic environments.8.Schedules and maintains the training rooms, 

workstations, printers, scanners and other equipment needed for classroom training.9.Stays abreast of changes/updates for assigned ambulatory Epic applications.10.Stays abreast of changes/updates for assigned ambulatory Epic 

applications.11.Assists employees in trouble shooting Epic application errors and provide resolution and/or escalation.12.Contributes Epic training information for organizational projects when requested.13.Assists in the development of new 

process and/or best practice workflows from new Epic functionality or system changes. Create workflow mapping.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.



AMBULATORY TRIAGE NURSE 6029 Y P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A3 Ambulatory Nurse NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationLicensure as Registered 

Nurse by Board of Nurse Examiners for State of Texas and CPR certification orBasic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) are required. Two (2) years of 

ambulatory clinical nursing experience or emergency room experience is preferred. Strong communication skills and the ability to facilitate team based care.Job Duties1. Utilizes strong listening skill to be able to interpret subtle indications of 

the patient's complaint so that they can form a thorough assessment of the patient's problem without the ability to visually observe or assess.2. Follows clinic specific protocols and/or professional judgment and assessment skills to identify 

the nature and urgency of patient needs to determine the appropriate disposition.3. Provides patient education and advice to improve continuity of care, avoid unnecessary visits to the emergency room and reduce risks from medical 

complications.4. Collects sufficient data related to the presenting problem and medical history and recognizes and mates symptom patterns to those in clinic protocols to be able to provide safe, timely disposition of health-related problems.5. 

Refills medications per clinic specific protocols.6. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research 

participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ANALYTICAL CHEMIST 4437 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3E8 Prof Research-Lab Science Jr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under minimal direction to 

provide analytical chemistry skills and support within a mass spectrometry laboratory, or research setting. Responsible for the engineering and technical operations of the organization, managing or performing scientific research. Conducts 

chemical and physical laboratory tests using instrumental techniques in making qualitative and quantitative analyses.Experience and EducationBachelor's degree in chemistry, chemical engineering, physics, or other engineering-focused majors 

with zero (0) to four (4) years year related experience. Job DutiesProvides analytical chemistry expertise in the performance of laboratory measurements, data collection, and analysis using chromatography and mass spectrometry. Selects and 

determines correct analytical methods in approach to research investigation and in design of investigational goals. Adapts or develops methods to meet research goals. Makes and records observations and measurements. Compiles and 

collates resulting experimental data. Sets up and operates HPLC, GC, and MS instruments and other equipment used for the extraction and preparation of samples. Trouble shoots, repairs, and adapts equipment. Researches options and makes 

recommendations for new equipment and supplies. Devising research methods, preparing technical specifications, and specifying laboratory test equipment and processes. Conducts research to develop or improve analytical techniques, 

methodology, procedures. Investigating application of instruments in analysis.Assembles and maintains equipment in accordance with specifications for analyzing data samples. Performs statistical and other analyses and prepares technical 

reports regarding methodology and results. May provide working supervision to technicians or research personnel of lower grade. Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires knowledge of chromatography 

and mass spectrometry which includes electronics, high pressure and high vacuum plumbing, IT, networks, and other aspects of the equipment. Work requires verbal, computer, and other technical skills. Work requires ability to skillfully 

operate manual hand and power tools. Work requires ability to multitask. Work requires wide range of physical activities.Working ConditionsWork is performed primarily in a research laboratory with frequent exposure to moving mechanical 

and electrical parts and regular exposure to noise and hazardous equipment or materials.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources 

Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ANALYTICAL CHEMIST SENIOR 4438 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3E8 Prof Research-Lab Science Jr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under minimal direction to 

provide analytical chemistry skills and support within a mass spectrometry laboratory, or research setting. Plans, schedules, and coordinates detailed phases of one or more parts of research projects, or entire research project. Responsible for 

the engineering and technical operations of the organization, managing or performing scientific research. Conducts chemical and physical laboratory tests using instrumental techniques in making qualitative and quantitative 

analyses.Experience and EducationBachelor's degree in chemistry, chemical engineering, physics, or other engineering-focused majors with four (4) years year related experience or Master's degree with two (2) years related experience. Job 

DutiesPlans, schedules, and coordinates detailed phases of one or more parts of research projects, or entire research project. Provides analytical chemistry expertise in the performance of laboratory measurements, data collection, and analysis 

using chromatography and mass spectrometry. Selects and determines correct analytical methods in approach to research investigation and in design of investigational goals. Adapts or develops methods to meet research goals. Supervises 

and assists in recording observations and measurements. Compiles and collates resulting experimental data. Assists in preparation of figures, tables, and descriptions of data and experiments for grant and manuscript submissions and for 

poster or oral presentations. Determines additional equipment required for research projects and ensures compatibility with existing equipment. Sets up and operates HPLC, GC, and MS instruments and other equipment used for the 

extraction and preparation of samples. Trouble shoots, repairs, and adapts equipment. Researches options and makes recommendations for new equipment and supplies. Conducts research to develop or improve analytical techniques, 

methodology, procedures. Investigating application of instruments in analysis.Assembles and maintains equipment in accordance with specifications for analyzing data samples. Performs statistical and other analyses and prepares technical 

reports regarding methodology and results. Will likely provide working supervision to technicians or research personnel of lower grade. Performs other duties as assigned. Knowledge, Skills, & AbilitiesWork requires proven knowledge and 

experience with chromatography and mass spectrometry for measurement of small molecules in complex biological matrices. This includes electronics, high pressure and high vacuum plumbing, IT, networks, and other aspects of the 

equipment. Work requires verbal, computer, and other technical skills. Work requires ability to skillfully operate manual hand and power tools. Work requires ability to multitask. Work requires wide range of physical activities. Working 

ConditionsWork is performed primarily in a research laboratory with frequent exposure to moving mechanical and electrical parts and regular exposure to noise and hazardous equipment or materials.Any qualifications to be considered as 

equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

ANATOMICAL EMBALMER 1629 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5E1

Medical Technician-

Embalmer ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationCompletion of two (2) 

years of college to include courses in biology, chemistry, or related subjects, graduation from accredited school of mortuary science, and licensure as Embalmer required. Two (2) years full-time experience in embalming practices 

preferred.Funeral director license and funeral director experience preferred.Job DutiesParticipates in embalming, storage, and disposal of cadavers used in anatomical teaching. Participates in preparation of prosected teaching materials and 

anatomical demonstration and preparation and storage of body specimens.Prepares packages for shipping of specimen(s) to outside institutions and prepares prosected teaching material for university courses.Clean dissecting tables and 

tanks, cadaver storage cooler and freezer, and mortuary equipment. Prepares cadavers and anatomical tissues for cremation in accordance with manner prescribed by State Anatomical Board.Meets and/or contacts next-of-kin to obtain 

additional information to complete first call sheet, death certificate or cremation forms, and report of death; answers any questions family may have.Picks-up and transports donors to Willed Body Program from hospitals, nursing homes, and 

private residences both within and outside metroplex when in on-call status. Makes on-the-spot decisions with respect to acceptance of deceased donors who do not have will form on file with Willed Body Program, ensuring that prescribed 

criteria have been met before accepting donated remains.Assists in maintenance of accurate records relating to receipt, issuance, and disposal of cadavers as required by State Anatomical Board; maintains accurate records for blood testing of 

all donors.Cremates cadavers from other institutions in area accordance with manner prescribed by State Anatomical Board. Assists faculty members in preparation for anatomy classes as requested and all other internal department courses 

held in gross laboratory.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ANATOMICAL EMBALMER ASSISTANT 1631 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5E1

Medical Technician-

Embalmer ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Completion of two 

(2) years of college to include courses in biology, chemistry, or related subjects, graduation from accredited school of mortuary science with one (1) year related work experience. Job Duties  Assists in embalming, dissection, storage, and 

disposal of cadavers used in teaching laboratories.       Cleans prep-room, tanks, and laboratory.        Picks up and transports donors to Willed Body Program from hospitals, nursing homes, medical examiner's offices, and residences; determines 

acceptance of deceased donors who are not enrolled in program.     Meets and/or contacts next-of-kin to obtain additional needed information to complete first call sheet, death certificate cremation forms, and the report of death; answers 

any questions family may have.     Assists in shipping of specimen(s) to outside institutions and preparation of prosected teaching material for university courses.       Performs other duties as assigned.          **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ANATOMY LABORATORY COORDINATOR 2053 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

ensure efficient operations of lab. Develops protocols and facilitates all services of the anatomy lab. Experience and EducationBachelor degree in Biology, Chemistry, or related scientific field, and two (2) years of experience in Mortuary Science 

and tissue procurement, orAssociates Degree in Mortuary Science and four (4) years tissue procurement and preservation related experience. May consider eight (8) years of experience in tissue procurement and preservation in lieu of 

education.Job DutiesCoordinates duties, schedules, activities, equipment usage and space for group of people ensuring efficient operation of laboratory. Oversight of laboratory and uses managerial skills according to departmental and 

university guidelines.Manages upkeep of the space and assures its compliance with laws and safety regulations.Develops and manages the operational budget in collaboration with the division administrator and coordinates the ordering of all 

supplies and safety equipment with the office of the Vice Chair for Research.Serves as a liaison with the UT Southwestern Willed Body Program to coordinate the appropriation of teaching material for our courses.Coordinates the proper 

treatment and preservation of all specimens and conserves and expands the collection of teaching materials in the anatomy laboratory.Coordinates appropriate removal of teaching materials and associated waste materials.Collaborates with 

leadership on laboratory operations and leads process improvement projects for anatomy laboratory.Oversees relationships with user groups (including students) and vendors.Manages assets and information on warranties, service contracts, 

operating manuals, licenses and permits; oversees maintenance of laboratory equipment in order to ensure compliance with all regulations and safety standards. Manages the laboratory Business Continuity Plan. Troubleshoots problems and 

designs training according to government regulations. Serves as the laboratory liaison to the Department/Center administration.Performs other duties as assigned.Knowledge, Skills & AbilitiesAdaptability to Change - Able to be flexible and 

supportive, react swiftly and able to positively and proactively assimilate change in rapid growth environment.Communication - Able to effectively communicate in a professional, diplomatic, empathetic, and tactful manner using preferred 

method and level as applicable to the job.Critical Thinking & Judgement - Able to make well-reasoned, sensible, and timely decisions based on careful, objective review and informed analysis of available information, considerations, and other 

factors.Multi-task - Able to expeditiously organize, coordinate, manage, prioritize, and perform multiple tasks simultaneously to swiftly assess a situation, determine a logical course of action, and apply the appropriate response.Problem 

Solving - Able to display proven skills in identifying issues, determining their cause, developing creative solutions, and following through with implementing resolutions.Relationship Management - Able to personally provide high level of 

interactive service to others, building relationships and addressing identified needs.Team Orientation & Interpersonal - Able to be a highly motivated team player with ability to develop and maintain collaborative relationships with all levels 

within and external to the organization.Able to work successfully in a multi-cultural environment and be respectful of the body donors.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, 

standing, bending, turning, and stooping are required. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

ANESTHESIA TECHNICIAN U5020 P17 $40,697.00 $52,093.00 $65,282.00 $3,391.42 $4,341.08 $5,440.17 $156.53 $200.36 $251.08 $19.57 $25.04 $31.39 N 5E2

Medical Technician-

Anesthesia ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma, 

current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), at least one (1) year of related hospital experience, and successful completion of internal skills assessment 

within one month orientation period. Anesthesia Technician Certification preferred. Job DutiesAssists during induction and sets up general anesthesia cases. Maintains and calibrates monitoring equipment. Follows standards of aseptic 

technique. Prepares and sets-up special equipment based on individual patient needs. Prepares for and assists with patient transport. Provides technical and support services.Assists with set-up and placement of invasive monitoring lines and 

dressing application-IV, arterial, central line, PA catheter. Washes hands, dons gloves. Sets-up transducer and validates expiration date. Gathers and organizes supplies. Flushes transducer line and checks pressure lines. Preps insertion site and 

assists with line placement. Secures site, applies dressing using sterile technique.Performs daily care and routine maintenance of anesthesia related equipment and reports all safety hazards. Inspects for damage and wear, pipelines supply of 

gases, cylinder gas pressures. Confirms nitrous oxide flow shuts off. Checks battery indicator, breathing circuit for leaks, insures working order of APL valve, scavenging system leaks and dust caps for cleanliness. Inspects vaporizer fluid levels, 

turns on ventilator and observes for free movement of bellows.Ensures proper operation of anesthesia monitoring equipment. Cleans machine daily with disinfectant solution and spot cleans as necessary. Inspects respirometer for cleanliness 

and lubrication. Calibrates oxygen sensor capsule, turns on suction, verifies location, cleaniness, and operation of intubation equipment on cart.Performs blood gas assessment by obtaining specimen. Enters identification number and 

password. Enters patient identification number and discards specimen in biohazard container. Distributes results to Operating Room and lab.Performs room decontamination procedures. Discards disposable items such as, circuit, ECG pads, 

pulse ox probes, oral airways, ET tubes, bite blocks, esophageal probes, nasogastric tubes, CO2 sample line. Wipes down cables and surfaces such as ECG, blood pressure, pulse ox, temperature, pressure, machine, cart. Replaces all disposable 

items, discards trash and replaces bags. Checks monitors, sets-up anesthesia cart for follow case and completes charges.Cleans and processes anesthesia equipment according to manufacturer's instructions. Orders and stocks essential 

anesthesia supplies. Organizes and prioritizes anesthesia tasks based on identified need. Monitors and stocks oxygen tanks.Serves as professional and technical subject matter expert and resource person. Demonstrates competency to operate 

anesthesia related equipment and supplies. Serves as preceptor to new staff and complete written clinical performance evaluation form in timely manner. Follows established departmental policies and procedures and participates in 

departmental quality assessment and improvement activities. Performs anesthesia duties in manner that is cost effective without compromising quality patient care.Performs other related duties assigned or requested. **Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ANGIOGRAPHY TECHN LEAD U5473 RA4 $58,363.00 $89,038.00 $119,711.00 $4,863.58 $7,419.83 $9,975.92 $224.47 $342.45 $460.43 $28.06 $42.81 $57.55 N 3B6 Prof Technologist-Diagnostic ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Lead Technologist serves as a 

liaison between the front line staff, leadership, and Interventional Radiology Faculty. Collaborates, problem solves, coordinates, and relays essential information.Maintains excellent interpersonal skills and effective communication to assist in 

team building.Must have a strong working knowledge of the department and department resources.MINIMUM QUALIFICATIONSAssociates degree or equivalent hospital based certification and one (1) year experience working as a Technologist 

required. Prior Experience as Lead Technician is required. **Certification in ARRT, TDH or Basic Life Support (BLS) certification. Course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required depending on unit 

or department.ESSENTIAL FUNCTIONSJob Duties: Demonstrates ability to produce timely and quality diagnostic images while proficiently operating appropriate equipment and following established protocols.Practices proper patient handling 

to ensure patient safety by using recommended lifting and moving techniques, aids, and restraints.Documents all information pertaining to patient's clinical history, physician order and procedure log book.Ensures correct and timely entry of 

procedures, supply charges, and exam completions.Assists Radiologists in performing special procedure examinations.Maintains imaging equipment in optimal order. Cleans, restocks and maintains exam rooms.Assembles and presents all 

exam documents and images for Radiologist.Participates in educational programs, inservices, and department meetings. Participates and assists with training and orientation of new employees and students.Demonstrates knowledge of 

department performance improvement initiatives and participates in identifying and resolving issues.Performs other duties as assigned.Lead Technologist's Duties:The Lead Technologist is considered the driver of the daily department 

workflow, which includes the prioritization of patients, exams, and the equipment usage. Team Lead performs work that is of the same kind and level as that done by the staff technology team members including performing routine and 

complex procedures in all areas of the modality. The majority of the team lead's work day should be devoted to providing patient care in the department.Duties of Lead Technologist:develops and maintains technologists' work and call 

schedules per department and organizational standards.acts as a Super User resource for instructing employees in daily tasks, job techniques, equipment and software (EMR, Radiant, etc.)distributes and balances workload among employees 

to assure timely accomplishment of work:Add-on Cases, emergent patients, escalationsLunch RotationsFacilitating Departmental and Radiology Questions mentors, coaches, and provides input and feedback that emulate PACT/AIDET 

standardscollaborates with Quality and Imaging Leadership to ensures hospital compliance i.e. Joint Commission and/or American College of Radiology (ACR) compliance to include:Hospital and departmental standards for safety, infection 

control, and equipment performance.collaborates with Operations leadership to coordinate annual Physics testing and preventative maintenance (PM).Reports concerns including equipment down, semi-working, waiting on parts, etc. issues to 

Supervisor, Manager, and Directortrouble shoots Imaging equipment and PACS issues.Reports issues to leadership team (Supervisor, Manager, and Director as applicable) Facilitates corrections, repairs, and communicate to leadership 

inventories, orders, receives, reconciles, and maintains department supply levels to ensure appropriate budgetary guidelines are met.if delegated by the operations manager, reconciles daily exam and procedure charges in accordance to 

departmental policy.assures/reviews performance and documentation of daily, monthly, quarterly Quality Assurance/Quality Control (QA/QC) testing and regulatory compliance for imaging equipment weekly communication to staff as needed 

to review pertinent dissemination of information presented by Angiography. provides feedback and trouble shoots staff scheduling to Supervisor and Operations Manager.selects correct exam parameters, ensuring patient safety, in accordance 

with Radiology indications per modality. maintains or assists Angiography manager as applicable with QC audits as needed. works with designated trainers/ preceptor in assisting leadership with 90 & 180 input and evaluation of new hire 

competencies/reviews related to technologist's proficiencies as outlined below. This may also include sign off of staff competencies following initial training for new employees:By exam/exam parametersBy specific equipment Serves as back-up 

for preceptor as needed **Other Duties: Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to independently transport stretchers and hospital beds throughout hospitalWork requires ability to 

independently transport supplies, linen and equipment as directedWork requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow 

constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Routine walking, 

climbing, liftingAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby 

subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

ANIMAL CARE ATTENDANT 4458 09 $27,300.00 $34,100.00 $40,900.00 $2,275.00 $2,841.67 $3,408.33 $105.00 $131.16 $157.31 $13.13 $16.39 $19.66 N 5H10

Aux Supp Services-An Care 

Att RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED strongly preferred; no experience required. Job DutiesOperate cage washing and processing equipment and perform appropriate start-up and shut-down procedures. Throughly clean and monitor equipment throughout the day and 

report equipment failures to the supervisor. Maintain high quality sanitization. Recognize the facility's equipment needs and rapidly processes appropriate equipment. Maintain cage wash logs and steam strip logs.Operates autoclave 

equipment. Cleans and maintains autoclaves equipment. Reports equipment failures and maintains log books. Evaluates and prepares extra equipment and delivers sterile equipment to appropriate storage rooms.Comply with and wear 

required personal protective equipment.Cleans and maintains multiple support areas (storage rooms, restrooms, breakrooms, procedure labs) as well as main hallways. Utilizes appropriate techniques and chemicals to ensure sanitization of all 

surfaces. Accurately requests, sorts, organizes routine supplies to meet area needs. Provides supply requests in a timely manner.Correctly applies appropriate techniques and chemicals to maintain facility floors. Routinely sweeps and mops. 

Utilizes floor machines to effectively remove buildup of wax and debris. Follows appropriate safety procedures.Process animal caging through the cage wash equipment. Add appropriate bedding and enrichment to animal caging. Examine 

equipment for cracks or malfunctioned parts, reject unclean or broken equipment.Maintain requried attendance level and adherence to set work schedule in accordance with required staffing levels in order to ensure that assigned duties are 

completed. Ability to work weekends as assigned.Perform housekeeping duties and laundry. Keep machines cleaned and well-maintained.Follow appropriate safety procedures.Perform other duties as assigned. **Other Duties: Performs other 

duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ANIMAL CARE ATTENDANT SR 9907 10 $28,600.00 $35,800.00 $43,000.00 $2,383.33 $2,983.33 $3,583.33 $110.00 $137.69 $165.38 $13.75 $17.21 $20.67 N 5H10

Aux Supp Services-An Care 

Att RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School graduation 

or GED strongly preferred. Six (6) months experience with maintenance and use of industrial machinery required. Job DutiesConducts training activities in cagewash areas. Coordinates and/or performs preventative maintenance on all 

cagewash machinery, equipment and materials. Makes repairs as necessary, maintain organization and up-keep of physical environment in areas of responsibility.Coordinates record maintenance. Generates and submits internal reports in 

required formats and timeframes, including autoclave cycles, tunnel and rack washer operations and sanitation. Reports to management on operations-related issues.Conducts routine inspection of cagewash facilities, equipment and materials 

to determine degree to which established levels of materials are available, sanitation levels are being met/exceeded, and animal facilty support is adequate.Participate in providing on-the-job training and mentorship of Animal Care Attendants 

and Animal Care Trainees. Participate in implementation and compliance of site-specific standard operating procedures (SOPs).Maintain required attendance level and adherence to work schedule in accordance with required staffing levels in 

order to ensure that assigned duties are completed. May provide direction and job assignments to several Animal Care Attendants. Ability to work weekends as assigned.Oversees consistent practice of general safety policies and procedures 

and MSDS guidelines.Performs all duties of an Animal Care Attendant.Comply with and wear required personal protective equipment.Perform other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ANIMAL CARE COORDINATOR 4469 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3E4 Prof Research-ARC Trainer RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and three years related experience.  AALAS Certification at LATG level required.     Job Duties  Coordinates breeding, generation, and genotyping of departmental research animals.  Maintains computer databases of all departmental 

animals and enters data as accumulated.      Works with faculty and staff to plan and design experiments for use of animals by ensuring consistency and genetic backgrounds of research animals.      Provides education and training to all 

departmental scientific staff in proper care and use of animals in research. Maintains proper procedures for animal survival surgery, behavioral analysis, etc.     Serves as liaison with animal husbandry staff to coordinate husbandry with 

experimentation.   Ensures optimal performance of departmental investigators with animal care personnel.      Ensures faculty and staff are informed of and adhere to Institutional Animal Care and Use Committee (IACUC) protocols.       

Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ANIMAL TECHNICIAN 4454 11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 5H5

Aux Supp Services-Animal 

Tech RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School Diploma 

or GED equivalent. Previous experience in animal caretaking preferred.     Job Duties  Review, comprehend and comply with all SOP's and quality assurance standards pertaining to specific area.       Monitor daily animal health and welfare while 

performing daily animal health observations, animal husbandry duties to maintain quality and health of research animals, to include: perform daily bottle/cage checks; provide appropriate food and water; perform cage changing and/or cage 

cleaning as required; record animal health concerns per SOP and/or specified protocols.   Assist with restraint, handling and manipulation of various animal species as assigned by the on-site Supervisor.       Receive, identify and house selected 

animal species; maintain related records. Receive, inspect and pack/unpack animals for transport; ensure and provide for sentinel animals in each rodent housing area. Maintain rodent sentinels as described in the rodent sentinel SOPs for 

housing and daily care.    Operate equipment and use supplies according to safety guidelines. Sanitize facilities, animal housing units and ancillary animal care equipment.      May perform minor medical treatments of animals as directed by the 

veterinary staff.       Perform general housekeeping and adhere to safety procedures. Comply with and wear required personal protective equipment.       Observe and report problems involving animal care equipment and environmental 

support system.       Maintain accurate departmental animal housing or support area record keeping.       Perform tasks of animal care attendants as needed.        Maintain required attendance level and adherence to work schedule in 

accordance with required staffing levels in order to ensure that assigned duties are completed. Performs other duties as assigned.       **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

ANIMAL TECHNICIAN SR 4453 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 5H5

Aux Supp Services-Animal 

Tech RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation, vocational school, or GED equivalent, and six (6) months experience as Animal Technician, or two (2) years of experience as animal technician or its equivalent in facility comparable to Animal Resources Center.   Job Duties  Provides 

animal husbandry in quarantine, isolation, biohazard, or barrier-sustained areas.       Receives, identifies, and houses selected animal species; maintains related records.  Assist with restraint, handling and manipulation of various animal species 

as assigned by the on-site Supervisor.   Receive, inspect and put away incoming animals; ensure and provide for sentinel animals in each rodent housing area.   Prepares special diets in accordance with principal investigators' protocols, and 

ensures special diets are provided to correct animals.      Participate in providing on-the-job training and mentorship of lower level personnel.       Administers commonly used and easily administered treatments or medications as directed by 

veterinary staff.       Maintains computer databases.  Assists in specialized monitoring and surveillance programs.  Review, comprehend and comply with all SOP's and quality assurance standards pertaining to specific area.  Maintain accurate 

departmental animal housing or support area record keeping. Assist in specialized monitoring and surveillance programs.   Monitor daily animal health and welfare while performing daily animal health observations, animal husbandry duties to 

maintain quality and health of research animals, to include: perform daily bottle/cage checks; provide appropriate food and water; perform cage changing and/or cage cleaning as required; record animal health concerns per SOP and/or 

specified protocols. Orders, receives, and distributes feed, bedding and general supplies; maintains related records. Complies with and wears required personal protective equipment. Operate equipment and use supplies according to safety 

guidelines.       Perform general housekeeping and adhere to safety procedures. Sanitizes facilities, animal housing units, and ancillary animal care equipment.  Observes and reports problems involving animal care equipment and environmental 

support systems.     Maintain required attendance level and adherence to work schedule in accordance with required staffing levels in order to ensure that assigned duties are completed.  May provide working supervision to one or several 

Animal Technicians. Perform tasks of Animal Care Attendant and Animal Technician as needed.   May assist in maintenance of breeding programs. Perform other duties as assigned.         **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



ANIMAL TRANSPORT SPECIALIST 4463 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5H5

Aux Supp Services-Animal 

Tech RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School Diploma or 

GED and either six months direct animal transport experience; one year experience in logistics coordination, transportation industry; or two years experience in animal resources similar to Chief Animal Technician within UT Southwestern 

Animal Resources Center. LAT certification preferred. Must have and maintain a valid Texas Driver's license.Job DutiesWorks under limited supervision to provide coordination in all aspects of animal allocation and transportation for UT 

Southwestern Animal Resource Center. Transports animals between UTSW facilities. Maintains appropriate records as required by regulatory agencies. Receives and allocates all animals from approved vendor sources to campus-wide 

investigator protocols, using specialized software program.Identifies animals according to regulatory requirements by generating cage cards and/or individual identification of animals by tattoo, ear tag or other physical means.Interacts 

verbally, in written form, personally, and via e-mail with UT Southwestern investigators, investigators from other domestic and international institutions, UT Southwestern Animal Resources Center veterinary staff, animal care staff, and 

commercial transportation carriers.Collects, organizes and maintains all federal and state regulatory records, maintains files of animal vendor correspondence and invoices.Prepares and submits for approval UT Southwestern purchase orders, 

and invoices in UT Southwestern accounting software.Prepares and submits documents required by interstate, federal and international transportation regulations.Generates animal receiving and distribution reports to all UT Southwestern 

animal facilities using specialized software program.Processes and approves transport and reassignment requests from animal researchers in specialized software program and coordinates the animal movement with facility supervisor staff 

and investigator staff. Use specialized software to generate cage cards to identify animals and accrue the appropriate per diem for the cage.Transports animals betweenAnimal Resource Center facilities.Maintain required attendance level and 

adherence to set work schedule in accordance with required staffing levels in order to ensure that assigned duties are completed. Ability to work weekends as assigned.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires excellent interpersonal and communication skills.Work requires working knowledge of Microsoft Word and Excel software programs.Work requires familiarity with domestic and international animal transport regulations.Work 

requires ability to lift/move equipment up to 50lbs.Work requires ability to prioritize and perform multiple tasks according to pre-determined deadlines.Working ConditionsWork is performed primarily in a general office area.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

APPLICATION ANALYST I 9382 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors degree in 

business administration, computer science or other field with HIT certification. Previous exposure to healthcare and/or electronic records is desired but not required.    Job Duties  Provide workflow assistance, trouble-shooting and support for 

mission critical HSIR systems with assistance.       Provide on-call after-hours support.        Develop and maintain competency on pertinent applications and technologies within a specified timeframe.       Participate in system maintenance by 

utilizing analytical skills for issue resolution, enhancement development, project participation and version upgrades with oversight.      Follow change management procedure for any system changes.        Assist in testing of new applications 

and changes to existing applications ensuring integrity and quality of data while providing and/or assisting in training of system users.      Assist in developing appropriate process/policy documentation.        Manage multiple tasks/work on 

multiple projects simultaneously with guidance.       Perform other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

APPLICATION ANALYST II 9383 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3D4A Prof Svcs-IR Prog/Trainer Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors degree in 

business administration, computer science or other field with HIT certification. Minimum one (1) year progressive experience building and maintenance of an Electronic Health Record. Epic certification required. Completion of basic project 

management and business analysis training as determined and approved by management. Job Duties  Utilize critical thinking skills to troubleshoot and support mission critical systems.Provide independent on-call after hours 

support.Demonstrate strong competency of pertinent application and technologiesLead small projects/initiatives with minimal support.Develop/lead testing of new applications or changes to existing applications based on strong knowledge of 

system integration and dependencies.Follow change management process.Assist other team/teammates in the analysis and resolution of system issues.Provide thorough documentation of system build/maintenance/process mapping.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

APPLICATION ANALYST III 9385 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3D4B Prof Svcs-IR Prog/Bus Anlys Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business administration, computer science or other field with HIT certification. Minimum two (2) 

years progressive experience building and maintenance of an Electronic Health Record. Epic certification required. 

Completion of basic project management and business analysis training as determined and approved by management. Job Duties  1.Utilize critical thinking skills to assist others and lead trouble shooting and support of mission critical 

systems.2.Perform as the Subject Matter Expert for assigned application as well as utilizing strong system architectural understanding to analyze and resolve complex multi-system issues.3.Lead projects utilizing project management concepts 

and ensuring project due dates/tasks and milestones are completed on time.4.Utilize strong system and process knowledge to work with customers to develop/hone workflows and system build to support and enhance customer satisfaction 

while supporting organizational objectives and goals.5.Mentor and support the growth of teammates by developing and sharing educational documentation/tasks.6.Represent HSIR and facilitate customer meetings.  **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ARC IMPORT EXPORT COORDINATOR 4462 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5H9

Aux Supp Services-An Care 

Lead RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent and four (4) years' experience working with animals in a clinical or research setting or two (2) years' experience working at the level of a Vet Tech.Associates degree in Laboratory Animal science, Veterinary Technology or a related 

field and two (2) years' experience working with animals in a clinical or research setting or one (1) year experience working at the level of a Vet Tech.Must possess and maintain a valid Texas Driver's License.Certified by the American Association 

of Laboratory Animal Science (AALAS) is preferred. Job DutiesPlan, coordinates and verifies domestic and international shipments of animal or biological agents.Performs tasks required of a university-approved driver to transport all species of 

animals between UTSW buildings.Provides logistical support for transport of animals in the DFW area.Manages supplies for all the various facilities needed for animal transports.Prepares and submits appropriate health certificates for 

international and domestic shipments and works with USDA-APHIS as needed.Manages PO's and invoices for the couriers used for animal transports.Works closely with Contracts Management to ensure MTA or appropriate paperwork is 

completed timely and accurately.Works with Investigative staff from UTSW and other institutions for international and domestic animal transportsCollects requested samples from animals for supplementary health surveillance to provide to 

the receiving institution.Perform other duties as assigned. Knowledge, Skills & AbilitiesWork requires good working knowledge of various types of equipment used in animal transport or basic veterinary processes.Work requires accuracy in 

preparing materials, recording data, and maintaining records of work performed.Work requires use of good judgment in application of policy, procedures, or practices to work problems.Work requires exposure to one or more disagreeable 

elements or hazardous materials, such as animal odors and contact with animals, which may harbor diseases.Work requires exposure to hazardous biological products.Working ConditionsWork is performed in office and laboratory area.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ARC TRAINER 4466 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3E4 Prof Research-ARC Trainer PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

assist with providing training for the ARC employees and research staff.Experience and EducationBachelor's degree in a related field and one (1) year experience in the animal care field/operations. Assistant Laboratory Animal Technician (ALAT) 

certification or higher preferred. Experience may be considered in lieu of education.Job DutiesAssists with training materials, handouts, and other training tools. Assists with departmental training sessions: group and one-on-one 

training.Assists with training new hires in various animal facilities for cage wash equipment operations, animal husbandry, and animal techniques.May assist with conducting approved, basic animal techniques with research staff.Organizes and 

inputs training documentation. Prepares, organizes, and cleans before and after training classes. Follows all ARC Standard Operational Procedures, IACUC Policies, the Guide, and PHS Policy for all training.Maintains working knowledge of 

federal laws, regulations, and procedures pertaining to the care and use of research animals, as well as theGuide for the Care and Use of Laboratory Animals.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires 

knowledge of personal computers, presentation software, and desktop software packages.Work requires good verbal and written communication skills.Work requires ability to deliver effective presentations and training seminars.Work 

requires ability to operate multimedia equipment.Work requires ability to maintain accurate written records.Work requires ability to read, write, speak, and conduct analysis.Work requires ability to conduct prolonged speaking, walking, and 

standing.Work requires carrying, pushing, or pulling up to 50 pounds.Working ConditionsWork is performed primarily in office area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

ARC TRAINER SENIOR 4465 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3E4 Prof Research-ARC Trainer PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to lead 

training and to design curriculum for ARC and research staff to ensure compliance of the animal program and animal welfare. Experience and EducationBachelor's degree in a related field and two (2) years with training in the animal care 

field/operations. Experience performing laboratory animal techniques preferred. Laboratory Animal Technologist (LAT) certification or higher preferred. Experience may be considered in lieu of education.Job DutiesDevelops and designs 

curriculum and a variety of training materials, videos, online modules, handouts, and other training tools. Leads training with research staff (group and one-on-one training), including animal handling, animal husbandry, anesthesia, aseptic 

technique, animal health, and IACUC policies, and department standard operating procedures.Leads training with ARC staff regarding animal husbandry, safety, and a variety of other topics.Leads and/or assists new hire schedule and training in 

various animal facilities for cage wash equipment and operations, animal husbandry, and animal techniques.Leads large group training meetings, brown bag lunches, and other learning development opportunities for ARC staff.May assist the 

Training Specialist and Training Manager on trainings and other projects.Identifies and assesses basic training needs and conducts remedial training with ARC and research staff, including non-compliant research staff.Completes, organizes, and 

inputs training records and acknowledgements. Ensures all training, guidance, and curriculum is in compliance with ARC Standard Operational Procedures, IACUC Policies, the Guide, AWA, NIH Guidelines, USDA, CDC, and PHS Policy.Stays 

knowledgeable with regulatory laws and guidelines in the lab animal field. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires experience with personal computers, presentation software, and desktop software 

packages.Works requires experience with animal techniques, including: anesthesia, aseptic technique, drug administration, collecting blood, recognition of normal and abnormal animal behavior, and appropriate handling of animals.Work 

requires good verbal and written communication skills.Work requires ability to deliver effective presentations and training seminars.Work requires ability to operate multimedia equipment.Work requires ability to maintain accurate written 

records.Work requires ability to read, write, speak, and conduct analysis.Work requires ability to conduct prolonged speaking, walking, and standing.Work requires carrying, pushing, or pulling up to 50 pounds.Working ConditionsWork is 

performed primarily in office area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, 

or veteran status.

ART CURATOR ASSISTANT 9213 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H33 Prof Services-Fine Arts Svcs PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Art, Art History, or related field strongly preferred.  Two (2) years related experience, required. Job Duties  The Art Curator Assistant assists with management of the University's art collections and exhibits, both temporary and 

permanent.1.Assists Art Curator with capital, renovation, and other projects by communicating with external and internal contacts to meet critical timelines, including financial, legal, engineering, architectural, and other specialties for 

installations and moves on and off campus. Coordinates with external and internal contacts for transportation and installation of art pieces.2.Documents art placement on installation design plans, and responds to inquiries from art handlers, 

contractors, and departmental contacts.3.Assists in researching and compiling content for art catalogues, brochures, and other marketing materials.  Obtains image reproduction permission from artists and galleries.  Proofs and edits text and 

photo credits, and coordinates with graphic designers and printers.4.Maintains records and catalogues acquisitions.  Organizes art prospect files, and tracks art locations.  Develops object checklists as needed.5.Prepares detailed bid documents 

for review by Art Curator, and obtains estimates.  Sets up new vendors, including execution of vendor contracts, and updates vendor documentation in accordance with UTSW policies.6.Creates, routes, and monitors purchase order requests.  

Ensures timely payment of vendor invoices.7.Creates, routes, and monitors service/maintenance requests.  Ensures collections are properly preserved, and coordinates repairs and conservation work, as needed.  Prepares care manuals for use 

by facilities management personnel and custodial staff.8.Assists with preparation of presentations for UTSW leadership, donors, committees, etc.9.Occasionally assists with moving and/or lifting small works of art.  **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ART HANDLER 9214 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H33 Prof Services-Fine Arts Svcs PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThe Art Handler assists with 

management of the University's art collection and its display, transport, insstallation, and storage.Experience and EducationBachelor's degree in Art, Art History, or related field strongly preferred. Three (3) years related experience required.Job 

DutiesAssist Art Curator with management of capital, renovation, and other projects by communicating with external and internal stakeholders to meet critical timelines, including engineering, architectural, shipping/receiving, and other 

specialties related to new acquisitions and installations on and off campus. Prepare for art installations by making site visits, advising on site conditions and potential issues, ensuring site is prepped as agreed with Project Management team 

and Contractor.Develop bid request documents and obtain bids for shipping and installation for new acquisitions for CIP and renovations projects.Schedule transportation, shipping, and installation of new acquisitions, including coordination 

with all stakeholders, both internal and external.Maintain art inventory records, ensuring new acquisitions and updated locations for existing works are captured in UTSW's database and in the art-specific database, EmbARK; develop object 

checklists, as needed.Organize and maintain art storage facility.Create and manage service requests.Coordinate and oversee Art Maintenance contractor, ensuring all deliverables are provided; coordinate budget and approvals for out-of-scope 

conservation/restoration work; extend contract and/or initiate new RFP, as appropriate.Oversee and direct art installations in CIP projects and clinical renovations.Plan, coordinate, and execute art moves from newly vacated spaces, including 

removal, transportation, and storage of artwork.Ensure pieces in collection are properly preserved and installed; coordinate repair/conservation work, as needed; prep care manuals - by building - for reference by Facilities Management 

personnel and custodial staff; develop and maintain contact list for art-related services.Assist with the installation of temporary exhibitions and implementation of other art programs on campus.Performs other duties as assigned.Knowledge, 

Skills, & AbilitiesWork requires knowledge of computers and office equipment; knowledge of EmbARK art inventory software a plusWork requires excellent organizational skills.Work requires ability to ensure adherence to all policies and 

procedures of university, such as Human Resources policies and guidelines, accounting regulations, and internal control policies.Work requires ability to coordinate and work independently.Work requires ability to communicate effectively with 

internal and external contacts, both verbally and in written communication.Work requires ability to work with confidential information on a daily basis.Work requires ability to lift up to 50 pounds, climb ladders, operate scissor lift.Work 

requires knowledge of industry-standards for packing, handling, and installing original artwork.Working ConditionsWork is performed primarily in general office/clinic area. Occasional visits to construction sites. Any qualifications to be 

considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, 

sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

ASSET OPERATIONS COORD 6472 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5H2A

Aux Supp Svcs-Materials 

Coord CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate's degree 

or 2 years of college-level coursework in related field and two (2) years' related experience preferably in asset operations.  Requires experience using ERP Systems, Microsoft Outlook, Excel, Word, and Internet.  Requires valid state driver's 

license, possession/maintenance of acceptable UT System driver rating. Job Duties  1.Coordinate functions of a team.2.Prepare daily employee assignments, and coordinate all activities of the assigned function.3.Train employees in the use of 

all equipment used in the operation.4.Assist with periodic asset and equipment inventory.5.Plan and organize relocation of Surplus property to the warehouse.6.Maintain monthly accounting of assets and equipment in the assigned 

areas.7.Prepare monthly asset reports for assigned functions.8.Assign control numbers to equipment, and properly store items in the Surplus Warehouse.9.Track status of equipment in custody, including data storage device 

sanitization.10.Update data for accurate transfer of equipment to Surplus warehouse and into the state higher education coordinating board's surplus property web site.11.Coordinate efficient sale and disposal of surplus property only 

through authorized channels.12.Communicate by official e-mail to the University, vendors and customers.  Uses electronic devices provided by the university to scan and track equipment.13.Research appropriate sources for property valuation 

and monitor the auction.14.Perform other duties as assigned.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ASSET OPERATIONS TECH SR 6473 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5H2 Aux Supp Services-Mats CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent, valid state driver's license, possession/maintenance of acceptable UT System driver rating and (3) three years inventory/asset experience. Job Duties  1.Conduct Asset Inventory.2.Locate / Relocate all equipment in  all assigned 

areas including Surplus Warehouse.3.Trains team members with knowledge of function and use of all equipment.4.Attach proper identification on equipment.5.Display Equipment in Surplus Warehouse.6.Research and accurately resolve Asset 

and Property questions.7.Performs other duties as assigned.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ASSET OPS COORD U6472 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5H2A

Aux Supp Svcs-Materials 

Coord CAMP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary NegotiableExperience and EducationAssociate's degree or 2 

years of college-level coursework in related field and two (2) years' related experience preferably in asset operations. Requires experience using ERP Systems, Microsoft Outlook, Excel, Word, and Internet. Requires valid state driver's license, 

possession/maintenance of acceptable UT System driver rating.Job Duties1. Coordinate functions of a team.2. Prepare daily employee assignments, and coordinate all activities of the assigned function.3. Train employees in the use of all 

equipment used in the operation.4. Assist with periodic asset and equipment inventory.5. Plan and organize relocation of Surplus property to the warehouse.6. Maintain monthly accounting of assets and equipment in the assigned areas.7. 

Prepare monthly asset reports for assigned functions.8. Assign control numbers to equipment, and properly store items in the Surplus Warehouse.9. Track status of equipment in custody, including data storage device sanitization.10. Update 

data for accurate transfer of equipment to Surplus warehouse and into the state higher education coordinating board's surplus property web site.11. Coordinate efficient sale and disposal of surplus property only through authorized 

channels.12. Communicate by official e-mail to the University, vendors and customers. Uses electronic devices provided by the university to scan and track equipment.Knowledge, Skills & AbilitiesWork requires understanding of warehouse 

procedures and ability to utilize standard warehouse equipment.Ability to use tools and moving equipment such as Fork Lift, Pallet Jacks.Work will require frequent lifting and/or moving of heavy equipment that exceeds 50 pounds.Work 

requires knowledge of all UT System Rules and Regulations and state and federal laws pertaining to surplus property.Work requires accuracy in maintenance of inventory, shipping, and receiving records.Work requires telephone and personal 

contact with various levels of internal and external personnel and organizations.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires good interpersonal, organizational, and 

analytical skills.Work requires ability to communicate clearly.Working Conditions:Work is performed primarily in warehouse area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

ASSET OPS TECHNICIAN 6474 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 5H2 Aux Supp Services-Mats CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent, valid state state driver's license, possession/maintenance of acceptable UT System driver rating, and one (1) clerical or related experience. Job Duties  1.Conduct Asset Inventory.2.Locate / Relocate all equipment in  all assigned 

areas including Surplus Warehouse.3.Attach proper identification on equipment.4.Display Equipment in Surplus Warehouse.5.Research and accurately resolve Asset and Property questions.6.Performs other duties as assigned.  **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ASSIST MGR - CARE COORDINATION U5361 P39 $67,708.00 $95,765.00 $122,091.00 $5,642.33 $7,980.42 $10,174.25 $260.42 $368.33 $469.58 $32.55 $46.04 $58.70 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under the general supervision of 

the Manager/Director in overall Care Coordination Department operations, quality initiatives, utilization of resources and direction of the Care Coordination staff as it pertains to discharge planning and transitions of care. MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEGraduate of an accredited Nursing Program or Social Work program. BSN or MSW required. Five (5) years' experience as a hospital based RN, or community based SW and a minimum of 3 years as a 

Social worker or RN Care Coordinator/Case Manager/Navigator with acute care hospital discharge planning experience.Current Texas (or BNE Compact State) license or Texas Social Worker license; CCM or ACM certification preferred. A current 

Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA).ESSENTIAL FUNCTIONS Demonstrate continuous performance improvement in alignment with the overall annual Hospital performance 

improvement targets.Directly supervises and evaluates the transition of patient care by other Care Coordination personnel (RN's, SW's, Navigators), as assigned. Participates in regular rounding of staff. Assists with chart audits. Utilizes 

opportunities to teach and mentor other Care Coordination personnel.Reviews staff assignments and revises as necessary to meet the specific needs of the patients/nursing unit. Coordinates staffing with Central Staffing Office/House 

Supervisor, if indicated. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe and timely discharges.Role models pro-active problem solving by collaborating with staff to ensure effective 

resolution of identified issues. Utilizes chain of command for unresolved or escalating issues. Advocates for patients and staff to provide for safe and effective discharge planning and transitions of care.Demonstrates flexibility and willingness 

to provide coverage during shifts when staffing crisis/shortage occurs.Provides timely, confidential coaching and/or counseling of Care Coordination personnel as appropriate and follows up with accurate reports to Manager and Director. 

Promotes and enthusiastically supports professional growth of staff by including staff in patient issues/department decisions, hospital committees, and/or continuing education. Assists with maintaining/improving/implementing plans for 

employee engagement scores.Assures first person reporting of events through RL Solutions. Ensures all staff are competent in entering event reports and serves as a resource when necessary. Investigates facts of event reports. Facilitates 

timely receipt of these reports for follow-up by the Unit Manager. Notifies Nurse Manager/Risk Manager immediately of high risk situations.Actively participates in routine and special patient care conferences, rounds, etc., as indicated. 

Responsible for maintaining/improving/implementing plans for patient satisfaction scores. Works with Manager and other disciplines to streamline discharge of patients and reach goals for timely to a discharge from time DC orders are 

written.Provides input and/or conducts annual performance reviews and orientation evaluation of personnel assigned to the unit.Maintains Kronos records on a daily basis, monitoring for trends that require intervention i.e., late clock-ins, 

incremental overtime, missed punches. Assists with staff meetings, special projects and the development, implementation and evaluation of performance improvement activities. Actively participates on hospital work groups. Performs other 

duties as assignedKNOWLEDGE, SKILLS, & ABILITIESMust be able to read, write and communicate in English. WORKING CONDITIONSConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient 

beds. Must be able to help lift and turn patients, if called on. Pass pre-employment physical exam including color blind testing.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice 

President for Human Resources, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

ASSIST MGR CENTRAL STERILE U5565 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

maintain the day-to-day operations of the sterile processing department to include daily reporting, production, disciplinary actions and timekeeping thru MytimeExperience and EducationMust be able to read, write, speak, and understand 

English. One (1) year or greater experience in hospital or multi-hospital system supervisory role and Three (3) years working with inventory and central sterile processing functions is required. Technician Certification thru CBSPD (Certification 

Board for Sterile Processing and Distribution) or HSPA (Healthcare Sterile Processing Association) required. Certification as a Certified Flexible Endoscope Reprocessor (CFER) or Certified Endoscope Reprocessor (CER) are required within 90 days 

of hire. Additional certifications or licenses preferred.Job DutiesSupervises and evaluates unit operations and functions and provision of services provided by personnel assigned to unit. Facilitates compliance by personnel assigned to unit to all 

policies and procedures, PACT, TJC standards, OSHA standards, and AAMI standards.Participates in Interviews and provides input regarding hiring of processing technicians for unit.Provides immediate counseling and constructive criticism and 

disciplinary interventions pertaining to time and attendance Maintains daily my Time reconciliation Conducts daily and/or shift by shift review of unit assignments, scheduling, and staffing plans to ensure adequate coverage of unit and 

adherence to policies, procedures, and productivity targets. Generates and/or supervises generation, implementation and evaluation of occurrence reports and performance improvement activities as appropriate. Provides appropriate and 

timely follow-up and monitors occurrence reports and performance improvement activities and submits them to Manager of Sterile Processing.Assists the Dept. Manager in the completion of all annual performance evaluations and orientation 

evaluations of personnel assigned to unit.Communicates effectively with all hospital personnel and industry representatives. Participates in identification and resolution of complaints regarding unit. Reports complaints and interventions to 

manager of Sterile Processing to allow adequate follow-up.Assist with the human, clinical, operational, and quality management of department.Works in conjunction with other departments on their instrument fulfillment needs Maintains 

quality reports from SPM and prepares them for monthly interdepartmental meetingsPerforms other duties as assigned.Knowledge, Skills & AbilitiesBroad knowledge base regarding medical/surgical instruments and equipment.Communicate 

in a manner that promotes efficiency, courtesy, and cooperation. Utilize proper telephone etiquette and speak clearly. Convey a feeling of helpfulness and repeat the caller's message to ensure proper communication. Give complete attention 

to the caller and hang up last.Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects. Must be able to lift 20 pounds, heavy boxes, and instrument sets. Any qualifications to be 

considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, 

sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.



ASSIST MGR EDUCATION U5433 P41 $63,079.00 $105,932.00 $132,388.00 $5,256.58 $8,827.67 $11,032.33 $242.61 $407.43 $509.18 $30.33 $50.93 $63.65 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUses and/or develops tools, theories, 

skills and knowledge of Nursing Professional Development (NPD) to improve the practice of the nursing and other healthcare staff that care for University Hospital/Clinic patients. Works under supervision of Clinical Education Professional 

Practice (CEPP) Education Manager. Experience and EducationLicensure as a healthcare professional by appropriate state board. Master's degree required. Certification in Nursing Professional Development (NPD) or Healthcare CPD Professional 

(CHCP) is required within 18 months of hire. Five (5) years' experience in the healthcare field, preferably in a hospital setting. Two years of experience as an educator is required. A current Basic Life Support (BLS) certification, course accredited 

by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesAdheres and facilitates adherence by other personnel to all policies and procedures, Code of Ethics and nationally recognized standards of practice, and other 

regulatory agencies.Demonstrate continues performance improvement in alignment with the organizations improvement targets.Reviews team schedule and revises as necessary to meet the educational needs of the organization. 

Demonstrates flexibility and willingness to provide coverage when needed.Role models pro-active problem solving by collaborating with staff to ensure effective resolution of identified issues. Utilizes chain of command for unresolved or 

escalating issues. Provides timely, confidential coaching and/or counseling of staff as appropriate and follows up with accurate reports to Manager and Director. Promotes and enthusiastically supports professional growth of staff by providing 

equal opportunities for participation in various hospital committees, task forces and/or in continuing education. Assists with maintaining/improving/implementing plans for employee engagement scores.Assures first person reporting of 

events through RL Solutions. Ensures all staff are competent in entering event reports and serves as a resource when necessary. Investigates facts of event reports. Facilitates timely receipt of these reports for follow-up by the Manager. 

Notifies Manager/Risk Manager immediately of high risk situations.Provides input and/or conducts annual performance reviews and orientation evaluation of personnel assigned to the unit. Provides input and/or conducts all performance 

reviews (90 day, 6 month, annual) and orientation evaluation of personnel.Maintains Kronos records on a daily basis, monitoring for trends that require intervention (ex: late/early clock-ins, incremental overtime, missed punches etc.) Assist 

with staff meetings, special projects and the development, implementation and evaluation of performance improvement activities. Safeguards equipment and supplies. Performs other duties as assigned. Knowledge, Skills & AbilitiesSelf-

directed and able to organize and manage multiple tasks/projects simultaneously.Work requires high level of effective written, verbal and interpersonal communication skills.Work requires interdisciplinary collaboration between nursing, 

physicians and allied health professionals to develop evidence-based education The following is the acronym, "PACT", and is fundamental to all clinical positions at UT Southwestern Medical Center:P-Problem Solving: To achieve excellence in 

patient care and service, all employees are expected to take ownership in solving problems effectively, efficiently and to the satisfaction of the patient.A-Ability, Attitude and Accountability: In keeping with a professional healthcare 

environment, all employees are expected to have the ability to perform their jobs and to appear and conduct themselves in a professional and positive manner.C-Communications and Compassion: It is our goal that all our communications are 

clear, courteous, timely, and delivered with compassion, respect and appropriate confidentiality.T-Teamwork: In our medical environment, our patients regard every employee they encounter as a member of the Southwestern Medical Center 

team. Our goal is to individually work hard to contribute to our team, support our co-workers, and to achieve not only excellent patient care and service, but also a satisfying, caring environment for each other.Working ConditionsWork is 

performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for 

Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

ASSIST MGR MATERIALS OPS U5387 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYAssists the Materials Operations 

Manager to create continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets with minimal supervision.MINIMUM QUALIFICATIONSAssociates 

degree in Business, Sales, Marketing or related field. Two (2) years' healthcare experience and two (2) years' supervisory experience,OR four (4) years' supervisory experience is required. A combination of equivalent education and experience 

will be considered. A valid Texas driver's license and proof insurance is required.ESSENTIAL FUNCTIONSJob Duties: Monitor the planning and coordination of all receiving, internal and external distribution, and warehouse operations. Monitor 

the planning and coordination of all receiving, internal and external distribution, and warehouse operations. Monitor and adjust schemes either mandated by leadership or to achieve higher production efficiencies.Measure departmental KPIs 

and take appropriate actions as necessary.Oversees the activities and job performance of assigned personnel and services to ensure efficient, quality services are provided in a timely manner to all customers. Evaluates performance and assists 

in recommending personnel actions such as hiring, promotion, disciplinary action, and termination.Responds to inquiries and provides assistance to other departments, hospital staff and external representatives in the implementation and 

performance of job function.Use appropriate ERP management information reports, monitoring inventory usage and efficiencies interactively and appropriate inventory levels.Assist Materials Operations Manager in the development and 

implementation of strategic initiatives, budget preparation, and business plans within Materials Management division.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires effective communicationWork requires 

the use of a computerWork requires effective organization skillsWORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be 

considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education 

Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

ASSIST MGR NEURODIAGNOSTICS U6020 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAssociate's degree or 

certificate beyond High School. BLS, Primary registry (R. EEG T., R. NCS. T., or R.VT) is required. 2nd registry in (CLTM, CNIM, or R. EP T.) is also required. A current Basic Life Support (BLS) certification, course accredited by the American Heart 

Association (AHA) or American Red Cross (ARC).5 years of experience in the field of Neurodiagnostics. Supervisory experience is preferred.Job DutiesDirectly supervises and evaluates the provision of patient care by other personnel assigned to 

the unit. Makes daily patient rounds. Does random chart audits. Utilizes opportunities to teach and mentor other Neurodiagnostics personnel. Performs EEG, NCVs or TCDs as needed as well as performs reviews, edits and technical 

descriptions when limited staffing is available.Manages staff to meet established productivity targets as appropriate. Reviews staffing/technologist assignments and revises as necessary to meet the specific needs of the patients on a shift by 

shift basis. Coordinates staffing with Program and Department manager. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe delivery of care.Role models pro-active problem solving by 

collaborating with staff to ensure effective resolution of identified issues. Utilizes chain of command for unresolved or escalating issues. Advocates for patients and staff to provide for safe delivery of care and/or a safe environment of care. 

Demonstrates flexibility and willingness to provide coverage during shifts when staffing crisis/shortage occurs.Actively assists department leadership in continuous process improvement which includes audits of charges/billing reconciliation, 

record review, staff orientation and training, staff development and successful monitoring and documentation of employee competencies. Organizes and/or leads in-service training, monthly lectures, performance evaluations, team huddles, 

physician-tech record reviews and other activities under the direction of the department manager.Provides timely, confidential coaching and/or counseling of Neurodiagnostics personnel as appropriate and follows up with accurate reports to 

Dept. Manager. Promotes and enthusiastically supports professional growth of staff by providing equal opportunities for participation in unit based activities, patient care/unit decisions, hospital committees, and/or continuing education. 

Responsible for maintaining/improving/implementing plans for employee engagement scores.Assures first person reporting of events through RL Solutions. Ensures all staff are competent in entering event reports and serves as a resource 

when necessary. Investigates facts of event reports. Facilitates timely receipt of these reports for follow-up by the Unit Manager. Notifies Manager/Risk Manager immediately of high risk situations.Actively participates in routine and special 

patient care conferences. Responsible for maintaining/improving/implementing plans for patient satisfaction scores. Works with Unit Manager, Care Coordination, Transition Coordinator and other disciplines to streamline discharge of 

patients and reaches goals for time to discharge from orders written.Collects information and maintains records regarding performance and contributions on an on-going basis throughout the fiscal year. Provides input and/or conducts annual 

performance reviews and orientation evaluation of personnel assigned to the unit.In conjunction with manager, coordinates self-scheduling to maintain appropriate coverage for unit needs. Maintains Kronos records on a daily basis, 

monitoring for trends that require intervention i.e.., late clock-ins, incremental overtime, missed punches. Assumes delegated responsibility for inventory control of equipment and supplies to ensure safe and effective patient care. Facilitates 

timely return of rented or borrowed specialty equipment. Solicits staff input regarding equipment and supply needs for the unit.Assists with staff meetings, special projects and the development, implementation and evaluation of performance 

improvement activities. Communicates data and solicits input from staff regarding performance and quality improvement i.e. Patient safety, infection control. Actively participates on hospital work groups.Duties performed may include one or 

more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient 

records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Knowledge, Skills & AbilitiesWork requires working knowledge of computer systems and the 

following software applicatons: Microsoft Office (Word, Excel, Skype, and PowerPoint), Nihon Koden, Natus XLtek, and Epic.Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to 

devise creative alternatives and suggestions to workflow constraints. Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Working ConditionsWork is performed primarily in a 

hospital or hospital clinic environment. Routine walking, climbing, lifting. Work may require sitting for long periods of time while staying fully alert.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

ASSIST MGR NURSE U1072 Y P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited Nursing program. Must be able to read, write and communicate in English. BSN RequiredCurrent Texas (or BNE Compact State) license. Specialty areas may have increased certification/license requirements as dictated by unit or 

standard of care. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Three years experience as an RN. Specialty areas may have increased experience 

requirements as dictated by unit or standard of care.Job DutiesDirectly supervises and evaluates the provision of patient care by other personnel assigned to the unit. Makes daily patient rounds. Does random chart audits. Utilizes 

opportunities to teach and mentor other nursing and ancillary personnel.Manages staff to meet established productivity targets as appropriate. Reviews staffing/nursing assignments and revises as necessary to meet the specific needs of the 

patients on a shift by shift basis. Coordinates staffing with Central Staffing Office/House Supervisor. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe delivery of care.Role models pro-

active problem solving by collaborating with staff to ensure effective resolution of identified issues. Utilizes chain of command for unresolved or escalating issues. Advocates for patients and staff to provide for safe delivery of care and/or a 

safe environment of care.Demonstrates flexibility and willingness to provide coverage during shifts when staffing crisis/shortage occurs.Provides timely, confidential coaching and/or counseling of nursing personnel as appropriate and follows 

up with accurate reports to Unit Manager and Assistant Manager, Care Coordination.Promotes and enthusiastically supports professional growth of staff by providing equal opportunities for participation in unit based activities, patient 

care/unit decisions, hospital committees, and/or continuing education. Responsible for maintaining/improving/implementing plans for employee engagement scores.Assures first person reporting of events through RL Solutions. Ensures all 

staff are competent in entering event reports and serves as a resource when necessary. Investigates facts of event reports. Facilitates timely receipt of these reports for follow-up by the Unit Manager Notifies Nurse Manager/Risk Manager 

immediately of high risk situations.Actively participates in routine and special patient care conferences. Responsible for maintaining/improving/implementing plans for patient satisfaction scores. Works with Unit Manager, Assistant Manager 

Care Coordination, Transition Coordinator and other disciplines to streamline discharge of patients and reaches goals for time to discharge from orders written.Collects information and maintains records regarding performance and 

contributions on an ongoing basis throughout the fiscal year. Provides input and/or conducts annual performance reviews and orientation evaluation of personnel assigned to the unit.Coordinates self scheduling to maintain appropriate 

coverage for unit needs. Maintains Kronos records on a daily basis, monitoring for trends that require intervention i.e.%2C., late clock-ins, incremental overtime, missed punches.Assumes delegated responsibility for inventory control of 

equipment and supplies to ensure safe and effective patient care. Facilitates timely return of rented or borrowed specialty equipment. Solicits staff input regarding equipment and supply needs for the unit.Assists with staff meetings, special 

projects and the development, implementation and evaluation of performance improvement activities. Communicates data and solicits input from staff regarding performance and quality improvement i.e.%2C. Patient safety, infection control. 

Actively participates on hospital work groups.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ASSIST MGR NURSE - NIGHTS U1097 Y P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited Nursing program. Must be able to read, write and communicate in English. BSN RequiredCurrent Texas (or BNE Compact State) license. Specialty areas may have increased certification/license requirements as dictated by unit or 

standard of care. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Three years experience as an RN. Specialty areas may have increased experience 

requirements as dictated by unit or standard of care.Job DutiesDirectly supervises and evaluates the provision of patient care by other personnel assigned to the unit. Makes daily patient rounds. Does random chart audits. Utilizes 

opportunities to teach and mentor other nursing and ancillary personnel.Manages staff to meet established productivity targets as appropriate. Reviews staffing/nursing assignments and revises as necessary to meet the specific needs of the 

patients on a shift by shift basis. Coordinates staffing with Central Staffing Office/House Supervisor. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe delivery of care.Role models pro-

active problem solving by collaborating with staff to ensure effective resolution of identified issues. Utilizes chain of command for unresolved or escalating issues. Advocates for patients and staff to provide for safe delivery of care and/or a 

safe environment of care.Demonstrates flexibility and willingness to provide coverage during shifts when staffing crisis/shortage occurs.Provides timely, confidential coaching and/or counseling of nursing personnel as appropriate and follows 

up with accurate reports to Unit Manager and Assistant Manager, Care Coordination.Promotes and enthusiastically supports professional growth of staff by providing equal opportunities for participation in unit based activities, patient 

care/unit decisions, hospital committees, and/or continuing education. Responsible for maintaining/improving/implementing plans for employee engagement scores.Assures first person reporting of events through RL Solutions. Ensures all 

staff are competent in entering event reports and serves as a resource when necessary. Investigates facts of event reports. Facilitates timely receipt of these reports for follow-up by the Unit Manager Notifies Nurse Manager/Risk Manager 

immediately of high risk situations.Actively participates in routine and special patient care conferences. Responsible for maintaining/improving/implementing plans for patient satisfaction scores. Works with Unit Manager, Assistant Manager 

Care Coordination, Transition Coordinator and other disciplines to streamline discharge of patients and reaches goals for time to discharge from orders written.Collects information and maintains records regarding performance and 

contributions on an ongoing basis throughout the fiscal year. Provides input and/or conducts annual performance reviews and orientation evaluation of personnel assigned to the unit.Coordinates self scheduling to maintain appropriate 

coverage for unit needs. Maintains Kronos records on a daily basis, monitoring for trends that require intervention i.e.%2C., late clock-ins, incremental overtime, missed punches.Assumes delegated responsibility for inventory control of 

equipment and supplies to ensure safe and effective patient care. Facilitates timely return of rented or borrowed specialty equipment. Solicits staff input regarding equipment and supply needs for the unit.Assists with staff meetings, special 

projects and the development, implementation and evaluation of performance improvement activities. Communicates data and solicits input from staff regarding performance and quality improvement i.e.%2C. Patient safety, infection control. 

Actively participates on hospital work groups.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ASSIST MGR NURSE - PRN P1072 Y P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 N 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited Nursing program. Must be able to read, write and communicate in English. BSN RequiredCurrent Texas (or BNE Compact State) license; BCLS. Specialty areas may have increased certification/license requirements as dictated by unit 

or standard of care. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Three years experience as an RN. Specialty areas may have increased experience 

requirements as dictated by unit or standard of care.Job DutiesDirectly supervises and evaluates the provision of patient care by other personnel assigned to the unit. Makes daily patient rounds. Does random chart audits. Utilizes 

opportunities to teach and mentor other nursing and ancillary personnel.Manages staff to meet established productivity targets as appropriate. Reviews staffing/nursing assignments and revises as necessary to meet the specific needs of the 

patients on a shift by shift basis. Coordinates staffing with Central Staffing Office/House Supervisor. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe delivery of care.Role models pro-

active problem solving by collaborating with staff to ensure effective resolution of identified issues. Utilizes chain of command for unresolved or escalating issues. Advocates for patients and staff to provide for safe delivery of care and/or a 

safe environment of care.Demonstrates flexibility and willingness to provide coverage during shifts when staffing crisis/shortage occurs.Provides timely, confidential coaching and/or counseling of nursing personnel as appropriate and follows 

up with accurate reports to Unit Manager and Assistant Manager, Care Coordination.Promotes and enthusiastically supports professional growth of staff by providing equal opportunities for participation in unit based activities, patient 

care/unit decisions, hospital committees, and/or continuing education. Responsible for maintaining/improving/implementing plans for employee engagement scores.Assures first person reporting of events through RL Solutions. Ensures all 

staff are competent in entering event reports and serves as a resource when necessary. Investigates facts of event reports. Facilitates timely receipt of these reports for follow-up by the Unit Manager Notifies Nurse Manager/Risk Manager 

immediately of high risk situations.Actively participates in routine and special patient care conferences. Responsible for maintaining/improving/implementing plans for patient satisfaction scores. Works with Unit Manager, Assistant Manager 

Care Coordination, Transition Coordinator and other disciplines to streamline discharge of patients and reaches goals for time to discharge from orders written.Collects information and maintains records regarding performance and 

contributions on an ongoing basis throughout the fiscal year. Provides input and/or conducts annual performance reviews and orientation evaluation of personnel assigned to the unit.Coordinates self scheduling to maintain appropriate 

coverage for unit needs. Maintains Kronos records on a daily basis, monitoring for trends that require intervention i.e.%2C., late clock-ins, incremental overtime, missed punches.Assumes delegated responsibility for inventory control of 

equipment and supplies to ensure safe and effective patient care. Facilitates timely return of rented or borrowed specialty equipment. Solicits staff input regarding equipment and supply needs for the unit.Assists with staff meetings, special 

projects and the development, implementation and evaluation of performance improvement activities. Communicates data and solicits input from staff regarding performance and quality improvement i.e.%2C. Patient safety, infection control. 

Actively participates on hospital work groups.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ASSIST MGR NURSE - WOC U9602 P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited Nursing program. Must be able to read, write and communicate in English. BSN RequiredCurrent Texas (or BNE Compact State) license; BCLS. Specialty areas may have increased certification/license requirements as dictated by unit 

or standard of care. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Current Advanced Cardiac Life Support (ACLS) certification, course accredited by AHA 

or ARC. Specialty areas may be increased certification/license requirements as dictated by unit or standard or care.Three years' experience as an RN. Specialty areas may have increased experience requirements as dictated by unit or standard of 

care.Job DutiesDirectly supervises and evaluates the provision of patient care by other personnel assigned to the unit. Makes daily patient rounds. Does random chart audits. Utilizes opportunities to teach and mentor other nursing and 

ancillary personnel.Manages staff to meet established productivity targets as appropriate. Reviews staffing/nursing assignments and revises as necessary to meet the specific needs of the patients on a shift by shift basis. Coordinates staffing 

with Central Staffing Office/House Supervisor. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe delivery of care.Role models pro-active problem solving by collaborating with staff to 

ensure effective resolution of identified issues. Utilizes chain of command for unresolved or escalating issues. Advocates for patients and staff to provide for safe delivery of care and/or a safe environment of care.Demonstrates flexibility and 

willingness to provide coverage during shifts when staffing crisis/shortage occurs.Provides timely, confidential coaching and/or counseling of nursing personnel as appropriate and follows up with accurate reports to Unit Manager and 

Assistant Manager, Care Coordination. Promotes and enthusiastically supports professional growth of staff by providing equal opportunities for participation in unit based activities, patient care/unit decisions, hospital committees, and/or 

continuing education. Responsible for maintaining/improving/implementing plans for employee engagement scores.Assures first person reporting of events through RL Solutions. Ensures all staff are competent in entering event reports and 

serves as a resource when necessary. Investigates facts of event reports. Facilitates timely receipt of these reports for follow-up by the Unit Manager Notifies Nurse Manager/Risk Manager immediately of high risk situations.Actively 

participates in routine and special patient care conferences. Responsible for maintaining/improving/implementing plans for patient satisfaction scores. Works with Unit Manager, Assistant Manager Care Coordination, Transition Coordinator 

and other disciplines to streamline discharge of patients and reaches goals for time to discharge from orders written.Collects information and maintains records regarding performance and contributions on an ongoing basis throughout the 

fiscal year. Provides input and/or conducts annual performance reviews and orientation evaluation of personnel assigned to the unit.Coordinates self-scheduling to maintain appropriate coverage for unit needs. Maintains Kronos records on a 

daily basis, monitoring for trends that require intervention i.e.%2C., late clock-ins, incremental overtime, missed punches.Assumes delegated responsibility for inventory control of equipment and supplies to ensure safe and effective patient 

care. Facilitates timely return of rented or borrowed specialty equipment. Solicits staff input regarding equipment and supply needs for the unit.Assists with staff meetings, special projects and the development, implementation and evaluation 

of performance improvement activities. Communicates data and solicits input from staff regarding performance and quality improvement i.e.%2C. Patient safety, infection control. Actively participates on hospital work groups.**Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ASSIST MGR PHOTOGRAPHER CONTENT 8849 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

manage the photo content in support of UTSW marketing and communication strategies for both internal and external communications.Experience and EducationBachelor's degree in photography and eight (8) years photographic experience at 

agency, corporation or large educational facility. Flexible work schedule, occasional weekend assignments. May consider additional related years of experience in lieu of degree.Portfolio with relevant work with links and role are required for 

review on application submission.Job DutiesManages photographic team in association with the Manager to coordinate assignments and function as a working manager taking on key projects alongside the teamPrioritize based on capacity, 

review and evaluate personnel, give performance reviews to directs, reviews freelancers work and make recommendations based on those reviewsCoordinate all aspects of photo production; including casting, lighting, editing, digital input and 

file management, image compositingReport status and throughput using a variety of KPI'sManages, supervises and coordinates work of staff photographers engaged in setting-up photographic equipment to photograph staff, patients, and 

general subjects utilizing techniques best designed to accomplish desired results to ensure that production deadlines are met. Occasional motion capture assignments in conjunction with video team.Maintains schedule and works with clients 

directly to identify best resources to use for their project in relation to personell and equipment.Development and maintenance of relationships with key internal / external stakeholders and vendors to create photography assets and support 

visual asset enhancement.Edits and maintains quality control checks on all out-going material being delivered to clients and managementRecommends ordering of new equipment and related photography supplies. Maintains existing 

equipmentDevelops best practices in relation to post production processes and intake workflows. Works with Digital Asset manager to ensure photo assets are properly tagged with metadata and are handed off to clients in a timely 

mannerProposes new photographic features and content founded in the values of the university and based on content strategyAssists Sr Manager in security control and inventory of equipmentPerforms other duties as assigned. Knowledge, 

Skills & AbilitiesAn excellent portfolio of workCan lead a photoshoot end to end independently Ability to be flexible and collaborate as needs changeAble to give as well as apply feedback teamworkExpert Knowledge in Photoshop and 

LightroomAble to work well within a team setting and independentlyExcellent customer service and communication skillsAbility to work with vendors to negotiate rates and contractsAbility to collaborate and work cross functionally across an 

organizationWorking ConditionsWork is performed primarily in office area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,¿age, 

disability, genetic information, citizenship status, or veteran status.

ASSIST MGR SLEEP CENTER U9884 P41 $63,079.00 $105,932.00 $132,388.00 $5,256.58 $8,827.67 $11,032.33 $242.61 $407.43 $509.18 $30.33 $50.93 $63.65 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary NegotiableExperience and EducationThree (3) years relevant 

clinical experience as a registered polysomnographer, perferred dual credential as a registered respiratory therapist. Experience leading people required. Familiar with AASM accreditation standardsGraduate of an accredited Polysomnograpy 

program. Must be able to read, write and communicate in English. Bachelor's degree perferred.BLS by American Heart Association (AHA) or American Red Cross (ARC); ACLS by American Heart Association (AHA) or American Red Cross (ARC) 

perferred. Required licensure as a registered polysomnographer through the Board of Registered Polysomnographic Technologists.Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC), Current Advanced Cardiac Life Support (ACLS) certification, course accredited by AHA or ARC (perferred but not required)Job Duties1. Adheres and facilitates adherence by other personnel to all policies and 

procedures, AASM standards TJC standards, and nationally recognized practice standards. Manages staff to meet established productivity targets as appropriate. Reviews staffing/clinic/ sleep lab tech assignments and revises as necessary to 

meet the specific needs of the patients on a shift by shift basis. Coordinates staffing with the float pool to ensure the clinic/ lab is adequately staffed. Makes ongoing changes to staffing as determined by fluctuations in census and patient 

acuity, to assure safe delivery of care.2. Directly supervises and evaluates the provision of patient care by other personnel assigned to the unit. Makes daily patient rounds. Does random chart audits. Utilizes opportunities to teach and mentor 

other sleep technologist and respiratory therapist and ancillary personnel. Assures financial stewardship by assisting in the charge capture, reconciliation process. Ensuring that all procedures have the proper prior authorizations needed before 

performing the procedure.3. Role models pro-active problem solving by collaborating with staff to ensure effective resolution of identified issues. Utilizes chain of command for unresolved or escalating issues as needed. Advocates for patients 

and staff to provide for safe delivery of care and/or a safe environment of care.4. Demonstrates flexibility and willingness to provide coverage during shifts when staffing crisis/shortage occurs. Maintains direct care clinical competency 

appropriate for patient population served.5. Provides timely, confidential coaching and/or counseling of personnel and communicates with Unit Manager as appropriate. Promotes and enthusiastically supports professional growth of staff by 

providing equal opportunities for participation in unit based activities, patient care/unit decisions, hospital committees, and/or continuing education.6. Assures first person reporting of events through the event reporting system. Ensures all 

staff are competent in entering event reports and serves as a resource when necessary. Investigates facts of event reports. Facilitates timely receipt of these reports for follow-up by the Unit Manager Notifies Nurse Manager/Manger of Clnical 

Safety immediately of high risk situations.7. Actively participates in routine and special patient care conferences, staff meetings, special projects and the development, implementation and evaluation of performance improvement activities. 

Communicates data and solicits input from staff regarding performance and quality imporvement ie. patient safety, infection control. Actively participates on hospital work groups.8. Collects information and maintains records regarding 

performance and contributions on an on-going basis throughout the fiscal year. Provides input and/or conducts annual performance reviews and orientation evaluation of personnel assigned to the unit.9. Coordinates self scheduling to 

maintain appropriate coverage for unit needs. Maintains Kronos records on a daily basis, monitoring for trends that require intervention ie., late clock-ins, incremental overtime, missed punches.10. Assumes delegated responsibility for 

inventory control of equipment and supplies to ensure safe and effective patient care. Facilitates timely return of rented or borrowed specialty equipment. Solicits staff input regarding equipment and supply needs for the unit. maintains the 

equipment log and ensure that all equipment and machines have the appropriate biomedical PM.11. Maintains elements and requirements for American Academy of Sleep Medicine accreditation and all other duties as assigned.Knowledge, 

Skills & AbilitiesWorking ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients. Pass pre-employment physical exam including 

color blind testing.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



ASSIST MGR VIDEO CONTENT 8669 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

manage the video content in support of UTSW marketing and communication strategies for both internal and external communications.Experience and EducationBachelor's degree in related field is required with eight (8) years of experience in 

developing video concepts and productions that combine strategy, message, and content into effective communications that engage a variety of audiences. Video experience at agency, corporation or large educational facility. Proficient in 

Adobe Premiere and other associated video related programs. May consider additional related years of experience in lieu of degree. Flexible work schedule, occasional weekend assignments. Portfolio with relevant work with links and role are 

required for review on application submission.Job DutiesManage video team in association with Manager to coordinate assignments and function as a working manager taking on key projects alongside the teamPrioritize based on capacity, 

review and evaluate personnel, give performance reviews to directs, reviews freelancers work and make recommendations based on those reviewsIdentify and develop visually compelling stories from concept to completion promoting UT 

Southwestern's achievements in education, research, and patient care. Partner with videographers to produce multiple videos each week of varying length and style that highlights UT Southwestern's advances in priority areas including but not 

limited to brain, cancer, heart, transplant, and education.Schedule and conduct interviews both on- and off-campus. Write memorable video scripts and team up with other members of Institutional Promotion to experiment with new ways of 

video-storytelling, such as science sketches and animations. Edit videos for various audiences, including social media.Interact frequently with high-level UT Southwestern executives, department chairs, physicians and researchers on storytelling 

and overall communications and marketing efforts. Collaborate with colleagues across Institutional Advancement to build brand awareness through powerful video storytelling. Work with the team leader responsible for Institutional 

Promotion to ensure final product meets all objectives.Coordinate all aspects of video production; including casting, lighting, editing, file managementReport status and throughput using a variety of KPI'sManages, supervises and coordinates 

work of video staff engaged in setting-up video equipment to that feature staff, patients, and general subjects utilizing techniques best designed to accomplish desired results to ensure that production deadlines are met. Occasional 

photographic assignments in conjunction with photo team.Maintains schedule and works with clients directly to identify best resources to use for their project in relation to personell and equipment.Development and maintenance of 

relationships with key internal / external stakeholders and vendors to create video assets and support visual asset enhancement.Edits and maintains quality control checks on all out-going material being delivered to clients and 

managementRecommends ordering of new equipment and related video supplies. Maintains existing equipmentDevelops best practices in relation to post production processes and intake workflows. Proposes new video features and content 

founded in the values of the university and based on content strategyAssists Sr Manager in security control and inventory of equipmentBuild both general public and media interest in UT Southwestern and ensure outcomes meet objectives by 

tracking metrics and incorporating into future efforts. Performs other duties as assigned. Knowledge, Skills & AbilitiesAn excellent portfolio of workSubstantial experience managing multiple projects with tight deadlines.Ability to be flexible and 

collaborate as needs changeAble to understand and apply feedback to your workExpert video editing skills using, Premiere, After Effects, Audition, Illustrator, PhotoshopExperience working with audio, voice-over, music and sound 

designWorking knowledge of video camera systems and setups.Gimble and stabilizer experience is a plus Comfortable working with talent and directing to obtain best performanceCan schedule talent if needed and run with a project from start 

to finishExperience working and communicating in an academic environment with students, faculty, staff, alumni, donors, and administration is highly desiredHas an artistic eye and takes pride in the fine details of typography, composition, 

exposure, color, timing, and movement.Working ConditionsWork is performed primarily in office area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members 

of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression,¿age, disability, genetic information, citizenship status, or veteran status.

ASSIST REGISTRAR 3611 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H23 Prof Svcs-Stu/Edu Svcs Mid PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

any business or other related field, and three years of experience in registration and/or admissions work in academic environment.    Job Duties  Supervises and coordinates day-to-day operations of Registrar's Office such as answering routine 

counter requests, processing incoming mail, recording and filing applicants and student records, etc.     Develops and implements procedures for accurate and up-to-date maintenance of applicant and student records on automated basis.      

Assists in development and implementation of admissions processing for School of Allied Health Sciences and Graduate School of Biomedical Sciences.      Constantly reviews student record processing procedures and recommends updating.       

Monitors and maintains department budget to insure adherence with respect to State moneys, non-State funds, M&O account, etc.       Performs duties in various student activity areas as assigned by supervisor.       Supervises and coordinates 

work of clerical staff, making work assignments and reviewing work both in process and upon completion.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

ASSISTANT MANAGER HOSPITAL CLINICAL OPERATIONS U3160 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Hospital Clinical Operations Assistant 

Manager is responsible for the multimodality patient access program and direct supervision of the Imaging Access Program Coordinator team. This position works under minimal supervision to direct and manage program operations, 

exercising independent judgement and authority as required. Working closely with leadership, this position will be responsible to manage, develop, and maintain patient access initiatives while identifying performance improvement 

opportunities in targeted responsibility areas. Experience and EducationBachelor's degree in related field and Three (3) years' patient access management experience working in a healthcare environment and Two (2) years' supervisory 

experience supporting healthcare operations required; patient access, appointment escalation experience strongly preferred. Applicants without the stated degree, but with significant additional related experience maybe considered.Job 

DutiesManages the Hospital Clinical Operations Patient Access Program to ensure quality assurance and performance improvements in targeted areas of responsibility in alignment with the overall department performance improvements 

objectives. Working closely with Imaging leadership, Radiology leadership, Tech Supervisors and Nursing leadership to manage patient access workflows, while ensuring timely communications to applicable department leadership pertaining to 

resolve access conflicts as appropriate.Identifies issues and trends, performs data analysis, proposes solutions, maintains statistics and reports for Hospital Clinical Operations Leadership to advance patient access performance improvements 

opportunities within all assigned areas. Actively participates in and performs annual performance evaluations. Continuously collects data and maintains records regarding performance and contributions throughout the fiscal year. Holds staff 

accountable, coaches and mentors and administers disciplinary actions if necessary. Trains new staff and records competence and compliance. Delegates work appropriately to maximize productivity and efficiency. Establish and maintain 

operational standards and targets to ensure accountability and equitable distribution of work among staff. Capable of developing innovative scheduling and shift-sharing strategies to ensure adequate patient access coverage. Manages 

requests for time off and collaborates with the appropriate administration department regarding employee care. Supervises and evaluates the delivery of patient access for multimodality imaging services. Supervision of staff, patient 

throughput, operational workflows, and quality; excellent oral and written communication skill and active listening; ability to work in a fast-paced environment, triaging proprieties frequently. Collaborates with a multidisciplinary team with 

other service lines in the process of facilitating patient access, while complying with organization's established policies, procedures, and practices. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent written 

and verbal communication skillsWork requires excellent multi-tasking skills, with the ability to prioritize and organize workWork requires strong analytical, problem solving, and decision-making skillsWork requires strong working knowledge of 

data visualization platformsRadiology Information System/Scheduling software application knowledge preferredWorking ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning 

and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

ASSISTANT MGR RESPIRATORY THERAPY STAFF COORDINATOR U5318 P41 $63,079.00 $105,932.00 $132,388.00 $5,256.58 $8,827.67 $11,032.33 $242.61 $407.43 $509.18 $30.33 $50.93 $63.65 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationFive (5) years critical care 

experience as an RRT. Specialty areas may have increased experience requirements as dictated by unit or standard of care.A.A.S. Graduate of an accreditedprogram in respiratory care (Bachelor degree preferrred); BSRT or in a related field 

preferred.License by the Texas Medical Board, Registeredby the National Board for Respiratory Care (NBRC), Basic Life Support (BLS) by the American Heart Association (AHA) or American Red Cross (ARC). __Neonatal Resuscitation Program 

(NRP) certification, course accredited by American Academy of Pediatrics(AAP) required within 90 days of hire, if applicable.     __Other: specialty areas may have increased certification/license requirements as dictated by unit or standard of 

care.Job DutiesAdheres and facilitates adherence by other personnel to all policies and procedures, NBRC requirements, AARC Clinical Practice Guidelines, Code of Ethics and nationally recognized standards of practice. Manages staff to meet 

established productivity targets as appropriate. Reviews staffing assignments and revises as necessary to meet the specific needs of the patients on a shift by shift basis. Coordinates staffing with other areas within the UTSW Medical Center. 

Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe delivery of care.Directly supervises and evaluates the provision of patient care by other personnel assigned to the unit. Makes daily 

patient rounds. Performs random chart audits. Utilizes opportunities to teach and mentor staff and other disciplines as needed to improve coordination and understanding of respiratory care and services. Assures financial stewardship. Role 

models pro-active problem solving by collaborating with staff to ensure effective resolution of identified issues. Utilizes chain of command for unresolved or escalating issues as needed. Advocates for patients and staff to provide for safe 

delivery of care and/or a safe environment of care.Demonstrates flexibility and willingness to provide coverage during shifts when staffing crisis/shortage occurs. Maintains direct care clinical competency. Covers for RT Assistant Manager of 

Care Coordination when absent or on vacation.Provides timely, confidential coaching and/or counseling of personnel and communicates with Department Manager and other Assistant Managers as appropriate. Promotes and enthusiastically 

supports professional growth of staff by providing equal opportunities for participation in unit based activities, patient care/unit decisions, hospital committees, and/or continuing education. Responsible for maintaining / improving / 

implementing plans for employee engagement scores.Assures first person reporting of events through the event reporting system. Ensures all staff are competent in entering event reports and serves as a resource when necessary. Investigates 

facts of event reports. Facilitates timely receipt of these reports for follow-up by the Department Manager. Notifies Manager& Manager of Clinical Safety immediately of high risk situations.Actively participates in routine and special patient 

care conferences, staff meetings, special projects and the development, implementation and evaluation of performance improvement activities. Communicates data and solicits input from staff regarding performance and quality improvement 

ie. patient safety, infection control. Actively participates on hospital work groups.Collects information and maintains records regarding performance and contributions on an on-going basis throughout the fiscal year. Provides input and/or 

conducts all performance reviews (90 day, 6 month, annual) and orientation evaluation of personnel.Coordinates self-scheduling to maintain appropriate coverage for department needs. Maintains Kronos records on a daily basis, monitoring 

for trends that require intervention e.g. late clock-ins, incremental overtime, missed punches, attendance. Assumes delegated responsibility for inventory control of equipment and supplies to ensure safe and effective patient care. Facilitates 

timely return of rented or borrowed specialty equipment. Solicits staff input regarding equipment and supply needs for the unit.Assists and supports respiratory personnel in identification and participation in evidenced based practice and 

clinical research. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational, reading and writing skills.Work requires basic Computer knowledgeWork requires care skills with ICU and ventilation 

management experienceOne year previous supervisory experience.Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn 

patients. Pass pre-employment physical exam including color blind testing.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ASSISTANT MGR THERAPY STAFF COORDINATOR 5317 Y P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited therapy program. Must be able to read, write and communicate in English. Three years' experience as a PT, OT, or SLP. Specialty areas may have increased experience requirements as dictated by unit or standard of care.Current Texas 

license; Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Specialty areas may have increased certification/license requirements as dictated by unit or standard of 

care.Job Duties1. Adheres and facilitates adherence by other personnel to all policies and procedures, APTA, AOTA , ASHA and ARC Code of Ethics, TJC standards, and nationally recognized standards of therapy practice. Manages staff to meet 

established productivity targets as appropriate. Reviews staffing assignments and revises as necessary to meet the specific needs of the patients on a shift by shift basis. Coordinates staffing with other areas where therapy is practiced within 

the UTSW Medical Center. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe delivery of care.2. Directly supervises and evaluates the provision of patient care by other personnel 

assigned to the unit. Makes daily patient rounds. Does random chart audits. Utilizes opportunities to teach and mentor other therapy and ancillary personnel. Assures financial stewardship.3. Role models pro-active problem solving by 

collaborating with staff to ensure effective resolution of identified issues. Utilizes chain of command for unresolved or escalating issues as needed. Advocates for patients and staff to provide for safe delivery of care and/or a safe environment 

of care.4. Demonstrates flexibility and willingness to provide coverage during shifts when staffing crisis/shortage occurs. Maintains direct care clinical competency appropriate for patient population served.5. Provides timely, confidential 

coaching and/or counseling of therapy personnel and communicates with Department Manager and other Assistant Managers as appropriate. Promotes and enthusiastically supports professional growth of staff by providing equal 

opportunities for participation in unit based activities, patient care/unit decisions, hospital committees, and/or continuing education. Responsible for maintaining / improving / implementing plans for employee engagement scores.6. Assures 

first person reporting of events through the event reporting system. Ensures all staff are competent in entering event reports and serves as a resource when necessary. Investigates facts of event reports. Facilitates timely receipt of these 

reports for follow-up by the Department Manager. Notifies Therapy Manager & Department Manger of Clinical Safety immediately of high risk situations.7. Actively participates in routine and special patient care conferences, staff meetings, 

special projects and the development, implementation and evaluation of performance improvement activities. Communicates data and solicits input from staff regarding performance and quality improvement i.e.. patient safety, infection 

control. Actively participates on hospital work groups.8. Collects information and maintains records regarding performance and contributions on an on-going basis throughout the fiscal year. Provides input and/or conducts annual 

performance reviews and orientation evaluation of personnel assigned to the unit.9. Coordinates self scheduling to maintain appropriate coverage for unit needs. Maintains Kronos records on a daily basis, monitoring for trends that require 

intervention e.g. late clock-ins, incremental overtime, missed punches.10. Assumes delegated responsibility for inventory control of equipment and supplies to ensure safe and effective patient care. Facilitates timely return of rented or 

borrowed specialty equipment. Solicits staff input regarding equipment and supply needs for the unit.11. Assists and supports therapy personnel in identification and participation in evidenced based practice and clinical research.**Other 

Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ASSISTANT MGR THERAPY STAFF COORDINATOR U5317 P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited therapy program. Must be able to read, write and communicate in English. Three years' experience as a PT, OT, or SLP. An active license in Physical Therapy, Occupational Therapy, or Speech Language Pathology is required. Specialty 

areas may have increased experience requirements as dictated by unit.Current Texas license and Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Specialty areas 

may have increased certification/license requirements as dictated by unit or standard of care.Job Duties1. Adheres and facilitates adherence by other personnel to all policies and procedures, APTA, AOTA , ASHA and ARC Code of Ethics, TJC 

standards, and nationally recognized standards of therapy practice. Manages staff to meet established productivity targets as appropriate. Reviews staffing assignments and revises as necessary to meet the specific needs of the patients on a 

shift by shift basis. Coordinates staffing with other areas where therapy is practiced within the UTSW Medical Center. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe delivery of 

care.2. Directly supervises and evaluates the provision of patient care by other personnel assigned to the unit. Makes daily patient rounds. Does random chart audits. Utilizes opportunities to teach and mentor other therapy and ancillary 

personnel. Assures financial stewardship.3. Role models pro-active problem solving by collaborating with staff to ensure effective resolution of identified issues. Utilizes chain of command for unresolved or escalating issues as needed. 

Advocates for patients and staff to provide for safe delivery of care and/or a safe environment of care.4. Demonstrates flexibility and willingness to provide coverage during shifts when staffing crisis/shortage occurs. Maintains direct care 

clinical competency appropriate for patient population served.5. Provides timely, confidential coaching and/or counseling of therapy personnel and communicates with Department Manager and other Assistant Managers as appropriate. 

Promotes and enthusiastically supports professional growth of staff by providing equal opportunities for participation in unit based activities, patient care/unit decisions, hospital committees, and/or continuing education. Responsible for 

maintaining / improving / implementing plans for employee engagement scores.6. Assures first person reporting of events through the event reporting system. Ensures all staff are competent in entering event reports and serves as a resource 

when necessary. Investigates facts of event reports. Facilitates timely receipt of these reports for follow-up by the Department Manager. Notifies Therapy Manager & Department Manger of Clinical Safety immediately of high risk situations.7. 

Actively participates in routine and special patient care conferences, staff meetings, special projects and the development, implementation and evaluation of performance improvement activities. Communicates data and solicits input from 

staff regarding performance and quality improvement i.e.. patient safety, infection control. Actively participates on hospital work groups.8. Collects information and maintains records regarding performance and contributions on an on-going 

basis throughout the fiscal year. Provides input and/or conducts annual performance reviews and orientation evaluation of personnel assigned to the unit.9. Coordinates self scheduling to maintain appropriate coverage for unit needs. 

Maintains Kronos records on a daily basis, monitoring for trends that require intervention e.g. late clock-ins, incremental overtime, missed punches.10. Assumes delegated responsibility for inventory control of equipment and supplies to 

ensure safe and effective patient care. Facilitates timely return of rented or borrowed specialty equipment. Solicits staff input regarding equipment and supply needs for the unit.11. Assists and supports therapy personnel in identification and 

participation in evidenced based practice and clinical research.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ASSISTANT SUPERVISOR ANIMAL CARE 4443 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryAssists in the supervision of the daily 

operations within the animal facilities. Assists in the supervision of animal care staff within the vivaria. Maintain associated support programs within vivaria.Experience and EducationHigh School Graduation or equivalent. 

Bachelor's/Associate's degree preferred. One year of experience in a supervisory/management role in an animal care facility/operation or equivalent experience. Assistant Laboratory Animal Technician (ALAT) or Laboratory Animal Technician 

(LAT) preferred or eligible.Job DutiesAssists with the oversight of the animal care staff of the vivaria. Has knowledge of species specific handling, restraint, breeding and technical skills.Responsible for training and mentoring of animal care staff. 

Makes recommendations to Supervisor for promotions.Oversees record keeping for the animal care program (animal room logs, census, breeding, technical services, etc.).Conducts facility inspections and assist in managing the quality 

assurance program in the animal facilities. Determines needs and makes recommendations for staffing and new/replacement equipment and/or services.Assists in ensuring facility and equipment maintenance is meeting operational 

standards.Assists faculty and investigators to determine project requirements for animal resources, housing and care.Assists in training and ensuring safety programs are followed. Participates in work start meetings for new projects and 

biohazard work (ABSL1-3 practices). Assist in maintaining compliance for accreditation of animal care program (ARC SOPs, IACUC policy, the Guide, AWA, NIH guidelines, USDA, CDC, PHS policy, etc.).Assists in writing and presenting 

performance evaluations. Implements ARC attendance policy.Assists in the disciplinary actions for animal care staff. Implements ARC attendance policy.Provides backup oversight of the facility in the absence of the Supervisor.Mentor and 

develop animal care staff.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to work logically and efficiently. Work requires ability to push/pull pieces of equipment which may have dimensions in excess of 6 ft. 

high, 3 ft. wide and/or 8 ft. long, weights ranging up to 25lbs. Work requires ability to lift equipment up to 50lbs.Work requires ability to utilize hand tools and must be able to follow oral and written instructions of varying length and 

complexity.Work requires ability to understand and follow concepts of clean and dirty flow patterns and sanitation and disinfection and utilize appropriate application. Work requires ability to understand basic mechanical operations and 

routine maintenance, access basic computer functions, and mix chemical solutions correctly. Work requires ability to maintain accurate written records.Work requires ability to accurately measure/dilute cleaning solutions. Work may require 

protective clothing.Working ConditionsWork is performed primarily in laboratory area. UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status.

ASSISTANT SUPERVISOR ARC OPERATIONS 4457 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and two (2) year's experience in animal care facility/operations.  Prior supervisory experience required. Certification at the level of Assistant Laboratory Animal Technician (ALAT) or Laboratory Animal Technician (LAT) 

or eligible preferred. Job Duties  1.Assist with oversight of Team Lead, ARC Storekeeper, other operations staff members, and various contract staff for the ARC.2.Assists in conducting reviews of operations staff evaluations and implementation 

of attendance policies. Make recommendations for promotions and generates disciplinary actions for operations staff.3.Responsible for training and mentoring of operations staff.4.In an effort to Ensures facility and equipment maintenance is 

meeting operational standards, conducts facility inspections, places service calls, and assists in managing the quality assurance program in the animal program.5.Assists with oversight of Physical Plant maintenance activities to ensure facilities 

are in good repair and inspection ready. Assist in maintaining compliance for accreditation of animal care program (ARC SOPs, IACUC policies, the Guide, AWA, NIH Guidelines, USDA, CDC, PHS policy, etc.).6.Ability to analyze and interpret 

pricing agreements for purchases and services provided to ARC.7.Assist in the preparation of vendor contracts and submits purchases requisitions for ARC.8.Serve as point of contact and coordinator for projects involving collaboration with 

various departments working with the ARC.Perform hands on maintenance of ARC maintained equipment. Make recommendations for new/replacement equipment and/or services.9.Assist with development and implementation of training 

classes for various departments and contract personnel working within the ARC facilities.10.Assists with record keeping for purchasing and census collection for animal care program. Assist Accounting Office with analyzing and correction of 

census data reports.11.Assist in development and implementation of Ctraining classes for various departments and contract personnel working within the ARC facilities12.Places purchase requisitions for the ARC.13.Serve as administrator of 

UT southwestern security system.  Issue facility access in accordance with campus policies and procedures.14.Direct contact with a variety of animal species.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ATHLETIC TRAINER 6141 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3F19

Prof Med Services-Exercise 

Sci ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors of Science 

Degree in sports medicine or athletic training with current athletic trainer certification and State of Texas license. One (1) year experience working with sports teams and/or in an outpatient clinic preferred, including experience applying and 

removing casts, splints and braces preferred. Demonstrated competency in identified areas of specialization including applying principles, methods, materials and equipment used in physical therapy.    Job Duties  Escort and/or transport 

patients to treatment rooms or other areas as directed.       Examine and treat injuries or conditions; prevent, diagnose and provide intervention on and off campus for emergency, acute and chronic medical conditions involving impairment, 

functional limitations and disabilities.     Provide patient education to prevent injury or re-injury and reduce rehabilitative and other health care costs; take patient's medical history, assess patient and report findings to physicians.      

Recommend exercises and special diets and order equipment and supplies.       Provide/apply treatments for chronic and minor injuries such as ice and hot packs; call physicians for injured persons as required.       Document completion of 

patient care tasks in medical records and reinforces education provided by the physician or nurse seeking assistance from the nurse or physician as appropriate.      Confirm appropriate patient consent and authorization forms are signed for 

research and medical treatment.       Apply, adjust and remove casts; instructs patient in proper care of cast; wraps ankles, fingers and wrists to support muscles and ligaments; remove sutures, staples, Steinman pins and K-wires; provide 

wound care including dressing changes.     Assist orthpaedic surgeon in reduction of fractures; measure and fit patients for braces and other orthpaedic devices.       Write standard admitting and pre-op instructions for patients having surgery; 

instruct patient in pre and post-operative care; provide education at outreach programs.      May assist in the operating room as necessary.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ATHLETIC TRAINER SR 6143 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3F19

Prof Med Services-Exercise 

Sci ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general direction of licensed 

medical practitioner to provide athletic trainer and clinical support skills in sports medicine and orthopedic practice. Experience and EducationMaster of Science in Athletic Training or Sports Medicine from an accredited program or equivalent 

related health degree. Current athletic trainer board certification and State of Texas license required. Successful completion of accredited residency/fellowship in athletic training and orthopedic surgery required. Orthopedic Technologist 

certification preferred. 2+ years of experience as an athletic trainer required. Working experience with a sports team or in an outpatient setting preferred. Requires the Basic Life Support certification (BLS) for healthcare provider's from the 

American Heart Association or American Red Cross. Job DutiesSupervise, mentor, and/or serve as a preceptor to other Athletic Trainers or Athletic Trainer studentsSupports quality and process improvement projects within their practice, in 

collaboration with clinical leadership.Review lab results, x-rays, and MRI/CT results and report findings to provider. Patient intake and rooming. Within scope of role and training, obtain patient history, perform patient triage and physical 

assessment for athletic injuries, and report findings to provider. Document in electronic health record. Assist with patient calls or questions related to athletic injuries and related orthopedic care of patients. Under the supervision of a provider, 

examine and provide appropriate therapeutic interventions for athletic and orthopedic injuries and conditions involving impairment, functional limitations, and disabilities. Provide patient education to include preventative, pre-operative, and 

post-operative education and care to appropriate population(s). Enter surgical case requests and phase of care orders into medical record in collaboration with/based on provider direction.Provide standard pre-admission and pre-operative 

instructions for patients having surgery. Apply, adjust, and remove casts. Perform post-operative care for appropriate population(s) to include, but not limited to: suture, staple, Steinman pin, and K-wire removal, and wound care. Collaborate 

with provider to determine appropriate treatment plan.Place orders for imaging and lab diagnostics as directed by provider. Discuss abnormal test results with patient, as directed by provider. Handle and prepare medications specific to joint 

injections to be administered by a provider. Place orders for referrals, bracing, and/or physical therapy as directed by provider. Place orders for equipment and supplies and provide durable medical equipment (DME) services as directed by 

provider. Measure and fit patients for braces and other orthopedic equipment. Schedule patient appointments in electronic medical record.Perform other duties as assigned. Knowledge, Skills & AbilitiesWork requires outstanding interpersonal 

and communication skills.Work requires proven experience in customer-service environment.Work requires excellent organization skillsWork requires initiative and motivation to succeed.Working ConditionsWork is performed primarily in 

clinical area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



AUDIO VISUAL SPECIALIST I 9271 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3D6 Prof Services-IR Support Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide and maintain technical support for Audivoisual Services.Experience and EducationHigh School or college with 4 years experience in the audiovisual field. Job DutiesPerforms audivosiual presentation support on campus and in remote 

locations. Interfaces computers with audiovisual systems.Performs preventative maintenance and minor repair on audiovisual equipment. Performs troubleshooting on audiovisual and computer presentation systems. Performs audiovisual 

recording of lectures and special events.Maintains inventory of supplies and submits requests for ordering of supplies.Completes service now work orders for assigned projects and submits completed work orders for processing.Assist in small 

installation projectsPerforms research into audiovisual technology and makes purchase recommendations. Performs other duties as assigned.Knowledge, Skills & AbilitiesAdvanced working knowledge of visual platforms, i.e. Zoom and 

Microsoft TEAMSWork requires ability to operate audiovisual equipment.Work requires skills with PC software and MAC software.Work requires good communication and customer service skills.Work requires ability to perform work of 

moderate complexity, which involves independent decisions concerning adherence to policy, sequence of work, or similar matters as daily requirements on job.Work requires ability to lift 75 pounds while performing maintainance and 

installation of equipmentWork requires ability to work around electrical equipment. May involve work above ceilings, underfloor and catwalks.Working ConditionsWork is performed in general office areas, laboratories, clinics, and 

hospitals.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community.¿ As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.¿ To learn more, please visit:¿ https://jobs.utsouthwestern.edu/why-

work-here/diversity-inclusion/.

AUDIOLOGY ASSISTANT 6206 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5G5 Clin Supp Svcs-Audiology CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School degree and 

certificate from Council for Accreditation of Occupational Hearing Conservation (CAOHC) required, orBachelor's degree in Speech Language Pathology and Audiology or related field.Licensure by State of Texas as Audiology Assistant and CPR 

certification or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cros (ARC) required. One (1) year related experience preferred.Job DutiesConducts aural 

habilitation/rehabilitation. Provides patients with additional training regarding hearing aide use (i.e. insertion, removal, battery charges, care, cleaning, etc.).Performs hearing screening on patients.Ensures patient data is accurately maintained 

in database and patient files. Works with accounting personnel to ensure accuracy of records for hearing aid program. Bills third party for services rendered as appropriate.Prepares clinic materials. Verifies orders. Pulls charts and files. Prepares 

computer for hearing aid programming by entering audios, selecting and connecting correct cables, etc.Maintains appropriate stock of supplies necessary for clinic operations.Ensures clinic waiting area and exam rooms are neat and 

orderly.Greets and directs patients and/or visitors to appropriate location, providing information as needed. Escorts patients to and from exam rooms. Assists with clinic flow.Receives hearing aid orders and repairs; follows-up with 

patients.Answers and returns patient phone calls. Schedules patient appointments.Acts as liaison between clinic staff, such as nurses and physicians, and patients.Assists with housekeeping requests as needed.Performs other duties as 

assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

AUDIT NURSE U1402 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3A24 Specialzed Nurse-Audit RN NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited nursing program. A valid Nursing License required. Five (5) years of clinical experience as a Registered Nurse, including at least 2 years performing utilization review, charge audit, case management or denial/appeal functions in an 

acute care hospital. Principles of Managed Care, Medicare/Medicaid reimbursement required.Job Duties1. Prepare for and conduct audits requested by governmental and managed care payors, comparing clinical documentation to charges 

billed to identify any possible under/over charges; documents and sends audit results to payor organizations or external auditors for review and resolution as applicable; maintains communication with auditors and other relevant 

individual/organizations until all discrepancies are resolved.2. Performs internally defined audits to identify under/over charges; reviews charges posted to the claims against the necessary clinical documentation to identify any possible 

under/over charges; documents audit findings and sends results to appropriate departments.3. Performs charge audits as requested by patients; reviews billed charges for patients who are disputing charges by comparing the charges against 

all necessary clinical documentation and looking for discrepancies; documents audit results; posts corrections to accounts; communicates back to appropriate departments and sends to PFS/Customer Service for rebilling if necessary.4. 

Conducts review of accounts that have not been paid according to their contractual agreement because of denied charges; compares charges with clinical documentation to determine the validity of the denial and/or identifies any charge 

discrepancies; documents audit findings; posts adjustments to accounts and sends to appropriate department for rebilling and/or payment correction if necessary.5. Assists departments with the charge reconciliation process. Works with all 

relevant hospital departments to provide timely education on how to correct or improve processes that have been found to be deficient.6. Works with various staff and departments such as Health Information Management, clinical nursing 

units, physicians and others to obtain the information necessary to perform account audits.**Other Duties: Performs other duties as assigned. Working ConditionsThis job is remote only and individuals who reside in the job will permanently 

work 100% from an alternate approved worksite.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

AUDIT NURSE SENIOR U1406 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3A24 Specialzed Nurse-Audit RN PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education10 years of clinical 

experience as a Registered Nurse, including at least 5 to 7 years performing utilization review, charge audit, case management or denial/appeal functions in an acute care hospital. Principles of Managed Care, Medicare/Medicaid reimbursement 

required. Experience with Epic HB strongly preferred.Graduate of an accredited nursing program, with a current license to practice in the state of Texas; RN.Job Duties1. Monitors, tracks and coordinates all preparations for, and periodically, 

conduct audits requested by governmental and managed care payors, comparing clinical documentation to charges billed to identify any possible under/over charges; documents and sends audit results to payor organizations or external 

auditors for review and resolution as applicable; maintains communication with auditors and other relevant individual/organizations until all discrepancies are resolved.2. Develops and maintains all metrics for internally defined audits to 

identify under/over charges. Reports documented audit findings to appropriate departments.3. Performs monthly Quality Assuance checks to ensure account corrections are being performed within compliance guidelines. Results are presented 

to manager.4. Lead quarterly/periodic meetings with focused Revenue Integrity teams.5. Develop an overall approach for education to the various departments by directing periodic comprehensive reviews of charge capture practices.6. Assists 

departments with the charge reconciliation process. Works with all relevant hospital departments to provide timely education on how to correct or improve processes that have been found to be deficient.7. Works with various staff and 

departments such as Health Information Management, clinical nursing units, physicians and others to obtain the information necessary to perform account audits.**Other Duties: Performs other duties as assigned. Working ConditionsThis job 

is remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President 

for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance 

with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; 

and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

AUTOMATION INTEGRATION SPECIALIST 4335 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 5H6 Aux Supp Services-HVAC SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School Diploma 

or equivalence, at least five (5) years of advanced experience in HVAC DDC controls and related HVAC systems, experience with the Siemens Apogee Building Automation System, and proven experience with integration of automation control 

systems required.Must maintain a valid State of Texas driver's license.     Associate's Degree in Electronic Technology field or vocational school with completion of manufacturer's service course in repair and maintenance of temperature 

controls preferred.   Knowledge of Bacnet and/or Modbus protocols as well as JCI and Alerton automation systems highly desirable.     Job Duties  Manages, backups, and restores a large Siemens Apogee Automation Database through normal 

maintenance as well as during disaster recovery.      Identifies opportunities on campus to improve efficiencies with upgrades, programming, or automation system optimization.       Mentors and teaches less knowledgeable technicians in 

advanced HVAC controls operations.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

AUTOMOTIVE MECHANIC 5357 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 6E2 Mainten/Craft-SemiSkill Sr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

high school, vocational school, or GED and three (3) years experience in automotive repairs.    Automotive Service Excellence Certification preferred.      Job Duties  Maintains, services and repairs air and water cooled engines, electrical and 

hydraulic systems, transmissions, front and rear ends, brakes, tune-ups, carburetors, electronic exhaust systems, wiring of engine and chassis, clutches, air conditioning, etc. on variety of motor-operated vehicles and equipment such as cars, 

trucks, tractors, lawn mowers, tillers, edgers, post hole diggers, power blowers, scooters, fork lifts, tree sprayers, etc.  Performs scheduled preventive maintenance as required.        Repairs vehicles and equipment in off-site emergencies as 

needed.        Maintains and cleans tools and equipment, and keeps work area in neat and orderly condition.       May provide working supervision to semi-skilled workers of lower grade.       Performs other duties as assigned.          **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

AUXILIARY OPERATIONS ANALYST SR 6112 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D4B Prof Svcs-IR Prog/Bus Anlys Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under moderate supervision to 

perform data analysis, project management, and IT support to drive business decisions for optimum operations and maximize efficiency. This position will also lead and contribute to cross-functional projects, as well as providing technical 

assistance to users.Experience and EducationBachelor's degree in business administration, finance, computer science or related field, and two (2) years' experience in business operations analysis or process improvement required. Applicants 

without the stated required degree, but with six (6) years' experience in business operations analysis, financial analysis or related field may be considered. Master's degree preferred.Job Duties1. Data and Financial Analysis:Collect, clean, and 

analyze data from various sources to derive actionable insights.Develop financial models, perform forecasting, and analyze budget variances.Collaborate with teams to identify opportunities for operational efficiency and cost 

optimization.Assist in crafting data-driven strategies to enhance financial decision-making in operational areas.2. Project Management:Lead and contribute to cross-functional projects, ensuring timely and successful completion.Develop 

project plans, define objectives, monitor progress, and manage stakeholder communication.Identify and mitigate project risks, adapting strategies as needed to ensure positive outcomes.Collaborate with teams to streamline processes, 

enhance workflows, and implement best practices.3. Dashboard Creator:Design and develop visually appealing and informative dashboards for various business functions.Gather user requirements and translate them into interactive data 

visualizations.Utilize tools such as Excel, Power BI, Tableau Smartsheet or similar platforms to create dynamic dashboards.Present complex data in a clear and concise manner to facilitate decision-making.4. IT Support and 

Troubleshooting:Provide technical assistance for minor software, hardware, and PC-related issues.Troubleshoot technical problems, diagnose root causes, and implement solutions.Assist in software installation, updates, and system 

configurations.Collaborate with the IT team to ensure smooth IT operations and user support.5. Performs other duties as assigned. Knowledge, Skills & AbilitiesProven experience in data analysis, financial analysis, project management, data 

visualization, and IT support.Proficiency in data manipulation, statistical analysis, and dashboard creation tools (e.g., Excel, Power BI, SQL, Tableau).Strong financial acumen with the ability to analyze financial statements, perform budgeting, 

and forecasting.Effective project management skills with the capability to manage multiple tasks concurrently.Creativity in designing and developing data visualizations that effectively communicate insights.Technical expertise in 

troubleshooting minor software and hardware issues.Excellent communication skills for conveying technical information to non-technical stakeholders.Problem-solving mindset with a knack for identifying and resolving issues.Working 

ConditionsWork is performed primarily in the general office area. This is not a remote position, although remote work may be available occasionally.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, 

sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

AUXILIARY SERVICES FOOD OPERATIONS COORDINATOR 6104 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 7A1 Service-Nutri Svcs Mid Level CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks independently to ensure all food 

service areas are compliant with health codes. Serves as operational liaison with all food service vendors and coordinates maintenance and repair issues for food service areas. Experience and EducationBachelor's degree and five (5) years food 

service experience including three (3) years managerial experience. May consider additional years of experience in lieu of degree. Must have and maintain a valid Class "C" Texas Driver License with an acceptable driver's record to utilize a 

university vehicle. Must obtain a (state of texas health inspection certificate) within 18-24 months of hire date.Job DutiesResponsible for insuring that food contractors are compliant with health codes and rules regulating preparation and 

storage of food. Administers Health Department Inspection and Citation Program for all food venues on campus. Responsible for inspecting, reviewing, documenting, and communicating all inspection reports to department leadership.Deliver 

citations to non-complaint food service venues that result in financial fines or operational shutdowns.Acts as liaison between University employees and food service vendors. Supervises and coordinates the daily schedule for outside contract 

workers.Acts as liaison with outside vendors for machinery repairs, oversees the maintenance of food service areas, and purchases product(s) and equipment.Prepares various reports for inspections, billing, cost analysis, repairs, and 

preventative maintenance.Assists with coordination of large maintenance/remodeling projects in food service areas.Interact with food service management teams to provide food safety guidance. Maintain ServSafe Certification and Food 

Handlers Permit from Dallas County. Coordinates housekeeping and maintenance support for the food service areas. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good communication skills.Work requires 

excellent organizational skills.Work requires knowledge of health codes and technical ability to make minor repairs to equipment.Working ConditionsWork is performed primarily in cafeteria/food court environment.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BACKGROUND INVESTIGATOR 6309 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4A4 Off-Admin Supp-HR Jr ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

conduct recruiting initiatives, applicant processing and background investigations for police department candidates.Experience and EducationHigh school graduation or GED and three (3) years related secretarial/administrative experience. 

Police experience strongly preferred; Law enforcement background investigation experience preferred. Completion of Police Background Investigation Classes preferred.Job DutiesReviews and selects job applicants. Ensures applicants meet 

qualifications. Explains the order in which information is needed for completions of the background process. Serves as primary point of contact for all police department applicants.Conducts background reference checks by mail, phone, and in 

person. Also reviews background information for accuracy and works to clarify discrepancies.Conducts criminal background checks and verifies all background and candidate personal history information as prescribed by written policy from the 

Office of the Director of Police (ODOP).Coordinates, maintains and administers entry-level proficiency tests for in-person or remote candidate testing. Prepares written summaries of candidates and presents to Chief and Oral Review 

Board.Prepares and organizes electronic background and person history files. Prepares department files if hired.Conducts physical agility test for Police Officers and Cadets.Prepares and submits state license forms and ODOP required 

forms.Assists in navigating candidates through various Human Resources processes.Works with candidates and vendors to schedule and coordinate psychological and medical evaluations; and partners with administrative staff to ensure 

payment for services.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of computers, office equipment, and other administrative tasks.*Work requires ability to relieve supervisor of variety of complex 

administrative duties, which may include functioning as liaison.Work requires ability to coordinate and work independently on projects.Work requires ability to work with confidential information on daily basis.Ability to provide "customer 

service focus".Interpersonal and teamwork skills to contribute to objectives of organization.Adaptability/flexibility to react positively to changes in work environment.Initiative to improve productivity and quality of work.Ability to plan, 

organize and prioritize work in logical and efficient manner.* Testing may be required.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

BARISTA U9807 T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 7G Service-Café/Coffeeshops ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationExperience in Food 

Service Operation preferred. Previous Barista experience preferred. High School Diploma or equivalent preferred. Cash Register experience preferred. Must be able to read, write and communicate in English.Job DutiesCompletes and maintains 

all job performance requirements and standards as established in the employee handbook and Position Time and Duties. Maintains all standards as required in the Disciplinary points section of the employee handbook.Maintains and promotes 

a positive work environment with both internal and external customers. Promotes sales by educating customers and explaining drink menu; answering questions.Sets up cash register. Receives and Verifies cash till, counts operating cash and 

places in register. Logs off of register every time the cashier steps away.Prepares and sells coffee drinks by following recipes and preparation techniques for coffee drinks, such as expresso, caffe latte, and cappuccino.Keeps equipment operating 

by following operating instructions; troubleshooting breakdowns; maintaining supplies; performing preventative maintenance.Maintains required records, statistics, particularly those involved in cashiering such as register tapes. Adheres to 

Cash handling guidelines.Maintains safe and healthy work environment by following sanitation and organization regulations.Serve beverages and prepared food, like cookies, pastries, hot food items, and muffins. Follow HACCP 

guidelines.Attends in-service meetings and other required training and meetings as directed. Completes Taleo within allotted timeframe.Reports defective equipment/supplies, cashiering problems and unusual conditions to supervisor. Alerts 

Supervisor to Customer issues and Complaints, Maintains a professional demeanor and appearance.Press Ganey at 95% or higher.Assures safety/sanitation guidelines are met by keeping work area appropriately cleaned and promptly 

addressing issues which might compromise safety, such as wet floors, etc.Working ConditionsGood general health and stress coping ability. Full mobility and ability to participate in vigorous activity. Ability to speak and hear, to follow 

discussions with Supervisors and peers. Possess near vision acuity for accurate reading of instructions or equipment readings and recording on designated forms, chart. Must be physically able to lift, support and move objects weighting up to 

25 pounds, unassisted. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT¿Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis 

of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

BATCH CONTROL CLERK 7037 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 4H Office-Billing Clerk Jr INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and three (3) years of relevant experience in health care environment; OR Completion of two (2) years college and one year experience as stated above is required. Preferred: Accounting   Job Duties  Processes batch proofs, 

payment and adjustment batches.        Receives and reconciles daily financial reports.        Collates, staples, sorts, and distributes batch proofs to departments.  Files and maintains charge batches and Aston payment batches.      Organizes and 

maintains batch room filing system.        Prepares Commercial and Managed Care batches for scanning.        Maintains numerical filing system of storage boxes.        Provides training to temporary staff and new employees as needed on 

functions performed.  Accepts and executes special projects as required and performs other duties as assigned.      Maintains patient and all other confidentiality at all times.        Organizes and files batches at off-site facility.  Pulls requests for 

batches (in-house and off-site facility).  Initiates request for transfer of batches to off-site facility.      Discards off-site boxes that have reached or exceeded retention period to destruction area.       Assists in performing reporting and clerical 

functions within Data Services to include maintenance of product logs, files, retrieval of explanation of benefits (EOB), weekly production reports and maintenance of procedure manual.     Performs other duties as assigned.          **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BENEFITS REPRESENTATIVE 9521 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H5

Prof Svcs-HR-Tot Rwrds Rep 

Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under moderate supervision to 

perform effective benefits administration duties for assigned tier in the Office of Human Resources.Experience and EducationBachelor's Degree or equivalent in Human Resource Management, Business Administration, or related field and three 

(3) years of professional experience in one or more areas of Human Resource Management. Preferred experience with PeopleSoft (Benadmin). May consider additional years of experience in lieu of education.Job DutiesResponsible for 

responding to inquires received using the benefits line, email and ServiceNow requests.Participate in and help coordinate special projects including annual enrollment benefit fairs and wellness events.Facilitate and assist with new hire benefits 

orientation for staff and faculty.Work closely with payroll department to ensure accuracy of benefit related transactions. Provide consultations to individuals as they experience life events or job status changes that require mid-year benefit 

changes. Prepares written notifications to employees that may impact the insurance, retirement, and unpaid leave programs. Responsible for the triage of incoming mail.May process applicable forms to start, stop, or change benefit elections 

or deductions.May review system reports to troubleshoot insurance issues.Facilitate root cause analysis through researching the circumstances and proposing solutions that take into consideration federal, state, and institutional policies. 

Reviews the proposed solutions with the division supervisor. Assists in the preparation of PowerPoint presentations as needed.Actively participates in group benefits activities such as preparation of packets, mail outs, information 

assessments, training and group discussions.Other duties as assigned.Knowledge, Skills & AbilitiesWork requires the ability to interpret departmental, institutional, UT System, State and Federal policy and apply procedures, techniques, or 

practices to work problems.Work requires effective written and verbal communication skills.Work requires the ability to professionally handle telephone and personal contact with all levels of internal and external personnel and organizations 

to obtain or provide information and explain facts, policies, and procedures relating to resolution of problems of a recurring but non-routine nature.Work requires reading, writing, simple to advanced arithmetic, data analysis and report 

writing skills.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BENEFITS REPRESENTATIVE LEAD 9672 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H5A

Prof Svcs-HR-Tot Rwrds Rep 

Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide advanced and efficient administration of benefits and retirement programs.Experience and EducationBachelor's Degree or equivalency in Human Resources Management, Business Administration, or related field and seven (7) years of 

professional experience in one or more areas of Human Resource Management. May consider additional years of experience in lieu of education.Job DutiesResponsible for administering executive and faculty benefit and retirement programs. 

Provides orientation, training, and coaching for new and existing team members on policies, procedures, systems, and job responsibilities. Monitors performance standards; advises Director of performance deficiencies and all system and 

procedural issues which require analysis and resolution; provides input and recommendations for areas of performance management, promotional opportunities, employee terminations, and performance issues.Develops and updates internal 

training processes and documentation as necessary.Performs research and problem resolution within the benefits and retirement department using multiple systems, tools and resources.Effectively handle escalated issues from employees 

and/or internal team members with a collaborative approach.Serves as the subject matter expert for UT System benefits administration and retirement programs.Works on special projects relating to issues specific to the area of assignment; 

makes recommendations for changes in procedure to increase productivity.Leads the implementation of various Benefits projects, such as retirement program goals (i.e., UTRM and UT Saver programs), and financial and retirement planning 

education.Ensures compliance with all regulations and policies regarding UT Systems benefits administration.Interprets policies and procedures for complex and variable issues and makes recommendations for exceptions to policies and 

procedures within assigned area(s) of specialization.Oversees generating retirement program management reports, i.e., reports of monthly and annual audit cycles, reporting of audit findings and corrections, reports of retirement plan 

utilization, and trends.Other duties as assigned.Knowledge, Skills & AbilitiesWork requires effective written and verbal communication skillsWork requires telephone and personal contact with all levels of internal and external personnel and 

organizations to explain and interpret policies and procedures, federal and state laws, or guidelines relating to Human Resource Administration, and resolve complex issues.Work requires ability to prioritize and organize work to meet 

deadlines.Work requires ability to utilize computer and spreadsheet and word processing software.Work requires reading, writing, and simple to advanced arithmetic, analyzing data, writing reports, interpreting policies and procedures, and 

organizing people and resources to meet goals.Work requires ability to develop, recommend, and implement policies and procedures relating to Human Resources.Working ConditionsWork is performed primarily in general office area.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Services Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, 

religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

BENEFITS REPRESENTATIVE SR 9523 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3H5A

Prof Svcs-HR-Tot Rwrds Rep 

Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's Degree or 

equivalency in Human Resoruce Management, Business Administration, or related field and five (5) years of professional experience in one or more areas of Human Resource Management. May consider additional years of experience in lieu of 

education.Job DutiesPerforms research and problem resolution within the benefits and retirement department using multiple systems, tools and resources.Assist with the annual enrollment process including delivery of plan communication 

materials and facilitating benefits enrollment meetings.Process benefits enrollment information timely for new eligible employees and perform quality controls.Point of contact for employees and customers with questions pertaining to 

benefits eligibility and administration based on an assigned employee population.Assist with the facilitation of the benefits orientation for new employees.Responsible for the daily retirement program operations including processing employee 

requests to enroll, change, and stop contributions.Ensures the appropriate business controls, including employee notifications confirming their request have been processed, are in place and the program remains in compliance with regulations 

and policies, i.e., IRS, THECB, UT Systems and UT Southwestern Medical Center and Hospitals.Responsible for the maintenance and enhancement of financial and retirement planning education, counseling, and communications.Responsible for 

coordinating the implementation of retirement program related goals, i.e., implementation at UT Southwestern of the UTRM and UT Saver programs.Responsible for generating retirement program management reports, i.e., reports of monthly 

and annual audit cycles, reporting of audit findings and corrections, reports of retirement plan utilization, and trends.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.



BILL SPEC III - HH U5598 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G1A Prof Fee Sched-Bill Spec Sr INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableMINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEHigh School diploma and three (3) years medical billing or collections experience, including working directly with home healthcare revenue cycle functions. Must demonstrate the ability to work through 

the length of the operational and revenue cycle workflows for all home healthcare areas of responsibility. Work with colleagues as well as independently, and across various teams. ESSENTIAL FUNCTIONSAnalyzes, investigates and resolves 

claim edits for home healthcare claims. Requires strong knowledge of the carrier's (Federal/State/Private) regulations and guidelines, internal revenue cycle coding processes and specialty specific service line billing practices. This position 

requires a high degree of organization and accuracy, and clear communication across the home health care teams on a regular basis to ensure services are well documented and meet all billing requirements. Requires strong knowledge of the 

carrier coverage policies and documentation requirements for home health care. Must know the Medicare, Medicaid, and Managed Care home health care billing rules.Performs ongoing charge reconciliation, to assure patient care visits that 

qualify for billing, have appropriate charges posted in Epic. May require evaluation of patient care record, clarifying communications with health care delivery team members, as well as other mechanisms to assure compliant and timely charge 

posting and claim filing. Monitors aged accounts receivables and resubmits claims according to payor protocol, following workflows that assure Epic holds the complete and accurate billing record for all services performed by home healthcare 

clinicians, including nursing, occupational therapy, physical therapy, etc. Investigates and resolves Epic Resolute Claim edits. Ensures reimbursement through efficient billing and collections for all home healthcare services rendered.May 

communicate patient balance and patient-responsibility amounts to patient/families, responding to requests for information.Attends coding and billing in-services to stay current on changes; attend other meetings and training as 

assigned.Aids in compiling month-end financial reports, and communications directly with multiple departments involved with reporting out Revenue Cycle Performance metrics.Suggests and formulate process improvements, taking strong 

ownership in all aspects of home healthcare billing processes.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires working knowledge of Epic Resolute, EpicCare, and Epic CPOE.Work requires working knowledge of 

MS Excel.Work requires ability to analyze problems, develop solutions, and implement new procedures.Work requires ability to prioritize large volumes of work.Work requires good communication skills.WORKING CONDITIONSWork is 

performed primarily in general office/clinic area.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.This position is 

security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

BILLING COMPLIANCE ANALYST I 9573 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3G7A Prof Fee Sched-Comp Anlst PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent with one (1) year related experience; must be certified within six (6) months of hire date as one of the following: Certified Professional Coder (CPC), Certified Coding Specialist (CCS) or a Certified Medical Coder (CMC).

Consideration can be given for related specialized functional coding certifications. Job Duties  Plans and conducts annual clinical department billing compliance audits by selecting statistically valid sample of invoices, collecting documents, 

analyzing standards, completing tally sheets, and reviewing charts to invoices. Ensures statistical selections are validated and audit tally sheets are accurate.    Prepares departmental summaries based on billing compliance audit and presents 

findings to department staff, Billing Compliance Officer, and Billing Compliance Advisory Committee.      Identifies risk areas requiring additional review by evaluating statistical reports, summaries, and other information pertaining to billing 

compliance; performs focused audits in addition to annual audit when necessary.     Develops corrective action plans to assist in resolving problems related to billing compliance.       Assists clinical departments with revisions to departmental 

compliance plans and compliance training.       Investigates telephone calls, written notes, and other reports of possible noncompliance to determine university's exposure to corrective action by payers.      Provides Medicare program and claim 

coding analysis by contacting Medicare representatives, attending seminars, and completing summaries for clinical department requesting information; ensures information obtained from carrier is documented and validated.     Maintains 

expertise in accepted coding, documentation, and compliance procedures by initiating contact with other organizations and associations, attending training workshops, and self-study of reference materials.     Documents findings by writing 

summary forms, constructing opinion letters, and maintaining audit files.       Interacts with Billing Compliance Committee to identify and address compliance needs, make recommendations for corrective and/or disciplinary action, and 

perform risk assessments of departmental coding and charge capture activities.     Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

BILLING COMPLIANCE ANALYST II 9574 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3G7A Prof Fee Sched-Comp Anlst PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent; additional education preferred. Five (5) years of professional experience in physician billing or coding are required.   Certification as one of the following: Registered Record Administrator (RRA), Registered Health Information 

Administrator (RHIA), Advanced Records Technician (ART) or   Licensure as a Registered Nurse by the Texas Board of Nursing or     Certified as a Certified Professional Coder (CPC), Certified Coding Specialist (CCS) or Certified Medical Coder 

(CMC).

Consideration can be given for related specialized functional coding certifications. Job Duties  Plans and conducts annual clinical department billing compliance audits by selecting statistically valid sample of invoices, collecting documents, 

analyzing standards, completing tally sheets, and reviewing charts to invoices. Ensures statistical selections are validated and audit tally sheets are accurate.    Prepares departmental summaries based on billing compliance audit and presents 

findings to department staff, Billing Compliance Officer, and Billing Compliance Advisory Committee.      Identifies risk areas requiring additional review by evaluating statistical reports, summaries, and other information pertaining to billing 

compliance; performs focused audits in addition to annual audit when necessary.     Develops corrective action plans to assist in resolving problems related to billing compliance.       Assists clinical departments with revisions to departmental 

compliance plans and compliance training.       Investigates telephone calls, written notes, and other reports of possible noncompliance to determine university's exposure to corrective action by payers.      Provides Medicare program and claim 

coding analysis by contacting Medicare representatives, attending seminars, and completing summaries for clinical department requesting information; ensures information obtained from carrier is documented and validated.     Maintains 

expertise in accepted coding, documentation, and compliance procedures by initiating contact with other organizations and associations, attending training workshops, and self-study of reference materials.     Documents findings by writing 

summary forms, constructing opinion letters, and maintaining audit files.       Interacts with Billing Compliance Committee to identify and address compliance needs, make recommendations for corrective and/or disciplinary action, and 

perform risk assessments of departmental coding and charge capture activities.     Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

BILLING COMPLIANCE ANALYST III 9577 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3G7 Prof Fee Sched/Bill-Compl PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

and ten (10) years of related professional experience; orBachelor's degree in health care related field, regulatory compliance, or project management, with five (5) years of related professional compliance experience.Certification in both 

professional and hospital coding and/or compliance (e.g., Certified Medical Coder, Certified Professional Coder, Certified Coding Specialist, Certified Professional Coder- Hospital, Certified Coding Specialist-Provider, Certified Professional 

Medical Auditor).

Consideration can be given for related specialized functional coding certifications. Job Duties  1.Serves as team leader and project manager while conducting complex billing compliance reviews or other assigned projects.2.Conducts complex 

reviews of Physician Practice Plan and University Hospital billing compliance activities in accordance with applicable laws, regulations, rules or policies.3.Evaluates effectiveness of Physician Practice Plan and University Hospital billing 

compliance controls.4.Prepares billing compliance reports, provides supporting evidence and makes recommendations regarding identified billing compliance deficiencies or gaps.5.Develops and maintains effective Physician Practice Plan and 

University Hospital billing compliance education and training materials and, when necessary, conducts appropriate training.6.Assists in conducting investigations of alleged breaches of policy, misconduct or other acts of billing non-

compliance.7.Maintains effective working relationships with compliance and operational staff, faculty and department heads to achieve billing compliance goals and objectives.8.Remains abreast of current developments in physician, non-

physician practitioner and hospital billing compliance.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BILLING COORDINATOR 2009 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G1 Prof Fee Sched-Bill Spec Jr INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or GED and four (4) years medical billing or collections experience. Associates degree preferred. Certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered Records Administrator (RRA) preferred.   Job Duties  

Participates in development and maintenance of departmental fee schedule to ensure compliance with new billing regulations and policy changes.      Obtain insurance authorization of specific visits/treatments; maintain accurate records of 

authorization data requiring ability to understand carve-outs and other issues unique to mental health and cognitive testing coverages.     Communicate insurance, authorization, patient balance and patient- responsibility amounts to clinic 

sites and/or patient/families in a advance of appointments.      Interpret complex insurance plan language (to include government, Medicaid/Medicare, private, third-party, commercial, Title and charity programs, etc.) in order to apply it to the 

billing process.     Train/inform members on new and unique information regarding insurance policies after having information verified.       Monitor assigned work queues in the electronic billing system daily, resolving errors and edits, 

responding to requests for information; work with providers and other staff as needed to resolve errors and release corrected claims.     Investigate claim errors, individual patient account questions, etc.; assist Billing Specialists as needed.       

Attend assigned in-service meetings to stay abreast of insurance changes; attend other meetings and training as assigned.       Perform related administrative tasks such as faxing, copying, filing, running errands, interoffice mail, etc.; maintain 

and submit accurate paper and electronic records of work as assigned.      Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for 

human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BILLING COORDINATOR U2009 Y T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 E 3G1 Prof Fee Sched-Bill Spec Jr INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or GED and four (4) years medical billing or collections experience. Certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered Records Administrator (RRA) preferred.   Job Duties  Participates in development and 

maintenance of departmental fee schedule to ensure compliance with new billing regulations and policy changes.      Responsible for daily billing on IDX system; ensures charges are entered accurately and in timely manner; ensures charges are 

consistent with services rendered.      Receives, researches, and resolves billing discrepancies from patients, insurance carriers, and MSP representatives.       Functions as liaison between departmental administration and MSP.        Analyzes 

monthly reports; reviews all reports for errors and inconsistencies.       Analyzes variations in collection forecasts and actual collections; determines reasons for variances; develops recommendations for improving collections; presents findings 

to supervisor.      Requests charts needed to complete charge entry, including attachments necessary for prompt claim payment.       Verifies Medicaid DRG charts to ensure procedures have been billed; if not, creates list of patients whose 

services rendered form will need to be generated and bill; returns charts to physician if internal documentation criteria is not met.     Completes special projects which require defining problems, determining work sequence, and summarizing 

findings.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BILLING SPECIALIST U1994 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 3G1 Prof Fee Sched-Bill Spec Jr INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent and one (1) year medical billing or collections experience. Must demonstrate the ability to perform manual charge entry, release clean claim encounters within charge review work queues, investigate and resolve basic coding and 

registration claim edits and make calls to obtain authorizations. Coding certifications (CPC, CPMA, CMC, ART, RRA, RHIA, RHIT, CCS, CCA) and/or degrees (associate level, bachelor level, master level) preferred and may be considered in lieu of 

experience.Job DutiesPerforms manual charge entry for all non-EpicCare and non-automated sites of services. This includes E&M visits and procedures across several centralized service lines. This position requires periodic communication with 

providers.Releases ambulatory and inpatient clean charges from charge review work queues.Investigates and resolves basic coding and registration claim edits and credits.Periodically assists in obtaining insurance authorizations and accurately 

maintaining the authorization records, communicate patient balance and patient-responsibility amounts to clinics and/or patient/families, responding to requests for information. Attend coding and billing in-services to stay current on 

changes; attend other meetings and training as assigned.Perform monthly charge reconciliation. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly 

interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires working knowledge of Epic Resolute, EpicCare, and Epic CPOEWork requires working knowledge of MS ExcelWork 

requires ability to analyze problems, develop solutions, and implement new procedures.Work requires ability to prioritize large volumes of work.Work requires good communication skills.Working ConditionsWork is performed primarily in 

general office/clinic area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BILLING SPECIALIST I 1994 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 3G1 Prof Fee Sched-Bill Spec Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent and one (1) year medical billing or collections experience. Must demonstrate the ability to perform manual charge entry, release clean claim encounters within charge review work queues, investigate and resolve basic coding and 

registration claim edits and make calls to obtain authorizations. Coding certifications (CPC, CPMA, CMC, ART, RRA, RHIA, RHIT, CCS, CCA) and/or degrees (associate level, bachelor level, master level) preferred and may be considered in lieu of 

experience.Job DutiesPerforms manual charge entry for all non-EpicCare and non-automated sites of services. This includes E&M visits and procedures across several centralized service lines. This position requires periodic communication with 

providers.Releases ambulatory and inpatient clean charges from charge review work queues.Investigates and resolves basic coding and registration claim edits and credits.May assist in obtaining insurance authorizations and accurately 

maintaining the authorization records, communicate patient balance and patient-responsibility amounts to clinics and/or patient/families, responding to requests for information. Attend coding and billing in-services to stay current on 

changes; attend other meetings and training as assigned.Perform monthly charge reconciliation. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly 

interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires working knowledge of Epic Resolute, EpicCare, and Epic CPOEWork requires working knowledge of MS 

Excel.Work requires ability to analyze problems, develop solutions, and implement new procedures.Work requires ability to prioritize large volumes of work.Work requires good communication skills.Working ConditionsWork is performed 

primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and 

state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BILLING SPECIALIST II 7009 N 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G1 Prof Fee Sched-Bill Spec Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent and two (2) years medical billing or collections experience. Must demonstrate the ability to work complex E&M services, diagnostic studies, and/or minor surgical procedures. Must demonstrate the ability to make calls to obtain 

authorizations. Coding certifications (CPC, CPMA, CMC, ART, RRA, RHIA, RHIT, CCS, CCA) and/or degrees (associate level, bachelor level, master level) preferred and may be used in lieu of experience.Job DutiesAnalyzes, investigates and resolves 

coding edits for E&M services, diagnostic studies, and minor surgical procedures. This includes CPT, diagnosis, modifier, bundling, duplicate charge, and custom edit resolution. Requires knowledge of the carrier's (Federal/State/Private) 

regulations and guidelines, internal revenue cycle coding processes and be familiar with the billing practices of the specialty service line. This position requires a high degree of organization and accuracy and requires clear communication with 

providers on a regular basis to insure visits are well documented and meet all billing requirements. Performs limited abstracting on E&M services, diagnostic studies, and moderate to minor surgical procedures. Requires the ability to read the 

progress note and or procedure results and confirm or change the CPT code(s), diagnosis code(s) and modifiers (if applicable). Requires knowledge of the carrier coverage policies and be familiar with the billing practices of the specialty service 

line. Must be familiar with the Medicare and Medicaid teaching physician documentation billing rules. Performs monthly charge reconciliation. Investigates and resolves coding and registration Epic Resolute Claim edits. Requires strong 

knowledge of Epic's carrier registration filing order rules and billing rules.Performs manual charge entry for all non-EpicCare and non-automated sites of services. This includes E&M visits and procedures across several centralized service lines. 

Depending on the clinical department they may be required to review and release charges from a computer assisted coding environment.May assist in obtaining insurance authorizations and accurately maintaining the authorization records, 

communicate patient balance and patient-responsibility amounts to clinics and/or patient/families, responding to requests for information. Attend coding and billing in-services to stay current on changes; attend other meetings and training 

as assigned.Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, 

modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires working knowledge of Epic Resolute, EpicCare, and Epic CPOE.Work requires working knowledge of MS Excel.Work requires ability to analyze problems, develop solutions, and implement new 

procedures.Work requires ability to prioritize large volumes of work.Work requires good communication skills.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

BILLING SPECIALIST III 7076 N 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G1A Prof Fee Sched-Bill Spec Sr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma and 

three (3) years medical billing or collections experience. Must demonstrate the ability to work complex E&M services, complex diagnostic studies, endoscopic, interventional and/or surgical procedures. Must demonstrate the ability to make 

calls to obtain authorizations. Coding certifications (CPC, CPMA, CMC, ART, RRA, RHIA, RHIT, CCS, CCA) and/or degrees (associate level, bachelor level, master level) preferred and may be considered in lieu of experience.Job DutiesAnalyzes, 

investigates and resolves coding edits for complex drug billing, complex diagnostic studies, endoscopic, interventional and/or surgical procedures. This includes CPT, diagnosis, modifier, bundling, duplicate charge, and custom edit resolution. 

Requires strong knowledge of the carrier's (Federal/State/Private) regulations and guidelines, internal revenue cycle coding processes and specialty specific service line billing practices. This position requires a high degree of organization and 

accuracy, and clear communication with providers on a regular basis to insure services are well documented and meet all billing requirements. This position could possibly require resolving clinical and/or technical denials as well.Performs 

abstracting on E&M services, complex diagnostic studies, and/or endoscopic, interventional or surgical procedures. Requires the ability to read the progress note and or procedure/surgical results and confirm or change the CPT code(s), 

diagnosis code(s) and modifiers (if applicable). Requires strong knowledge of the carrier coverage policies and documentation requirements for specialty specific service lines. Must know the Medicare and Medicaid teaching physician 

documentation billing rules.Perform monthly charge reconciliation. Serves as a resource to the FERC Team Leads, Compliance Auditors, Medical Collectors and Billing Specialists I & II. Requires a billing and coding knowledge level that provides 

guidance on and resolution to resolve claim denials, rejections and backend coding edits. Performs manual charge entry for all non-EpicCare and non-automated sites of services. This includes E&M visits and procedures across several 

centralized service lines. Depending on the clinical department they may be required to review and release charges from a computer assisted coding environment.Investigates and resolves coding and registration Epic Resolute Claim edits. 

Requires strong knowledge of Epic's carrier registration filing order rules and billing rules.May assist in obtaining insurance authorizations and accurately maintaining the authorization records, communicate patient balance and patient-

responsibility amounts to clinics and/or patient/families, responding to requests for information. Attend coding and billing in-services to stay current on changes; attend other meetings and training as assigned.May lead train, and/or mentor 

the work of lower-level designated coding employees to ensure quality of work and growth in knowledge and expertise.May support mulitple specialities in a hybrid role as needed.Duties performed may include one or more of the following 

core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including 

patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires working knowledge of Epic 

Resolute, EpicCare, and Epic CPOE.Work requires working knowledge of MS Excel.Work requires ability to analyze problems, develop solutions, and implement new procedures.Work requires ability to prioritize large volumes of work.Work 

requires good communication skills.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BIOMED EQUIPMENT ASSISTANT U5041 T12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 5H1 Aux Supp Services-Logistics TECH HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorking under the direct supervision of a 

senior Biomedical Equipment Tech this is a training position for a Biomedical Equipment Assistant role. Incumbents must be a currently enrolled student at a UT Southwestern partner facility. This position will end after the completion of 12 to 

18 months or 2,000 hours are completed whichever comes first. The Biomedical Equipment Assistant is a training/orientation position to develop the knowledge, skills, abilities, tools, and critical reasoning necessary to properly follow the 

institutions Medical Equipment Maintenance Plan. The Biomedical Equipment Assistant follows designated program outlined for the acceptance, maintenance, safety, performance verification, and efficiency of biomedical equipment used for 

patient care with supervision and guidance from experienced staff. The Assistant will practice under the direct supervision of a senior Biomedical Engineering Technologist, referencing policies, procedures, and standards that support the UT 

Southwestern Medical Device Maintenance Plan.Experience and EducationMust be actively enrolled and pursuing an Associate's Degree in Biomedical Equipment Technology, Clinical or Electrical Engineering, or similar field, OR Applicable 

Military Training and experience.Job DutiesInstalls, repairs, and maintains all clinical biomedical equipment and instrumentation used for the diagnosis, monitoring, treatment, or care of patients.Follows designated program outlined for the 

acceptance, maintenance, safety, performance verification, and efficiency of biomedical equipment used for patient care. Analyzes electronic equipment for cause of failure, isolates, tests, and replaces defective parts. Utilizes computer and 

networking knowledge and applies that knowledge in interfacing medical systems when necessary. Designs and constructs cables, adapters, and other interfacing equipment while ensuring operational safety and compliance. Uses a broad 

spectrum of hand tools and electronic, and computerized test equipment. Maintains required records and reports relative to regulatory compliance of biomedical equipment.Maintains professional growth and technical expertise and 

knowledge through seminars, conferences, and other educational forums.Demonstrates commitment to organizational Values of Excellence, Compassion, Teamwork, and Innovation.Attends required meetings. Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires ability to sit, stand, kneel, and bend to analyze equipment. Able to work with others in a fast-paced, team environment and to interact effectively with all levels of employees. Strong 

analytical and PC skills.Excellent judgment, professionalism, and customer service skills.Must be able to read, write, and speak English.Superior interpersonal skills.The following is the acronym, "PACT", and is fundamental to all clinical 

positions at UT Southwestern Medical Center:P-Problem Solving: To achieve excellence in patient care and service, all employees are expected to take ownership in solving problems effectively, efficiently and to the satisfaction of the patient.A-

Ability, Attitude and Accountability: In keeping with a professional healthcare environment, all employees are expected to have the ability to perform their jobs and to appear and conduct themselves in a professional and positive manner.C-

Communications and Compassion: It is our goal that all our communications are clear, courteous, timely, and delivered with compassion, respect and appropriate confidentiality.T-Teamwork: In our medical environment, our patients regard 

every employee they encounter as a member of the Southwestern Medical Center team. Our goal is to individually work hard to contribute to our team, support our co-workers, and to achieve not only excellent patient care and service, but 

also a satisfying, caring environment for each other.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.



BIOMED SUPPORT COORDINATOR U2024 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5H1A

Aux Supp Svcs-Logistics 

Coord PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general supervision to 

Logistics Manager. This position has the responsibility and authority to provide a professional level of support to internal and external customers with repair requests and status inquiries. Must possess a basic knowledge of hospital equipment 

and of the policies/procedures involved with the repair or replacement of equipment returned for repair. Responsible for interfacing with customers, hospital staff, vendors, and Biomed department technicians to handle a variety of issues 

relating specifically to the repair or maintenance of clinical assets/hospital equipment maintained and used by healthcare providers for patient care. This function is accomplished in a team-oriented environment where independent decision 

making, and minimal supervision are the norm. Must possess a high level of communication and customer service skill, encompassed with the passion to help others and resolve issues. This position requires results-oriented focus and 

attention to detail with the ability to multi-task and a readiness to adapt to changing department needs.Experience and EducationHigh School Diploma or GED.Two (2) years relevant experience in customer service/support of medical 

equipment repair. Knowledge of various medical devices Preferred Associates degree in related fieldExperience with work order applications (Service Now, Nuvolo, AIMS)Experience with Purchasing platforms (PeopleSoft, Jaggaer, 

eProcurement, ERP systems)Knowledge of Supply Chain functionality Job DutiesAssists and coordinates with internal and external customers, to include frequent contacts with Hospital Purchasing, BioMed Department, Vendors, and Hospital 

Nursing Staff. Communication will be made via telephone or e-mail with repair inquiries, order placement, status updates and follow-up communications. Creates, assigns, and tracks status of work orders for general repair or preventive 

maintenance to clinical assets/hospital equipment. Communicates directly with vendors to verify part numbers, prices, and quote requests. Submits requisitions, tracks purchase orders and status of procured parts and/or equipment needed 

to repair clinical assets/hospital equipment. Tracks status of pending repairs with regulatory communication with BioMed Technicians. Redirect calls and/or information as required to other internal departments such as Information Recourses, 

Materials Management Customer Service and Value Analysis.Job Duties: Requires basic knowledge of hospital equipment to include maintenance requirements, Biomed functions, customer service, work order distribution, and/or service 

repair policies and procedures.Provide support to ensure timely return of repaired equipment to provide nursing staff adequate inventory levels for adequate usage ability of equipment for patient care.Prepare service/maintenance repair 

history reports as requested.General understanding of business operations related to sales and inventory management processes.Create and track requisitions, purchase orders, and order status in the hospital procurement system.Ability to 

tactfully communicate with Hospital Staff requesting service to include handling emergency situations in a positive, flexible and professional manner.Coordinates with Biomed technicians with pickup and delivery of clinical assets/hospital 

equipment requested or scheduled for repair/preventative maintenance, lead times, and parts inventory availability on hand.Keep accurate records to ensure accountability of asset repair/completed status for timely return of all equipment.All 

duties and activities must be performed in compliance with environmental, health and safety related site rules, hospital policies, governmental regulations, and JACHO standards.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires excellent verbal and written communication skillsWork requires Excellent organization skillsWork requires Attention to DetailAbility to work with tight deadlinesAbility to adapt to change and manage stressful situations 

Ability to make sound and timely decisions independently Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

BIOMEDICAL ENGINEERING SPECIALIST 4319 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3B18

Prof Technologist-Spec Tech 

Sr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Electrical or Mechnical Engineering or directly related field and six months to one year of directly related experience.    Job Duties  Performs technical service functions for biomedical instrumentation in support of clinical, research and teaching 

projects.       Participates in day-to-day activities of Bioinstrumentation technical service area in response to customer service calls.       Consults with clients concerning technical requirements and problems in order to develop possible 

solutions.       Provides design and fabrication instrument support.        Advises in selection and evaluation of technical service contracts.       Confers with clients concerning technical projects and instrument maintenance.       Performs other 

duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BIOMEDICAL ENGINEERING SPECIALIST SR 4318 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 5E12 Medical Technician-Biomed RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Ph.D. degree in 

Biochemistry, Informatics, Chemistry, Electrical or Mechanical Engineering,with 3-5 years related experience in biomedical "omics" research and technology development projects.    Job Duties  Directs and manages biomedical engineering and 

"omics" research projects.       Trains and provides guidance to subordinate employees (e.g. graduate students, research associates, research scientists and post-doctoral fellows) on instrumentation and large-scale research projects.     Performs 

technical service functions for biomedical instrumentation in support of clinical, research, and teaching projects.       Consults with UTSW clients (e.g. principle investigators and/or associated lab members) concerning technical requirements 

and problems in order to develop possible solutions for "omics" research projects.     Provide informatics and computational support for biomedical engineering and "omics" research projects.       Provides design and fabrication instrument 

support for biomedical engineering and "omics" research projects.       Advises in selection and evaluation of technical service contracts and/or provide instrumentation maintenance.       Performs other duties as assigned.          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BIOMEDICAL TECHNICIAN I U5043 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 5E12 Medical Technician-Biomed TECH HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorking under the direct supervision of 

Biomedical Engineering leadership the Biomedical Equipment Tech I follows designated program outlined for the acceptance, maintenance, safety, performance verification, and efficiency of biomedical equipment used for patient care with 

supervision and guidance from experienced team members. Performs a variety of routine tasks associated with the maintenance of medical devices, referencing industry and institutional policies, procedures, and standards within our UH 

Hospitals and Clinics. Works under supervision of designated team lead and/or Supervisor. Experience and EducationAssociates Degree in Biomedical Equipment Technology, Clinical or Electrical Engineering, or similar field, OR Applicable 

Military Training and experience. Must have valid State of Texas Driver's License.Job DutiesInstalls, repairs, and maintains all clinical biomedical equipment and instrumentation used for the diagnosis, monitoring, treatment, or care of 

patients.Follows designated program outlined for the acceptance, maintenance, safety, performance verification, and efficiency of biomedical equipment used for patient care. Analyzes electronic equipment for cause of failure, isolates, tests, 

and replaces defective parts. Utilizes computer and networking knowledge and applies that knowledge in interfacing medical systems when necessary. Designs and constructs cables, adapters, and other interfacing equipment while ensuring 

operational safety and compliance. Uses a broad spectrum of hand tools and electronic, and computerized test equipment. Maintains required records and reports relative to regulatory compliance of biomedical equipment.Maintains 

professional growth and technical expertise and knowledge through seminars, conferences, and other educational forums.Demonstrates commitment to organizational Values of Excellence, Compassion, Teamwork, and Innovation.Attends 

required meetings. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to sit, stand, kneel, and bend to analyze equipment. Able to work with others in a fast-paced, team environment and to interact effectively 

with all levels of employees. Strong analytical and PC skills.Excellent judgment, professionalism, and customer service skills.Must be able to read, write, and speak English.Superior interpersonal skills.The following is the acronym, "PACT", and is 

fundamental to all clinical positions at UT Southwestern Medical Center:P-Problem Solving: To achieve excellence in patient care and service, all employees are expected to take ownership in solving problems effectively, efficiently and to the 

satisfaction of the patient.A-Ability, Attitude and Accountability: In keeping with a professional healthcare environment, all employees are expected to have the ability to perform their jobs and to appear and conduct themselves in a 

professional and positive manner.C-Communications and Compassion: It is our goal that all our communications are clear, courteous, timely, and delivered with compassion, respect and appropriate confidentiality.T-Teamwork: In our medical 

environment, our patients regard every employee they encounter as a member of the Southwestern Medical Center team. Our goal is to individually work hard to contribute to our team, support our co-workers, and to achieve not only 

excellent patient care and service, but also a satisfying, caring environment for each other.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.Any qualifications to be considered as equivalents in lieu of 

stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

BIOMEDICAL TECHNICIAN II U5042 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 5E12 Medical Technician-Biomed TECH HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorking under the direct supervision of 

Biomedical Engineering leadership the Biomedical Equipment Tech II follows designated program outlined for the acceptance, maintenance, safety, performance verification, and efficiency of biomedical equipment used for patient care with 

supervision and guidance from experienced team members. Performs a variety of routine tasks associated with the maintenance of medical devices, referencing industry and institutional policies, procedures, and standards within our UH 

Hospitals and Clinics. Works under supervision of designated team lead and/or Supervisor. Experience and EducationAssociates Degree in Biomedical Equipment Technology, Clinical or Electrical Engineering, or similar field, OR Applicable 

Military Training and experience.Three (3) years of Healthcare Environment experience required.Successful completion and maintenance of CBET certification (Certified Biomedical Engineering Technician) preferred.Must have valid State of Texas 

Driver's License.Job DutiesInstalls, repairs, and maintains all clinical biomedical equipment and instrumentation used for the diagnosis, monitoring, treatment, or care of patients.Follows designated program outlined for the acceptance, 

maintenance, safety, performance verification, and efficiency of biomedical equipment used for patient care. Analyzes electronic equipment for cause of failure, isolates, tests, and replaces defective parts. Utilizes computer and networking 

knowledge and applies that knowledge in interfacing medical systems when necessary. Designs and constructs cables, adapters, and other interfacing equipment while ensuring operational safety and compliance. Uses a broad spectrum of 

hand tools and electronic, and computerized test equipment. Maintains required records and reports relative to regulatory compliance of biomedical equipment.Makes sensitivity, selectivity, and accuracy measurements. Makes necessary 

operational adjustments to electronic equipment.Is perceived as the subject matter expert medical device error diagnosis, maintenance, and repair. Subject matter expert in performing maintenance and diagnosing multiple different issues 

across multiple different clinical equipment asset classes.Prioritizes service calls and unscheduled maintenance or repairs while ensuring responses are within acceptable guidelines and time limits as required by the user 

department/unit.Assists with the design and construction of cables, adapters, and other interfacing equipment. Assumes share of call responsibilities. Will assist and participate when contacted by on-call technicians to gain experience on 

assuming on-call duties. Will assume call within one and half years of employment.Maintains professional growth and technical expertise and knowledge through seminars, conferences, and other educational forums.Demonstrates 

commitment to organizational Values of Excellence, Compassion, Teamwork, and Innovation.Attends required meetings. Performs other duties as assigned.Knowledge, Skills & Abilities Work requires the ability to sit, stand, kneel, and bend to 

analyze equipment. Able to work with others in a fast-paced, team environment and to interact effectively with all employees. Strong analytical and PC skills.Excellent judgment, professionalism, and customer service skills.Must be able to 

read, write, and speak English.Superior interpersonal skills.The following is the acronym, "PACT", and is fundamental to all clinical positions at UT Southwestern Medical Center:P-Problem Solving: To achieve excellence in patient care and 

service, all employees are expected to take ownership in solving problems effectively, efficiently and to the satisfaction of the patient.A-Ability, Attitude and Accountability: In keeping with a professional healthcare environment, all employees 

are expected to have the ability to perform their jobs and to appear and conduct themselves in a professional and positive manner.C-Communications and Compassion: It is our goal that all our communications are clear, courteous, timely, and 

delivered with compassion, respect and appropriate confidentiality.T-Teamwork: In our medical environment, our patients regard every employee they encounter as a member of the Southwestern Medical Center team. Our goal is to 

individually work hard to contribute to our team, support our co-workers, and to achieve not only excellent patient care and service, but also a satisfying, caring environment for each other.Working ConditionsWork is performed primarily in a 

hospital or hospital clinic environment.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-

sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.SecurityThis position is security-sensitive and subject to Texas Education Code 

51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorking under the direct supervision of Biomedical Engineering leadership the Biomedical Equipment Tech II follows 

designated program outlined for the acceptance, maintenance, safety, performance verification, and efficiency of biomedical equipment used for patient care with supervision and guidance from experienced team members. Performs a variety 

of routine tasks associated with the maintenance of medical devices, referencing industry and institutional policies, procedures, and standards within our UH Hospitals and Clinics. Works under supervision of designated team lead and/or 

Supervisor. Experience and EducationAssociates Degree in Biomedical Equipment Technology, Clinical or Electrical Engineering, or similar field, OR Applicable Military Training and experience.Three (3) years of Healthcare Environment experience 

BIOMEDICAL TECHNICIAN III U5044 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 5E12 Medical Technician-Biomed TECH HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorking under the direct supervision of 

Biomedical Engineering leadership the Biomedical Equipment Tech III follows designated program outlined for the acceptance, maintenance, safety, performance verification, and efficiency of biomedical equipment used for patient care with 

supervision and guidance from experienced team members. Performs a variety of routine tasks associated with the maintenance of medical devices, referencing industry and institutional policies, procedures, and standards within our UH 

Hospitals and Clinics. Works under supervision of designated team lead and/or Supervisor. Experience and EducationCompletion of Associates Degree in Biomedical Equipment Technology, Clinical or Electrical Engineering, or similar field, OR 

Applicable Military Training and experience. Five (5) years of Healthcare Environment experience required.Successful completion and maintenance of CBET certification (Certified Biomedical Engineering Technician) preferred.Must have valid 

State of Texas Driver's License.Job DutiesInstalls, repairs, and maintains all clinical biomedical equipment and instrumentation used for the diagnosis, monitoring, treatment, or care of patients.Follows designated program outlined for the 

acceptance, maintenance, safety, performance verification, and efficiency of biomedical equipment used for patient care. Analyzes electronic equipment for cause of failure, isolates, tests, and replaces defective parts. Utilizes computer and 

networking knowledge and applies that knowledge in interfacing medical systems when necessary. Designs and constructs cables, adapters, and other interfacing equipment while ensuring operational safety and compliance. Uses a broad 

spectrum of hand tools and electronic, and computerized test equipment. Maintains required records and reports relative to regulatory compliance of biomedical equipment.Makes sensitivity, selectivity, and accuracy measurements. Makes 

necessary operational adjustments to electronic equipment.Is perceived as the subject matter expert medical device error diagnosis, maintenance, and repair. Subject matter expert in performing maintenance and diagnosing multiple different 

issues across multiple different clinical equipment asset classes.Prioritizes service calls and unscheduled maintenance or repairs while ensuring responses are within acceptable guidelines and time limits as required by the user 

department/unit.Assists with the design and construction of cables, adapters, and other interfacing equipment. Assumes share of call responsibilities. Will assist and participate when contacted by on-call technicians to gain experience on 

assuming on-call duties. Will assume call within one and half years of employment.Maintains professional growth and technical expertise and knowledge through seminars, conferences, and other educational forums. Acts as Lead Biomedical 

Technician by assisting new employees with more complex or difficult tasks. Demonstrates commitment to organizational Values of Excellence, Compassion, Teamwork, and Innovation.Attends required meetings. Performs other duties as 

assigned.Knowledge, Skills & AbilitiesAble to work with others in a fast-paced, team environment and to interact effectively with all employees. Strong analytical and PC skills.Excellent judgment, professionalism, leadership, and customer 

service skills.Must be able to read, write, and speak English.Superior interpersonal and leadership skills; proven ability to develop and motivate employees to meet and exceed performance standards.The following is the acronym, "PACT", and 

is fundamental to all clinical positions at UT Southwestern Medical Center:P-Problem Solving: To achieve excellence in patient care and service, all employees are expected to take ownership in solving problems effectively, efficiently and to the 

satisfaction of the patient.A-Ability, Attitude and Accountability: In keeping with a professional healthcare environment, all employees are expected to have the ability to perform their jobs and to appear and conduct themselves in a 

professional and positive manner.C-Communications and Compassion: It is our goal that all our communications are clear, courteous, timely, and delivered with compassion, respect and appropriate confidentiality.T-Teamwork: In our medical 

environment, our patients regard every employee they encounter as a member of the Southwestern Medical Center team. Our goal is to individually work hard to contribute to our team, support our co-workers, and to achieve not only 

excellent patient care and service, but also a satisfying, caring environment for each other.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.Any qualifications to be considered as equivalents in lieu of 

stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

BIOSTATISTICAL CONSULTANT I 4328 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3E6B Prof Research-Biostat Consult RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

biostatistics or related discipline, or MPH with a concentration in biostatistics. Minimum one (1) year experience in statistical consulting with preference given to experience working in biomedical or health care environment. Requires working 

knowledge of SAS, SPSS or other major statistical package (S+, R, etc.) and Microsoft Office (ACCESS and EXCEL).      Job Duties  Collaborates with investigators to identify problems and provide statistical consultation including design of 

experiments, analysis of data and interpretation of results.      Writes statistical portion on manuscript based on results of analysis and address manuscript revisions based on reviewer's comments.      Assists client data organization.        

Performs statistical computations.        Provides graphical and tabular representations.        Develops, maintains and modifies programs for in-house use.        Collaborates with investigators in grant development including statistical design of 

studies and preparation of statistical portion of grant proposal.      Performs non-statitical components of consulting such as providing analgous examples and explanations using non-technical terminology and helping researchers formulate 

and clarify research issues.     Visits client's work field whenever possible to establish rapport and become familiar with and interested in client's research and data.      Performs other duties as assigned.          **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BIOSTATISTICAL CONSULTANT II 4329 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3E6B Prof Research-Biostat Consult RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

biostatistics or related discipline, or MPH with a concentration in biostatistics. Minimum three (3) years experience in statistical consulting with preference given to experience working in biomedical or health care environment. Requires 

working knowledge of SAS, SPSS or other major statistical package (S+, R, etc.) and Microsoft Office (ACCESS and EXCEL)      Job Duties  Collaborates with investigators to identify problems and provide statistical consultation including design of 

experiments of survey, analysis of data, interpretation of results and preparation of reports.     Writes statistical portions of manuscript based on results of analysis and address manuscript revisions based on reviewer's comments.      Assists 

client data organizations.        Performs statistical computations.        Provides graphical and tabular representations.        Develops, maintains and modifies programs for in-house use.        Collaborates with investigators in grant development 

including statistical design of studies and preparation of statistical portion of grant proposal.      Performs non-statistical components of consulting such as providing analogous examples and explanations using non-technical terminology and 

helping researchers formulate and clarify research issues.      Visits client's work field whenever possible to establish rapport and to become familiar with and interested in client's research and data.      May supervise biostatistical consultants 

and/or data entry operators.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

BIOSTATISTICAL CONSULTANT III 4334 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3E6B Prof Research-Biostat Consult RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

biostatistics or related discipline, or MPH with a concentration in biostatistics. Minimum five (5) years experience in statistical consulting with preference given to experience working in biomedical or health care environment. Requires working 

knowledge of SAS, SPSS or other major statistical package (S+, R, etc.) and Microsoft Office (ACCESS and EXCEL).      Job Duties  Collaborates with investigators to identify problems and provide statistical consultation including design of 

experiments of survey, analysis of data, interpretation of results and preparation of reports.     Writes statistical portion of manuscript based on results of analysis and address manuscript revisions based on reviewer's comments.      Assists 

client data organization.        Performs statistical computations.        Provides graphical and tabular representations.        Develops, maintains and modifies programs for in-house use.        Collaborates with investigators in grant devlopment 

including statistical design of studies and preparation of statistical portion of grant proposal.      Performs non-statistical components of consulting such as providing analogous examples and explanations using non-technical terminology and 

helping researchers formulate and clarify research issues.     Visits client work field whenever possible to establish rapport and to become familiar with and interested in client's research and data.      Keeps current in statistical methods and 

computing skills; researches to find techniques for non-standard statistical analyses.      May supervise biostatistical consultants and/or data entry operators.       Performs other duties as assigned.          **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BIOSTATISTICAL CONSULTANT III PART TIME NON EX 4334PN Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 N 3E6 Prof Research-Data Scientist RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

biostatistics or related discipline, or MPH with a concentration in biostatistics. Minimum five (5) years experience in statistical consulting with preference given to experience working in biomedical or health care environment. Requires working 

knowledge of SAS, SPSS or other major statistical package (S+, R, etc.) and Microsoft Office (ACCESS and EXCEL).      Job Duties  Collaborates with investigators to identify problems and provide statistical consultation including design of 

experiments of survey, analysis of data, interpretation of results and preparation of reports.     Writes statistical portion of manuscript based on results of analysis and address manuscript revisions based on reviewer's comments.      Assists 

client data organization.        Performs statistical computations.        Provides graphical and tabular representations.        Develops, maintains and modifies programs for in-house use.        Collaborates with investigators in grant devlopment 

including statistical design of studies and preparation of statistical portion of grant proposal.      Performs non-statistical components of consulting such as providing analogous examples and explanations using non-technical terminology and 

helping researchers formulate and clarify research issues.     Visits client work field whenever possible to establish rapport and to become familiar with and interested in client's research and data.      Keeps current in statistical methods and 

computing skills; researches to find techniques for non-standard statistical analyses.      May supervise biostatistical consultants and/or data entry operators.       Performs other duties as assigned.          **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BMT/CELLULAR THERAPY COORDINATOR U1064 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 E 3A17 Specialized Nurse-Transplant NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Transplant and Cellular Therapy 

Coordinator is responsible for coordination of the evaluation and preparation of patients for Hematopoietic Stem Cell (HSC) transplantation and cellular therapies. Works under general supervision in the management and care of patients with 

oncologic and hematologic malignancies and other diseases that are treated with Hematopoietic Stem Cell transplantation and cellular therapies. Experience and EducationBSN required. Three (3) years oncology nursing experience required; 

prior BMT/Hematologic Malignancies experience required, and transplant coordination experience preferred. Licensure as Registered Nurse by Board of Nurse Examiners for State of Texas, and a current Basic Life Support (BLS) certification, 

course accredited by the American Heart Association (AHA) or American Red Cross (ARC) are required. Oncology Nursing Society Certification: OCN, CPHON, CBCN, or BMTCN Certification required within one year of hire. Job DutiesWorks with 

physician to determine appropriate timing of pre-transplant or cellular therapy diagnostic testing, various assessments, and the procurement and/or infusion of stem cell or cellular therapy products.Coordinates the scheduling of transplant or 

cellular therapy related care including hospital admission. Works in conjunction with multidisciplinary team throughout the various stages of the transplant or cellular therapy process. Educates patients and their families about the transplant 

or cellular therapy process and what to expect during each phase. Utilizes critical thinking skills in planning and prioritizing workload and managing multiple responsibilities. Coordinates, reviews, and distributes all results of transplant or 

cellular therapy testing to the clinical team. Coordinates and obtains authorizations for medications and procedures as needed during phases of transplant and cellular therapy process.Coordinates all necessary testing and appointments for 

patients and related donors; to include the evaluation and collection process for transplant or cellular therapy treatment.Counsels donor and family regarding donation; reviews history; assists transplant physician with the review of all 

pertinent blood work and tissue typing.Coordinates National Marrow Donor Program search for patients in need of an unrelated donor.Coordinates tissue typing and analysis of samples for any and all potential donors. Interprets specialized 

tissue typing reports to assist the transplant physician in selecting the best possible donor.Facilitates coordination for acquisition, receipt, and infusion of all stem cell and cellular therapy products with outside institutions.Ensures that each 

patient understands and voluntarily signs the consent for transplant or cellular therapy, chemotherapy, and transfusion of supplemental blood products. Participates in routine and special patient care conferences.Attends multidisciplinary 

team meetings for disease site specialty.Collaborates with the program administrator in short, intermediate, and long-range planning for the transplant and cellular therapy program through regularly scheduled staff and individual program 

meetingsMaintains applicable training requirements associated with transplant and cellular therapy processes.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires independent thinking and a high degree of problem 

solving and innovation to resolve complex and unanticipated problems.Work requires knowledgeable in the management of post treatment complications. Work requires knowledge of disease pathophysiology, diagnostic testing, coordination 

and timing between completion of standard care and transplant/cellular therapy, treatment eligibility criteria, pre-treatment conditioning regimens, immunosuppressive regimens, side effects and supportive care protocols. Working 

ConditionsWork is performed in a general office setting.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.



BMT/CELLULAR THERAPY COORDINATOR SR U1540 P41 $63,079.00 $105,932.00 $132,388.00 $5,256.58 $8,827.67 $11,032.33 $242.61 $407.43 $509.18 $30.33 $50.93 $63.65 E 3A17 Specialized Nurse-Transplant NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Sr. Transplant and Cellular Therapy 

Coordinator is responsible for coordination of the evaluation and preparation of patients for Hematopoietic Stem Cell (HSC) transplantation and cellular therapies. Works under general supervision in the management and care of patients with 

oncologic and hematologic malignancies and other diseases that are treated with Hematopoietic Stem Cell transplantation and cellular therapies. Serves as mentor/preceptor as well as content matter expert in areas pertaining to bone marrow 

transplantation and cellular therapy.Experience and EducationBSN required. Seven (7) years oncology nursing experience to include five (5) years BMT/Hematologic Malignancies and transplant coordination experience required. Licensure as 

Registered Nurse by Board of Nurse Examiners for State of Texas, and a current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) are required. Oncology Nursing 

Society Certification: OCN, CPHON, CBCN, or BMTCN Certification required within one year of hire. Job DutiesWorks with physician to determine appropriate timing of pre-transplant or cellular therapy diagnostic testing, various assessments, 

and the procurement and/or infusion of stem cell or cellular therapy products.Coordinates the scheduling of transplant or cellular therapy related care including hospital admission. Works in conjunction with multidisciplinary team throughout 

the various stages of the transplant or cellular therapy process. Educates patients and their families about the transplant or cellular therapy process and what to expect during each phase. Utilizes critical thinking skills in planning and 

prioritizing workload and managing multiple responsibilities. Coordinates, reviews, and distributes all results of transplant or cellular therapy testing to the clinical team. Coordinates and obtains authorizations for medications and procedures 

as needed during phases of transplant and cellular therapy process.Coordinates all necessary testing and appointments for patients and related donors; to include the evaluation and collection process for transplant or cellular therapy 

treatment.Counsels donor and family regarding donation; reviews history; assists transplant physician with the review of all pertinent blood work and tissue typing.Coordinates National Marrow Donor Program search for patients in need of 

an unrelated donor.Coordinates tissue typing and analysis of samples for any and all potential donors. Interprets specialized tissue typing reports to assist the transplant physician in selecting the best possible donor.Facilitates coordination for 

acquisition, receipt, and infusion of all stem cell and cellular therapy products with outside institutions.Ensures that each patient understands and voluntarily signs the consent for transplant or cellular therapy, chemotherapy, and transfusion 

of supplemental blood products. Participates in routine and special patient care conferences.Attends multidisciplinary team meetings for disease site specialty.Collaborates with the program administrator in short, intermediate, and long-range 

planning for the transplant and cellular therapy program through regularly scheduled staff and individual program meetingsMaintains applicable training requirements associated with transplant and cellular therapy processes.Serve as a 

mentor/preceptor to Bone Marrow Transplant/Cellular Therapy Coordinator new hires.Participates in development, implementation and/or review of clinical protocols and standard operating procedures specific to the Bone Marrow 

Transplant/Cellular Therapy program.Serves as a subject matter expert participant at in-services, pertaining to bone marrow transplant and cellular therapy, held within and outside the institution.Participates in activities facilitated by BMT/CT 

quality management personnel in association with maintenance of FACT (Foundation for the Accreditation of Cellular Therapy) accreditation.Serves as lead coordinator in the absence of the BMT/CT Coordinator Supervisor.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires independent thinking and a high degree of problem solving and innovation to resolve complex and unanticipated problems.Work requires knowledgeable in the management of post 

treatment complications. Work requires knowledge of disease pathophysiology, diagnostic testing, coordination and timing between completion of standard care and transplant/cellular therapy, treatment eligibility criteria, pre-treatment 

conditioning regimens, immunosuppressive regimens, side effects and supportive care protocols. Working ConditionsWork is performed in a general office setting.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion/.

BMT/CELLULAR THERAPY INSURANCE SUPERVISOR U2104 Y T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

supervise a team that is responsible for benefit verification, prior authorization process and notification of payors along with evaluation of financial responsibility for patients receiving stem cell transplant and/or cellular therapy treatments. In 

addition, oversees team members conducting patient notification and education sessions of potential financial responsibility as it relates to proposed services.Experience and EducationGraduate of NLN approved nursing program and five (5) 

years' experience in medical intake and/or care coordination to include experience in relationship development and managed care. BSN preferred. Current Texas (or BNE Compact State) license and Basic Life Support (BLS) certification course 

accredited by the American Heart Association (AHA) or American Red Cross (ARC) required.Job DutiesProvides supervision, direction, development, and guidance to staff in roles of insurance verification, prior authorization and financial 

clearance of inpatient and outpatient services across multiple clinics, specialties, departments and within the hospital related to stem cell transplant and cellular therapy treatments.Promotes professional growth, development and 

accountability in staff and fosters environment of shared decision-making.Actively assists department leadership in continuous process improvement which includes record review, staff orientation and training, staff development and 

successful monitoring and documentation of employee competencies.Organizes and/or leads in-service training, lectures, performance evaluations, team huddles, and other activities under the direction of the department manager.Supervises 

nursing staff and/or other non-licensed medical or office support personnel.Conducts onboarding of new staff members to ensure individuals possess the specialized knowledge and skills necessary to perform assigned job duties.Maintains 

performance standards by confidentially coaching and/or counseling employees and performing annual appraisals.Ensures departmental policies and procedures are properly followed. Assists in the development, interpretation, and 

implementation of new policies and procedures.Maintains Kronos records on a daily basis, monitoring for trends that require intervention.Completes special projects as assigned by management. Participates in project groups and task force 

teams, as required.Generates, distributes, and maintains relevant reports for stakeholders.Assures compliance with local, state, and federal rules regulations.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability 

to work with confidential information on daily basis.Work requires working knowledge of insurance, insurance billing, and various types of health insurance plans Work requires Developing People - Values diversity; coaches people; develops 

future talent; delegates; effectively deals with employee problems.Work requires Leading Change - Takes initiative; shows adaptability, flexibility; thinks and plans strategically; articulates clear vision and goals; champions innovation.Work 

requires Driving for Results - Manages business operations effectively; effective follow-though and follow-up; takes accountability; solves problems and implements solutions; integrates financial understanding into solutions; demonstrates 

technical proficiency.Work requires Building Teams - Clarifies roles and responsibilities; includes all organization personnel into decision-making process; develops win-win solutions; collaborates with colleagues and peers; builds coalitions and 

partnerships; manages conflict constructively.Work requires Focusing on Customer - Acts with urgency to address service issues; assesses and anticipates customer needs; demands highest level of service from self and staff; recovers quickly 

from service breakdowns and improves processes; ensures staff technical training and proficiency.Work requires Communicating - Encourages candid exchange of ideas; articulates views clearly and directly; expresses facts clearly in writing; 

listens attentively to others; communicates a compelling vision to staff; communicates quickly issues affecting staff.Working ConditionsWork is performed in a general office setting and/or remotely. Employees working remotely will need to 

complete and submit the UTSW Telecommuting agreement.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

BMT/CELLULAR THERAPY QUALITY & REGULATORY COMPLIANCE SUPV U1602 Y T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

oversee team members responsible for interpretation and execution of accreditation standards applicable to transplant and cellular therapy program. Facilitates implementation of processes to meet accreditation standards and/or 

establishment of corrective action for non-compliance.Experience and EducationBachelor's degree in Medical Technology or related clinical science required from an accredited institution. A minimum of five (5) years' experience in a clinical role 

in hospital or outpatient setting with at least two (2) years of quality or regulatory compliance experience required. Certification as MLS(ASCP) or CLS (NCA) and two (2) years supervisory/lead coordinator experience required. Master's degree 

in a related field preferred (MSN, MHA, MBA, MPA). Job DutiesOversees and/or teaches others specialized knowledge and skills necessary to perform techniques and routines in area of specialty.Provides day-to-day operational supervision of 

staff and workload/duties.Actively assists department leadership in continuous process improvement which includes record review, staff orientation and training, staff development and successful monitoring and documentation of employee 

competencies.Organizes and/or leads in-service training, lectures, performance evaluations, team huddles, and other activities under the direction of the department manager.Maintains performance standards by confidentially coaching 

and/or counseling employees, performing annual appraisals and providing required training.Maintains Kronos records on a daily basis, monitoring for trends that require intervention.Demonstrates continuous performance improvement in 

targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.Meets or exceeds financial goals and objectives of the department.Reviews, evaluates, and investigates patient safety events 

reported through the event reporting program.Demonstrates ability to interpret FACT accreditation standards, identifies program as well as organizational gaps and facilitates implementation of processes to meet standards and/or close 

gaps.Establishes mechanisms to assess and document program's level of compliance with each applicable standard and coordinate and oversee the establishment of corrective action for non-compliance.Collects and organizes documentation 

throughout the institution for ongoing program needs or develops documents, as needed, to meet needs.Assures regulatory readiness and compliance with FACT and other associated regulatory standards. Assists with collecting, analyzing and 

preparing data reports for performance improvement and safety related activities for the program. Collaborates with others to ensure appropriate follow-up of patient safety events, documentation of event review and response, for tracking 

and trending purposes.Maintains all program administrative policies and standard operating procedures (SOPs) to ensure compliance with FACT standards. Serves as team lead/liaison for program on appropriate Policy & Procedure 

Committees; communicates with respective staff to receive feedback regarding specific policies. Ensures policies and procedures are correct and kept up-to-date.Acts as liaison and coordinates activities with peers in pediatric stem cell 

transplant program.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires working knowledge of FACT standardsWork requires demonstrated advanced written and verbal communication skills.Work requires ability to 

prioritize and organize work to meet deadlines.Work requires strong analytical/problem solving skills.Working ConditionsWork is performed in a general office setting.UT&iquest;Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the 

basis of&iquest;race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

BONE DENSITOMETRY TECHNICIAN 1146 C02 $26,097.00 $35,769.00 $45,441.00 $2,174.75 $2,980.75 $3,786.75 $100.37 $137.57 $174.77 $12.55 $17.20 $21.85 N 5G6

Clin Supp Svcs-Bone 

Densimtry ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible for performing clerical and 

clinical duties related to bone density procedures and studies.Experience and EducationHigh school graduation or GED equivalent, no experience required. Twenty (20) hours of training to include 16 hours of equipment-specific training and 4 

hours of radiation safety training to be completed in-house within one (1) year of employment,OR Certified Bone Densitometry Technologist (through ISCD) or Certificate in Bone Densitometry (through ARRT) in lieu of the 16 hours of 

equipment-specific trainingCurrent Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required.Job DutiesSchedules and contacts patients to remind of 

appointments.Escorts or transports patients to procedure rooms or exam rooms, or other areas as directed.Performs bone density tests and quality assurance procedures.Documents completion of patient care tasks in medical records. 

Confirms appropriate patient consent and authorization forms are signed for research and/or medical procedures.Assists in care of patients by preparing procedure rooms for patient care, facilitating use of diagnostic equipment, and ensuring 

availability of needed patient information, such as results of diagnostic exams and medical records.Completes and distributes data interpretations and reports appropriately.Inspects equipment and facilities visually and physically to ensure 

patient safety and proper functioning. Restocks unit's daily supplies. Assists with processing laboratory specimens.Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; 

(b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, 

releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to handle confidential information on daily basis.Work requires ability to maintain high level 

of customer service.Work requires excellent verbal and written communication skills.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion/.

BONE MARROW TRANSPLANT SUPERVISOR U1541 P43 $75,085.00 $111,881.00 $138,683.00 $6,257.08 $9,323.42 $11,556.92 $288.79 $430.31 $533.40 $36.10 $53.79 $66.67 E 1D Supervisor NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position is responsible for the 

oversight in day-to-day operational management of RN transplant coordinators and transplant assistants. Ensures all aspects of bone marrow transplant and cellular therapy coordination core functions and internal controls are effective. 

Organizes, plans, implements, and evaluates patient care activities within specialized clinic area.Experience and EducationBSN required. Seven (7) years oncology nursing experience to include 5 years of bone marrow transplantation 

coordination required; (1) year supervisory/lead coordinator experience preferred.Licensure as Registered Nurse by Board of Nurse Examiners for State of Texas, and a current Basic Life Support (BLS) certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC). Oncology Nursing Society Certification: OCN, CPHON, CBCN, or BMTCN Certification is required.Job DutiesOversees and/or teaches others specialized knowledge and skills 

necessary to perform techniques and routines in area of specialty.Provides day-to-day operational management of workload/duties.Actively assists department leadership in continuous process improvement which includes record review, staff 

orientation and training, staff development and successful monitoring and documentation of employee competencies.Organizes and/or leads in-service training, lectures, performance evaluations, team huddles, and other activities under the 

direction of the department manager.Responsible for onboarding of new staff members to ensure individuals possesses the specialized knowledge and skills necessary to perform assigned job duties. Supervises nursing staff and/or other non-

licensed medical or office support personnel.Maintains performance standards by confidentially coaching and/or counseling employees, performing annual appraisals and providing required training.Ensures departmental policies and 

procedures are properly followed. In addition, develops and revises policies and procedures, as needed.Maintains Kronos records on a daily basis, monitoring for trends that require intervention.Completes special projects as assigned by 

management. Participates in project groups and task force teams, as required.May provide direct patient care, i.e., transplant and/or cellular therapy coordination core functions as required. Perform other duties as required.Knowledge, Skills 

& AbilitiesWork requires knowledge, skills, and abilities specific to the needs of the clinical specialty.Ability to interact with departmental management and communicate effectively in all patients and department interactions.Work requires 

ability to maintain current customer service, clinical, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures.Work requires 

knowledge and ability to develop and implement policies and procedures.Work requires ability to determine methods and approaches to work problems.Work requires excellent communication techniques and well developed communication 

skills.Work requires the ability to organize, coordinate, and demonstrate judgement, diplomacy, assertiveness and initiative.Work requires frequent departmental interfaces and interfaces with internal and external customers to coordinate 

and provide optimal level of patient care.Work requires ability to read, write, and perform mathematical calculations.Working ConditionsWork is performed primarily in clinical and general office areas. Work requires ability to stand for long 

periods of time. Work requires ability to lift, push, and/or pull up to 50 lbs.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status.

BUILDING MAINTENANCE SPECIALIST 5205 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 6E2 Mainten/Craft-SemiSkill Sr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED or vocational school, and four years of skilled or journeyman level experience including two years of such experience in each of two trades or crafts.    Job Duties  Performs plumbing, electrical, mechanical, housekeeping, 

carpentry, and painting repairs according to service requests for specifically assigned specialties.      Inspects plumbing, electrical, mechanical, housekeeping, etc. in assigned building as scheduled by work order from Management.       Maintains 

records and documents of work completed.        Installs new equipment as required.        Performs other related duties as required.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

BUSINESS ANALYST 9856 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, computer science, information systems, or other related field required.Three years (3) years progressively responsible business systems and/or Information Technology project experience, with exposure to systems or 

project development and testing, installation, and training, required.Applicants without the stated degree, but with significant additional Information Technology systems and project experience, may be considered. Job DutiesCollects and 

interprets specifications required to develop new, and revise existing, software applications.Assists managers with development and implementation of operational plans for new and existing business computer applications, including 

preparation of user specifications.Coordinates testing of new applications and changes to existing applications to ensure integrity and quality of data while providing and/or assisting in training of system users.Compiles complete, concise, and 

comprehensive policies and operation procedures to assist in communicating Information Resources issues to applicable management staff.Assists in development of new system administrative procedures required, utilizing new functionality 

resulting from system changes.Assists in developing and implementing business Information Resources strategies to improve operational processing and productivity.Responsible for monitoring development of specifications and establishing 

priorities for accomplishing design and testing of various projects.Reviews, develops, recommends, and implements activities related to assigned activity, program, or function.Maintains and tracks accounts assigned to projects or 

programs.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BUSINESS ANALYST U9856 Y T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business administration, computer science, or other related field and three years (3) years business systems and/or project experience with exposure to systems or project development and testing, installation, and training.   Job Duties  

Collects and interprets specifications required to develop new, and revise existing, software applications.       Assists managers with development and implementation of operational plans for new and existing business computer applications, 

including preparation of user specifications.      Coordinates testing of new applications and changes to existing applications to ensure integrity and quality of data while providing and/or assisting in training of system users.      Compiles 

complete, concise, and comprehensive policies and operation procedures to assist in communicating Information Resources issues to applicable management staff.      Assists in development of new system administrative procedures required, 

utilizing new functionality resulting from system changes.      Assists in developing and implementing business Information Resources strategies to improve operational processing and productivity.      Responsible for monitoring development 

of specifications and establishing priorities for accomplishing design and testing of various projects.      Reviews, develops, recommends, and implements activities related to assigned activity, program, or function.       Maintains and tracks 

accounts assigned to projects or programs.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

BUSINESS ANALYST SR 9855 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business administration, computer science, or other related field and five (5) years business systems and/or project experience with exposure to systems or project development and testing, installation, and training.   Job Duties  Manages 

projects and serves as primary customer contact. Defines and maintains project plan and schedules. Monitors compliance with definitions of project scope, timelines, and deliverables. Provides regular project status reports to customer and 

internal management. Assists business analysts of lower grade to coordinate projects.    Collects, interprets, and documents specifications required to develop new and revise existing software applications. Develops and implements 

operational plans for new and existing business computer applications. Participates in development of project proposals for customers.    Coordinates testing of new applications and changes to existing applications to ensure integrity and 

quality of data while providing and/or assisting in training of system users. Defines and develops test scenarios. Documents and tracks status of application errors and related issues in problem log. Assists programmers and business analysts 

of lower grade in analyzing and resolving problems.  Compiles complete, concise, and comprehensive policies and operation  procedures to assist in communicating issues to applicable management staff.      Develops new system 

administrative procedures required, utilizing new functionality resulting from systems changes.       Assists in developing and implementing business strategies in departments to improve operational processing and productivity.       Monitors 

development of specifications and establishes priorities for accomplishing design and testing of various projects.       Reviews, develops, recommends, and implements activites, programs, or functions as assigned.       Maintains and tracks 

accounts assigned to projects or programs. Develops and maintains project plans. Provides project status reports.      Records time spent on projects to meet cost-recovery requirements.        May supervise lower level analysts.        Performs 

other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BUSINESS ANALYST SR U9855 Y T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business administration, computer science, or other related field.  Three years (3) years business systems and /or project experience  with exposure to systems or project development and testing, installation, and training.   Job Duties  Collects, 

interprets and documents specifications required to develop new and revise existing software applications.  Develops and implements operational plans for new and existing business computer applications.  Participates in development of 

project proposals for customers.    Compiles complete, concise, and comprehensive policies and operation procedures to assist in communicating Information Resources issues to applicable management staff.      Assists in development of new 

system administrative procedures required, utilizing new functionality resulting from system changes.      Assists in developing and implementing business Information Resources strategies to improve operational processing and productivity.      

Responsible for monitoring development of specifications and establishing priorities for accomplishing design and testing of various projects.      Reviews, develops, recommends, and implements activities related to assigned activity, program, 

or function.       Maintains and tracks accounts assigned to projects or programs.        May supervise lower level analysts.        Maintains and tracks accounts assigned to projects or programs.        Develops and maintains project plans. Provides 

project status reports.       Records time spent on projects to meet cost-recovery requirements.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

BUSINESS ANALYST/ARCHITECT LEAD 9865 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business administration, computer science, or other related fields and seven (7) years business systems and/or project experience with exposure to systems or project development and testing, installation, and training.   Job Duties  Acts as the 

advanced technical lead of applications including system design, development and testing; designs all proposed technical changes to system architecture.      Oversee upgrade of major applications to ensure system integrity.        Lead major 

capital IT projects with overall accountability for completing project on-time and on-budget.       Manages projects and serves as primary customer contact; defines and maintains project plan schedules. Monitors compliance with definitions of 

project scope, timelines and deliverables. Provides regular project status reports to customer and internal management. Assists business analysts of lower grade to coordinate projects.    Collects, interprets and documents specifications 

required to develop new and revise existing software applications. Develops and implements operational plans for new and existing business computer applications. Participates in development of project proposals for customers.    

Coordinates testing of new applications and changes to existing applications to ensure integrity and quality of data while providing and/or assisting in training of system users. Defines and develops test scenarios. Documents and tracks status 

of application errors and related issues in problem log; assist programmers and business analysts of lower grade in analyzing and resolving problems.  Compiles complete, concise and comprehensive policies and operation procedures to assist 

in communicating issues to applicable management staff; develops new system administrative procedures required utilizing new functionality resulting from system changes.     Assists in developing and implementing business strategies in 

departments to improve operational processing and productivity.       Monitors development of specifications and establishes priorities for accomplishing design and testing of various projects.       Reviews develops, recommends and 

implements activities, programs or functions as assigned.       Develops and maintains project plans; provides project status reports; records time spent on projects to meet cost recovery requirements; maintains and tracks accounts assigned 

to projects or programs.     Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

BUSINESS CONTINUITY PLANNER 9834 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3H16 Prof Services-Other PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Continuity or related field and two (2) years directly related experience required.  Hospital and research facility disaster planning experience preferred. Certification in Business Continuity planning preferred. Job Duties  1.Assist the 

Business Continuity team in development of business continuity methods and strategies and the oversight of business continuity planning for UT Southwestern Medical Center (UTSW) hospitals and research departments while assisting those 

organizations in business continuity recovery plan creation and modification.2.Assist in survey completion for preparing business impact analyses (BIAs) and assist in the capture of departmental functional processes and applications that 

threaten UTSW's ability to perform its mission.3.Coordinate schedules for training, plan development and plan exercises.4.Support business continuity planning efforts with all major UTSW divisions, including hospitals and information 

technology.  Reviews the business continuity plans developed by departments and other organizational units to ensure agreement with UTSW standards and integration of all applicable UTSW business continuity planning practices.5.With the 

individual business unit staff, plans and conducts departmental recovery plan exercises.  Develops instructional material that assist UTSW employees in preparing their departmental business continuity plans to deal with decentralized or single 

department business resources for research, education and clinical units.6.Provides technical assistance, training and guidance for utilization of the business impact analysis and business continuity planning tool and definition of critical, time-

sensitive functions for departments throughout UTSW for the preparation, testing, and updating their business continuity plans.7.Assist in the development and maintenance of a tracking tool for damage assessment and reporting after a 

business disruption event or disaster.8.Assist UTSW in quickly restoring operations after an emergency or a disaster that affects centralized multi-departmental business resources.  Respond to disasters or serious events affecting UTSW assets 

and assist with response and recovery coordination, reporting of status to Director of Business Continuity.9.Support practical and integrated organization-wide business continuity plans that combine information systems disaster recovery 

plans with business continuity plans.10.Assist with major business loss event related insurance claim investigations when necessary.11.Research and stay abreast of internal and external threats that could impact UTSW business activities. 

Through continuing education stay up-to-date on the latest tools, techniques, and best practices for business continuity planning.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.



BUSINESS CONTINUITY PLANNER SR 9854 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H16 Prof Services-Other PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Public Health or related field and five (5) years directly related experience required.  Master's degree preferred.  Hospital disaster planning experience preferred.    Job Duties  Provides expert level health care emergency management knowledge 

to UT Southwestern Medical Center (UTSW) hospitals and research departments while leading and assisting those organization's as their business continuity plans are created, modified, and drilled.  Researches and stays abreast of all major 

threats that could impact UT Southwestern Medical Center's (UTSW) business activities including mergers/acquisitions, earthquakes, and changes in economic conditions. Represent UTSW and take a leadership role with governmental and 

community health care related emergency management committees as they move to 1) organize the Dallas County medical operations center, develop operational processes, and identify sources of funding, 2) coordinate regional hospital 

emergency management processes, drills, and sharing of resources, and 3) lead the effort to develop and execute processes that support the inter-institutional and UT System mutual aid agreements. Performs periodic business impact analyses 

(BIAs) which examine the major risks to UTSW's ability to perform its mission (floods, bomb explosions, fires, tornados are examples of such risks).     Prepares budgets, cost/benefit analyses, and other financial evaluations of the currently 

available business continuity planning options.  Develops customized damage assessment and reporting methods to be used after a business emergency or disaster, and periodically performs "post mortems" to determine the degree to which 

these methods are accurate and useful.   Coordinates business continuity planning efforts with all major UTSW divisions, including hospitals.  Reviews the business continuity plans developed by departments and other organizational units to 

ensure that they meet UTSW standards, and also to ensure that they have integrated all applicable UTSW  business continuity planning practices.  Evaluates commercially-available business continuity planning tools, such as those that run on a 

desktop computer, and makes recommendations about the packages that would best support UTSW's business continuity planning efforts.Individually and through the Business Continuity staff, assists business units in developing and 

maintaining up-to-date and practical business continuity plans which assist UTSW in quickly restoring operations after an emergency or a disaster that affects centralized multi-departmental business resources. Responds to level 3 disasters or 

serious incidents, assists with the response and recovery coordination, collects status, and keeps executive management informed. With the individual business unit staff, plans and conducts departmental recovery plan exercises.  Develops 

methodologies and instructional material that assist UTSW workers in preparing their own business continuity plans to deal with decentralized or single department business resources, such as a medical clinic.    Provides expert technical 

assistance related to business continuity planning to departments throughout UTSW who are preparing, testing, and updating their own business continuity plans for decentralized or single department business resources.     Assists with the 

establishment of practical and integrated organization-wide business continuity plans which combine information systems recovery plans with business continuity plans.      Assists with major business loss event related insurance claim 

investigations that are necessary in order for UTSW to receive the proceeds from insurance policies.      Attends several conferences or training seminars per year to become acquainted with the latest tools, techniques, and best practices for 

business continuity planning.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

BUSINESS OPERATIONS ANALYST 9250 N 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H31 Prof Services-Campus Ops PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, management information systems, or related field. In lieu of degree, will consider additional years of experience in Business Operations, Analysis, or significant Information Technology systems and Service Management 

systems experience. Proficiency in MS Word, Excel, and Visio required. Job DutiesWorks under moderate supervision to assist with the analysis of business processes and systems, helping to determine optimum operational levels and solutions 

to maximize efficiency. Performs a variety of assignments in work measurement to accomplish objectives.1. Assists with documenting business processes and identifying business operations process improvement opportunities2. Assists with 

developing, testing, implementing, and documenting business improvement plans3. Assists with creating business operations procedures, communications plans, and training documentation4. Assists in requirements gathering and project 

management tasks for business operations improvement projects5. Assists with coordinating multiple projects concurrently6. Assists with data collection and analysis tasks**Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BUSINESS OPERATIONS ANALYST SR 9251 N 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, management information systems, or related field, and two (2) years' experience in business operations analysis or process improvement, required. Applicants without the stated required degree, but with six (6) years' 

experience in business operations analysis or process improvement may be considered. Master's degree preferred. Proficiency in MS Word, Excel, and Visio, required. Familiarity with Lean Six Sigma concepts desired, and certification is a 

plus.Job DutiesWorks under moderate supervision to lead analysis of business processes and systems, and help determine optimum operational levels and solutions to maximize efficiency.1. Lead and participate in various business operations 

activities.2. Lead and participate in various process improvement activities.3. Lead and participate in various process automation and system integration activities.4. Document business processes and identify business operations process 

improvement opportunities.5. Develop, test, implement, and document business improvement plans.6. Create business operations procedures, communications plans, and training documentation.7. Perform project management tasks for 

business operations and improvement projects.8. Perform data collection and analysis tasks.9. Provide training to lower level staff and/or customers across campus as necessary.**Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BUYER 9650 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4D Office-Contracts PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal direction to plan, 

coordinate, and administer procurement activities of one or more major procurement sections of Purchasing Department and to provide support to the Purchasing Manager or assigned departments or categories for managing procurement 

activities.Experience and EducationHigh School graduation or equivalent required. Prior purchasing experience preferred. Bachelor's Degree is desired in a relevant field. Established computer skills, specifically familiarity with Microsoft 

Windows, Microsoft Office (Excel, Word, PowerPoint and Teams). Jaggaer eProcurement, and People Soft skills preferred.Must have the following certification: Certified Texas Purchasing Manager (C.T.P.M.) or Certified Texas Contract Developer 

(C.T.C.D.). If not already certified, must obtain certification as outlined above within eighteen (18) months of employment (or 3 attempts at the certification exam) by internal scheduling.Job DutiesPlans, coordinates, and supervises 

organization and activities of one or more major procurement sections to ensure their efficient operation related to the purchasing process. Rotates commodity procurement responsibilities to provide cross training for, and complete 

familiarity with, full range of commodities purchased for the university.Ensures adherence to established policies and procedures as outlined in the Procurement and Contract Management Handbook. Consults with requesting departments for 

detailed information relating to specifications, time limitations, and sources and alternate sources of supply. Provides explanation and interpretation of Purchasing Department policies and practices.Maintains communication with end-user 

departments to provide user-friendly customer services and technical assistance to user departments regarding University purchasing procedures, guidelines and procurement portal navigation.Accesses Automated Purchasing System (Jaggaer 

and PeopleSoft) to process department requisitions and inquire into accounting and receiving systems to track status of purchase orders.Monitors procurements for determination of Historically Underutilized Business (HUB) opportunities and 

insurance compliance in accordance with contractual requirements.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of moderate judgment in application and interpretation of policy, procedures, or 

precedents to problems of well-defined nature.Work requires personal contact with others outside department to effect final determination of problems of recurring but non-routine nature.Demonstrated effective interpersonal skills to 

interact with all levels of employees within the organization.Demonstrated planning and problem solving/investigative skills as required to research inquiries related to job responsibilities.Demonstrated ability to gather data, compile and 

analyze information, and prepare reports.Demonstrated ability to coordinate multiple projects and assignments; high degree of flexibility required.Skilled in both verbal and written communication.Demonstrated ability to provide information 

to staff in a way that maximizes productivity, efficiency and cost-effectiveness.Working ConditionsWork is performed primarily in an office environment. This position is classified as essential and those employed are expected to report to work 

in all conditions unless otherwise directed.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BUYER LEAD 9636 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 4D1 Office-Contracts-Exempt Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal direction to plan, 

coordinate, and administer procurement activities of one or more major procurement sections of Purchasing Department. Provides support to the Purchasing Manager, assigned departments or categories for managing procurement activities. 

Experience and EducationBachelor degree required in a directly related field and five (5) years of directly related experience. Established computer skills, specifically familiarity with Microsoft Windows, Microsoft Office (Excel, Word, PowerPoint 

and Teams). Must have the following certification: Certified Texas Purchasing Manager (C.T.P.M.) or Certified Texas Contract Developer (C.T.C.D.). If not already certified, must obtain certification as outlined above within eighteen (18) months 

of employment (or 3 attempts at the certification exam) by internal scheduling.Job DutiesPlans, coordinates, and supervises organization and activities of one or more major procurement sections to ensure their efficient operation related to 

the purchasing process. Rotates commodity procurement responsibilities to provide cross training for, and complete familiarity with, full range of commodities purchased for the university.Ensures adherence to established policies and 

procedures as outlined in the Procurement and Contract Management Handbook. Consults with requesting departments for detailed information relating to specifications, time limitations, and sources and alternate sources of supply. Provides 

explanation and interpretation of Purchasing Department policies and practices.Maintains communication with end-user departments to provide user-friendly customer services and technical assistance to user departments regarding 

University purchasing procedures, guidelines and procurement portal navigation.Accesses Automated Purchasing System (Jaggaer and PeopleSoft) to process department requisitions and inquire into accounting and receiving systems to track 

status of purchase orders.Monitors procurements for determination of Historically Underutilized Business (HUB) opportunities and insurance compliance in accordance with contractual requirements.Assist in research and facilitate multiple 

procurement methods from which to select suppliers for competitive bidding, direct negotiations, and relationship building while planning and placing purchase orders in support of capital goods and services.Facilitates the sourcing of 

products, equipment, and services for UT Southwestern in collaboration with end-users, Group Purchasing Organizations, Strategic Sourcing, and Contracts Management in alliance with contract compliance and expense reduction 

initiatives.Coordinates with end-users in preparation of procurement strategies.Collaborate with Management and Business Analysts to make recommendations on improvements to internal processes.Compile information and respond to 

internal and external audit requests.Advises Buyers with respect to new and revised institution, University, and State procurement policies and procedures and application and interpretation thereof. Research and facilitate multiple 

procurement methods from which to select suppliers for competitive bidding, direct negotiations, and relationship building while planning and placing purchase orders in support of capital goods and services. Review opportunities to make 

business savings utilizing negotiation and procurement best practices. Assist with conducting supplier business reviews to review Key Performance Indicators (KPI) and overall performance.Collaborate with Management and Business Analysts 

to make recommendations on improvements to internal processes.Reviews contracts to ensure that terms are in accordance with UT Southwestern policies and procedures.Solid understanding of receiving and return to vendor process as it 

relates to resolving Purchase Order three-way match issues.Performs other duties as assigned.Knowledge, Skills & AbilitiesDemonstrated effective interpersonal skills to interact with all levels of employees within the 

organization.Demonstrated planning and problem solving/investigative skills as required to research inquiries related to job responsibilities.Demonstrated ability to gather data, compile and analyze information, and prepare 

reports.Demonstrated ability to coordinate multiple projects and assignments; high degree of flexibility required.Skilled in both verbal and written communication.Demonstrated ability to provide information to staff in a way that maximizes 

productivity, efficiency and cost-effectiveness.Jaggaer eProcurement and People Soft skills preferred.Demonstrated knowledge of the principles, procedures and requirements of financial accounting.Demonstrated ability to provide information 

to staff in a way that maximizes productivity, efficiency and cost-effectiveness.Demonstrated ability to assist in strategic planning and situational analysis.Working ConditionsWork performed primarily in an office environment. This position is 

classified as essential and those employed are expected to report to work in all conditions unless otherwise directed.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

BUYER SR 9648 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 4D1 Office-Contracts-Exempt Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal direction to plan, 

coordinate, and administer procurement activities of one or more major procurement sections of Purchasing Department and to provide support to the Purchasing Manager or assigned departments or categories for managing procurement 

activities.Experience and EducationBachelor's degree in relevant field and two (2) years progressively responsible procurement experience. Prior experience in government procurement helpful. Established computer skills, specifically familiarity 

with Microsoft Windows, Microsoft Office (Excel, Word, PowerPoint and Teams). Jaggaer eProcurement and People Soft skills preferred. May consider additional related years of experience in lieu of degree.Must have the following certification: 

Certified Texas Purchasing Manager (C.T.P.M.) or Certified Texas Contract Developer (C.T.C.D.). If not already certified, must obtain certification as outlined above within eighteen (18) months of employment (or 3 attempts at the certification 

exam) by internal scheduling.Job DutiesPlans, coordinates, and supervises organization and activities of one or more major procurement sections to ensure their efficient operation related to the purchasing process. Rotates commodity 

procurement responsibilities to provide cross training for, and complete familiarity with, full range of commodities purchased for the university.Ensures adherence to established policies and procedures as outlined in the Procurement and 

Contract Management Handbook. Consults with requesting departments for detailed information relating to specifications, time limitations, and sources and alternate sources of supply. Provides explanation and interpretation of Purchasing 

Department policies and practices.Maintains communication with end-user departments to provide user-friendly customer services and technical assistance to user departments regarding University purchasing procedures, guidelines and 

procurement portal navigation.Accesses Automated Purchasing System (Jaggaer and PeopleSoft) to process department requisitions and inquire into accounting and receiving systems to track status of purchase orders.Monitors procurements 

for determination of Historically Underutilized Business (HUB) opportunities and insurance compliance in accordance with contractual requirements.Assist in research and facilitate multiple procurement methods from which to select suppliers 

for competitive bidding, direct negotiations, and relationship building while planning and placing purchase orders in support of capital goods and services.Facilitates the sourcing of products, equipment, and services for UT Southwestern in 

collaboration with end-users, Group Purchasing Organizations, Strategic Sourcing, and Contracts Management in alliance with contract compliance and expense reduction initiatives.Coordinates with end-users in preparation of procurement 

strategies.Collaborate with Management and Business Analysts to make recommendations on improvements to internal processes.Compile information and respond to internal and external audit requests.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment in interpretation of policy and/or application of procedures and practices to work problems.Work requires personal contact outside department, which 

involves explanation of facts, policy, and procedures relating to procurement process.Work requires strong verbal and written communication.Demonstrated effective interpersonal skills to interact with all levels of employees within the 

organization.Demonstrated planning and problem solving/investigative skills as required to research inquiries related to job responsibilities.Demonstrated ability to gather data, compile and analyze information, and prepare 

reports.Demonstrated ability to coordinate multiple projects and assignments; high degree of flexibility required.Demonstrated ability to provide information to staff in a way that maximizes productivity, efficiency and cost-

effectiveness.Working ConditionsWork is performed primarily in an office environment. This position is classified as essential and those employed are expected to report to work in all conditions unless otherwise directed.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CABINETMAKER 5251 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school, vocational school, or GED and three (3) years skilled or journeyman level experience ascabinetmaker in a commercial, institution or healthcare setting; proficiency in the use of large power tools (ex: table saw, circular saw, router, miter 

saw, etc.)Job DutiesConstructs and repairs desks, chairs, cabinets, cases, tables and other wooden office and laboratory furniture, equipment, or parts, using power and hand tools.Fits and matches wood by mitering, doweling, and dovetailing 

cor- ners. Finishes furniture by sanding, staining, varnishing, rubbing and polishing.Installes hinges, locks, handles, glass and other hardware to furniture.Maintains records of time and material for each job.Cleans, maintains, and repairs power 

tools such as saws, planers, lathes, mortising machines, etc. Cleans, oils, and sharpens hand tools, knives and bits.May prepare sketches of work to be done.May supervise maintenance workers or crafts trade trainees.Performs other duties as 

assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CABINETMAKER SR 5252 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 6G Maintenance/Craft-Carpentry SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school, vocational school, or GED and five (5) years skilled or journeyman level experience ascabinetmaker in a commercial, institution or healthcare setting; proficiency in the use of large power tools (ex: table saw, circular saw, router, miter 

saw, etc.)Job Duties1. Creates and designs shop drawings for custom Casework requested by customers/clients across the institution.2. Skilled at itemizing/procuring materials "Take-offs" for fabrication of Casework, shelving, or specialized 

requests.3. Repairs and maintains shop equipment including, but not limited to, table saws, milter saws, drum sanders, etc.4. Repairs and maintains personal shop equipment including, but no limited to, staple guns, nail guns, routers, and 

other hand tools.5. Maintains a clean and safe working environment shop.6. May supervise maintenance workers or crafts trade trainees.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

CARDIAC CATH IR LABORATORY TECHNICIAN U5306 RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B1 Prof Technologist-Card ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited Invasive Cardiovascular Technology or Radiology program. Must be able to read, write and communicate in English. One year experience in a Cardiac Cath/Electrophysiology or Interventional Radiology department.Basic Life Support 

(BLS) and Advanced Cardiac Life Support (ACLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ACA) by first day of employment is required.Job DutiesSets up for procedure adhering to sterile 

technique. Prepares patient by attaching hemodynamic monitoring equipment. Observes and evaluates patient symptoms and responses. Practices patient safety goals.Knows and demonstrates effective aseptic technique throughout the 

performance of procedures. Operates table and positions patient for optimal fluoroscopic visualization. Sets parameters for radiation dose and digital acquisition of images. Provides radiation protection to patient, staff and self by adhering to 

prescribed practices and safety standards.Utilizes technical knowledge and skills to perfrom procedure accurately and in a safe manner in accordance with age specific criteria. Assists the physician as needed during the procedure with insertion 

of catheters, guidewires and other procedural supplies.Records hemodynamic data, patient symptoms and responses. Recognizes and communicates any changes in EKG, blood pressure, oxygen saturation or any other parameters to the 

physician and team.Accurately scans supplies and completes charges after each procedure. Transports patients in a safe manner to/from the CVIR department.Maintains and reports par levels for all products. Restocks rooms and removes 

outdated products.Troubleshoots minor problems with equipment. Notifies supervisor/Biomed as appropriate. Follows archiving quality control measures to ensure the storing of images to the PACS.Assumes accountability for all actions in 

the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error. Effective patient/family advocate. Responds to patient's and/or patient's family's complaints in an appropriate and effective manner. Reports 

complaints to the Manager or their designee in a timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work related problems.Functions in the department as part of an interdisciplinary team 

and collaborates in the cae and service delivery process of patient care through communication with team members and other service lines.Participates in performance improvement activities as directed. Attends at least 80% of scheduled 

staff meetings and attends 100% of mandatory educational sessions. Works cooperatively with all staff and supports staff new to the environment.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

CARDIAC DEVICE RN II - IMAGING U6060 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A2 Registered Nurse II NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThis position works under general 

supervision of physician, and/or imaging and nursing supervisor to provide care and treatment to patients with diagnostic and therapeutic imaging needs and patients requiring management of cardiac rhythm devices.Experience and 

EducationOne (1) year experience in an acute care setting is preferred. Excellent IV skills required, as well as excellent communication and customer service skills. Two (2) years' experience with interrogation, troubleshooting, and 

reprogramming of implantable cardiac devices preferred but not required.Graduate of an approved/accredited nursing program either by a governmental authority, nursing board, or a licensing authority which has jurisdiction over 

approval/accreditation of nursing programs (Texas BON 217.1). Must be able to read, write and communicate in English. Current Texas (or BNE Compact State) license, BSN preferred. Current Basic Life Support (BLS) certification, course 

accredited by the American Heart Association (AHA) or American Red Cross (ARC). Current Advanced Cardiac Life Support (ACLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Successful 

completion of approved device training required within 6 months of employment. Professional certification in a nursing organization is preferredJob DutiesPerform evaluation and reprogramming of implantable devices, including pacemakers, 

defibrillators and loop recorders. Perform monitoring and other related non-invasive cardiac diagnostic procedures. Analyze results from device interrogations and report findings to physicians and/or nursing personnel. Perform device 

management and documentation using designated cardiology information systems.Providing care to patients in the Magnetic Resonance Imaging (MRI) setting, working collaboratively with the MRI staff and providers, following MRI safety 

policy and procedures.Performs and accurately documents physical, psychosocial, and emotional assessments. All assessments take into consideration age specific criteria (children, adolescents, adults and elder adults).Actively anticipates 

patients and/or patient's family needs and expectations and utilizes these in conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. 

Maintains and utilizes competencies per unit expectation.Identifies and implements appropriate nursing interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active 

coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a collaborative fashion. Shares information and observations of the patient and/or patient's family in a manner that advocates for optimal 

patient care. Appropriately prioritizes nursing interventions based upon completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as 

appropriate. Actively involves patient in plan of care and keeps patient, family and/or care-giver informed. Evaluates implemented interventions and modifies care according to the evaluation. Documents interventions and modifications to the 

plan of care in an accurate and timely manner. Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA standards, into the 

provision of safe, quality patient care, utilizing current literature, and research. Practices in accordance with our Professional Practice Model - "Relationship Based Care" and delivers care using our Care Delivery System "PACE" - Patient Focused, 

Accountable, Coordinated and Continuous and Evidence Based. Provides appropriate and timely answers and/or education to patients, patient's families, significant others and/or caregivers. Completes accurate and timely documentation of all 

education provided including discharge plan of care. Assesses competence, obtains feedback/evaluation of understanding from patient, family, significant others and/or caregivers. Demonstrates effective communication based on individual 

patient needs and learning preferences. Welcomes and orients patient, family, significant other and/or caregiver to the unit. Encourages patient/family participation in care. Reviews personalized patient plan of care with patient/family every 

shift. Updates white boards accordingly and sets daily goals with patient input. Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes hourly rounds on patients and communicates 

when they will return.Advocate for resources and support that enhance patient safety and unit/hospital based initiatives. Participates in evaluating data to guide decisions regarding unit / department budget formulation and 

implementationPerforms Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-workers accountable for their behavior and compliance with policies and standards. Actively intervenes when patient safety 

is at risk.Performance Improvement: Accountable for patient care and quality/safety initiatives (EX: patient safety, patient satisfaction, core measures, and infection control). Participates in multidisciplinary quality and practice improvement 

teamsShares professional and technical information with colleagues and students. Offers self as a resource as needed to others (Ex: preceptor, charge, mentor, unit expert, lends a hand when needed). Participates in meetings and on 

committees and represents the department and hospital in community outreach. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or 

caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting 

human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to actively anticipate patient and/or patient's family needs and expectations and utilizes these in conjunction with the 

CARDIAC DEVICE SPECIALIST 1615 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3B1 Prof Technologist-Card ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelors degree in 

health, science, nursing, or related field, or equivalent combination of education and experience required. Two (2) years experience with interrogation, troubleshooting, and reprogramming of implantable cardiac devices required.Basic Life 

Support (BLS), accredited by the American Heart Association (AHA) or American Red Cross (ARC), required.Job DutiesPerform evaluation and reprogramming of implantable pacemakers, defibrillators and loop recorders.Perform ambulatory 

monitoring and other related non-invasive cardiac diagnostic procedures.Analyze results from device interrogations and report findings to clinic physicians and/or nursing personnel.Perform device management and documentation using 

designated cardiology information systems.Demonstrate exceptional clinical and problem solving skills. Utilize specialized knowledge of medical terminology and cardiac anatomy and physiology.Perform or assist with other related cardiac 

procedures.Perform other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



CARDIAC DEVICE SPECIALIST LEAD 1614 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3B1 Prof Technologist-Card ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides technical and operational 

leadership for cardiac device clinic staff (device specialists and CSAs). Partner with clinic and physician leadership (CSA and RN supervisors, clinic manager, and medical director) to effectively and efficiently resolve any operational or technical 

issues as they arise.Experience and EducationBachelor's degree in health, science, nursing, or a related field, or equivalent combination of education and experience required. Five (5) years' experience with interrogation, troubleshooting, and 

reprogramming of implantable cardiac devices. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Job DutiesProvides leadership, guidance, and working supervision to 

device clinic staff.Assists with the planning, coordination, and scheduling of technical aspects of cardiac device clinic services. Coordinates the specialists and their work assignments to ensure proper distribution of workload. Ensures adequate 

staffing by submitting a monthly schedule to the manager and ensures adequate utilization of equipment. Ensures technical competency of all technologists with oversight in the operation. Ensures all technical staff are capable of evaluating 

and reprogramming pacemakers, defibrillators, and loop recorders from every manufacturer. Establishes safety policies with manager. Establishes and standardizes technical operational protocols and procedures. Makes policy 

recommendations within scope of responsibility. Spends at least 75% of time in clinical setting preforming evaluation and reprogramming of implantable pacemakers, defibrillators and loop recorders. Maintains turnover time at or below set 

standards. Perform ambulatory monitoring and other related non-invasive cardiac diagnostic procedures. Analyze results from device interrogations and report findings to clinic physicians and/or nursing personnel. Performs device 

management and documentation using designated cardiology information systems.Demonstrates exceptional clinical and problem-solving skills. Utilize specialized knowledge of medical terminology and cardiac anatomy and physiology. 

Performs or assists with other related cardiac procedures. Ensures a neat, clean, and safe environment; and performs quality control testing as needed. Ensures all equipment is in proper working order, notifies Biomed for PMs, reports 

defective and malfunctioning equipment as needed and scheduling down time. Works with Manager regarding documentation of all reports and suggested or requested actions. Perform other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires advanced customer service and patient care skills. Work requires specialized knowledge of medical terminology, and anatomy and physiology. Work requires ability to complete work in accurate and timely manner.Work 

requires ability to use and maintain cardiac equipment as required by clinical area. Telephone and personal contact with nursing staff, clinical and research faculty, and outside organizations regarding patients, tests, and/or clinical work.Work 

may require sitting or standing for long periods of time and detailed work that requires high degree of accuracy.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment and may involve exposure to human 

blood and tissues. Walking, standing, bending, turning and stooping. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

CARDIAC REHAB PROGRAM LEAD U9701 Y T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryEmployee will lead the clinical 

implementation of best clinical practices of the program and will be responsible for maintaining clinical excellence. He/she will maintain knowledge and understanding of best practices (ACVPR conferences), and a high level of quality. 

Responsible for implementing (quality/clinical) goals to deliver a comprehensive cardiac rehabilitation care clinic. Experience and EducationGraduate of an accredited Exercise Science program or Advanced Provider Practitioner. Three (3) years' 

experience as an Exercise Physiologist, Cardiac Rehab Nurse and/or Advanced Provider Practitioner. ACSM Registered Clinical Exercise Physiologist; BCLS or Advanced Provider Practitioner. Current Basic Life Support (BLS) certification, course 

accredited by the American Heart Association (AHA) or American Red Cross (ARC).Current Advanced Cardiac Life Support (ACLS) certification, course accredited by AHA or ARC. Specialty areas may have increased certification/license 

requirements as dictated by unit or standard of care.Job DutiesAdheres and facilitates adherence by other personnel to all policies and procedures, ACSM, AACVPRs, TJC standards, and nationally recognized standards of Cardiac Rehabilitation 

practice. Reviews staffing assignments and revises as necessary to meet the specific needs of the patients on a shift-by-shift basis. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe 

delivery of care.Directly supervises and evaluates the provision of patient care. Conducts weekly chart audits and provides feedback to other staff members as needed. Utilizes chain of command for unresolved or escalating issues as needed. 

Advocates for patients and staff to provide for safe delivery of care and/or a safe environment of care.Demonstrates flexibility and willingness to provide coverage during shifts when staffing crisis/shortage occurs. Maintains direct care clinical 

competency appropriate for patient population served. Responsible for maintaining / improving / implementing plans for standard clinic competencies (Ex: chart documentation).Assures first person reporting of events through the event 

reporting system. Ensures all staff are competent in entering event reports and serves as a resource when necessary. Investigates facts of event reports. Facilitates timely receipt of these reports for follow-up by the Department Manager. 

Notifies Management of Clinical Safety immediately of high-risk situations.Actively participates in routine/special patient care conferences, staff meetings, special projects, development, implementation and evaluation of performance 

improvement activities directed by the Heart Lung Vascular Department. Maintains Cardiac Rehab Data for quality registry purposes and provides update on a monthly basis to all main stakeholders. Will also oversee Cardiac Rehab program 

certification in collaboration with Dept. Leadership. Assumes delegated responsibility for inventory control of equipment and supplies to ensure safe and effective patient care. Facilitates timely return of rented or borrowed specialty 

equipment. Solicits staff input regarding equipment and supply needs for the unit.Assists and supports personnel in identification and participation in evidenced based practice and clinical research. Knowledge, Skills & AbilitiesMust be able to 

read, write and communicate in English. Working ConditionsWork is performed primarily in an office or clinic environmentAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for 

Human Resources Administration or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic 

information, citizenship status, or veteran status.

CARDIAC RGSTRY SPEC U3006 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3K Regulatory Compliance Jr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  

-  Bachelors degree or 5 years related experience.  Knowledge of medical terminology.  Must be able to read, write and communicate in English.

-  RN preferred; CPHQ is a plus

-  Five (5) years experience in direct core measures or registry data abstraction using electronic medical record and data management Job Duties  1.  Review and abstracts relevant information from patient electronic medical records utilizing 

regulatory measures and criteria.  Enters data into data base (registries or core measures) accurately and in a timely manner.2.  Act as facilitator and mentor of departments or committees involved in performance improvement for the 

monitored quality indicators.'3.  Assist in development and education related to quality improvement processes.'4.  Coordinate meetings and assist or manage quality improvement projects.5.  Meet deadlines for reporting quality indicators to 

external agencies.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CARDIAC SONOGRAPHER 5304 RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B1 Prof Technologist-Card CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under moderate supervision 

to provide professional and technical skills involving use of ultrasound in medical diagnosis and evaluation of patients. Performs both clinical and/or research protocols. Experience and EducationCurrent ARDMS registry in Adult 

Echocardiography -or- Successful completion of an ultrasound or cardiovascular technology program which includes verified didactic & supervised clinical exp. in Echocardiography. These programs should be accredited by either the 

commission on Accreditation of Allied Health Education Programs (CAAHEP) or the Candian Medical Association (CMA). New hires will be required to pass the ARDMS or CCI credentialing exam within one year of employment. Basic Life Support 

(BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required. One year of cardiovascular sonography experience preferred.Job DutiesFacilitates patient throughput and enhances patient 

satisfaction with testing process. Checks computer for new orders, reviews physician's orders on patient's chart. Identifies patients via two methods. Explains procedure to be done. Protects patient's privacy. Transports patients in a safe and 

timely fashion.Reviews patient chart to include patient's history and clinical diagnosis. Recognizes significant clinical information and historical facts, which may affect the echo study, from patient interview and medical record.Positions patient 

to optimize quality of test results. Utilizes appropriate transducers/equipment as required during performance of procedure Watches the patient for signs or symptoms of possible complications and/or other intolerances. Promptly notifies 

nurse/physician of changes in patient status.Records all measurements. Does mathematical calculations accurately; calculates mathematical and algebraic functions. Enters correct patient information.Demonstrates the ability to accurately 

perform ultrasound procedures including but not limited to Cardiac Doppler, Color Flow Doppler, Two Dimensional Echo, Tran esophageal Echo, pharmacological echo studies, stress echo. Learns new modalities as they become 

available.Provides best image quality within the limitations imposed by available resources. Delineates normal and abnormal anatomic structures, physiology and hemodynamics. Recognizes examination findings that may require immediate 

clinical response and notifies the interpreting physician or other appropriate physician.Archives and retrieves studies. Provides proper care and use of digital echo system, including all transducers and probes, according to manufacturers 

suggestions. Checks bi-weekly to ensure that all studies have been read and finalized, notifying the reading cardiologist and the Medical Director of Non-Invasive Cardiology of delinquent reports. Troubleshoots minor problems and contacts 

appropriate HIS coordinator for system problems.Logs all procedures for charging purposes, and ensures that the Cardiology Office receives log prior to the end of the day.Assumes accountability for all actions in the workplace. Reports errors 

promptly and takes appropriate follow-up action to rectify the error. Effective patient/family advocate. Responds to patient's and/or patients family's complaints in an appropriate and effective manner. Reports complaints to the Manager or 

their designee in a timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work related problems.Participates in performance improvement activities as directed. Attends at least 80% of 

scheduled staff meetings and attends 100% of mandatory educational sessions. Works cooperatively with all staff and supports staff new to the environment.Duties performed may include one or more of the following core functions: a) 

Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient 

beds. Must be able to help lift and turn patients.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CARDIAC SONOGRAPHER U5304 RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B1 Prof Technologist-Card CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationCurrentARDMS registry 

in Adult Echocardiography -or- Successful completion of an ultrasound or cardiovascular technology program which includes verified didactic & supervised clinical exp. in Echocardiography.These programs should be accredited by either the 

commission on Accreditation of Allied Health Education Programs(CAAHEP) or the Candian Medical Association (CMA). New hires will be required to pass the ARDMS or CCI credentialing exam within one year of employment. Basic Life Support 

(BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)required. One year of cardiovascular sonography experience preferred. Job DutiesFacilitates patient throughout and enhances patient 

satisfaction with testing process. Checks computer for new orders and reviews physician's orders on patient's chart. Identifies patients via two methods. Explains procedure to be done. Protects patient's privacy. Notifies Transport in a timely 

fashion, if unavailable tech will transport patient.Reviews patient chart to include patient's history and clinical diagnosis. Recognizes significant clinical information and historical facts, which may affect the echo study, from patient interview 

and medical record.Positions patient to optimize quality of test results. Utilizes appropriate transducers/equipment as required during performance of procedure. Watches the patient for signs or symptoms of possible complications and/or 

other intolerances. Promptly notifies nurse/physician of changes in patient status.Records all measurements. Does mathematical calculations accurately; calculates mathematical and algebraic functions. Enters correct patient 

information.Demonstrates the ability to accurately perform ultrasound procedures including but not limited to Cardiac Doppler, Color Flow Doppler, Two Dimensional Echo, Tran esophageal Echo, pharmacological echo studies, stress echo. 

Learns new modalities as they become available.Provides best image quality within the limitations imposed by available resources. Delineates normal and abnormal anatomic structures, physiology and hemodynamics. Recognizes examination 

findings that may require immediate clinical response and notifies the interpreting physician or other appropriate physician.Archives and retrieves studies. Provides proper care and use of digital echo system, including all transducers and 

probes, according to manufacturers suggestions. Checks bi-weekly to ensure that all studies have been read and finalized, notifying the reading cardiologist and the Medical Director of Non-Invasive Cardiology of delinquent reports. 

Troubleshoots minor problems and contacts appropriate HIS coordinator for system problems.Logs all procedures for charging purposes, and ensures that the Cardiology Office receives log prior to the end of the day.Assumes accountability 

for all actions in the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error.Effective patient/family advocate. Responds to patient's and/or patients family's complaints in an appropriate and effective 

manner. Reports complaints to the Manager or their designee in a timely manner. Utilizes the chain of command appropriately to to resolve patient, operational, or personal work related problems.Works cooperatively with all staff and 

supports staff new to the environment. Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and attends 100% of mandatory educational sessions.Performs other duties as assigned. 

**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CARDIAC SONOGRAPHER LEAD 5300 RA4 $58,363.00 $89,038.00 $119,711.00 $4,863.58 $7,419.83 $9,975.92 $224.47 $342.45 $460.43 $28.06 $42.81 $57.55 N 3B1 Prof Technologist-Card CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under the direct supervision of 

the Cardiac Testing Manager. Provides technical leadership for cardiac testing activities (Sonographers, Nurses and Exercise Physiologist). Partner with respective Cardiology clinic supervisors (CSA and RN) when dealing with issues and 

workflows of testing activities. Daily communication and reporting to Cardiac Testing Manager regarding operational concerns pertaining to cardiac testing. Experience and EducationGraduate of an accredited Sonography program with an 

Associate's degree. Five (5) years cardiovascular sonography experience. Experience may be considered in lieu of education.Current Registered Diagnostic Medical Sonography licensure; Basic Life Support (BLS) certification, course accredited by 

the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesAssists with the planning, coordination, and scheduling of technical aspects of cardiac sonography services. Coordinates the technologists and their work 

assignments to ensure proper distribution of workload. Ensures adequate staffing by submitting a monthly schedule/call coverage to the manager and ensures adequate utilization of equipment. Ensures technical compentency of all 

technologists with oversight in the operation. Ensures all technical staff are capable of operating all equipment to consistently produce quality imaging. Establishes safety policies with manager. Obtains and processes studies, transmits studies 

uploads studies to Xcelera. Ensures quality of images and data integrity in Xcelera. Ensures continuity of sonographic methods and procedures.Establishes and standardizes technical operational protocols and procedures. Assists with 

establishing technical research protocols & processes. Makes policy recommendations within scope of responsibility.Spends at least 75% of time in the clinical setting performing procedures. Assists with coordinaton of schedule for add-on 

echo patients and emergency procedures. Maintains study turnover time at or below set standards.Ensures a neat, clean and safe environment; and, performs quality control testing as needed. Ensures all equipment is in proper working order, 

notifies Biomed for PMs, reports defective and malfunctioning equipment as needed and scheduling down time. Works with Manager regarding documentation of all reports and suggested or requested actions.Responsible for establishing and 

maintaining technical supply par levels. Recommends the procurement of supplies and equipment.Provides guidance to all cardiac sonography technologists and provides advice and solutions to work problems. Plans, coordinates and 

participates in all in-service educational training of technologists.Coordinates efforts to apply for and to maintain Echocardiography Lab Accreditation.Provides timely reports for manager, as needed, on section operations, volume of 

examinations, productivity, operational problems, QA meetings, for ICAEL, etc. Responsible for identifying issues and initiating technical performance improvement measures; identifying and resolving technical and operational issues.Attends 

at least 80% of scheduled staff meetings and 100% of mandatory educational sessions. Displays adaptability, flexibility, creativity, priority setting and assistance to all staff, management and physicians.Responsible for the training and 

orientation of all new technical employees and technical students. Provide education and utilize resources. Provides input for job performance evaluations.Duties performed may include one or more of the following core functions: a) Directly 

interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) 

Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be 

able to help lift and turn patients.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CARDIAC SONOGRAPHER LEAD U5300 RA4 $58,363.00 $89,038.00 $119,711.00 $4,863.58 $7,419.83 $9,975.92 $224.47 $342.45 $460.43 $28.06 $42.81 $57.55 N 3B1 Prof Technologist-Card CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited Sonography program with an Associates Degree, current Registered Diagnostic Medical Sonography licensure, Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC), and five years cardiovascular sonography experience. Must be able to read, write and communicate in English. Job DutiesAssists with the planning, coordination, and scheduling of technical aspects of cardiac sonography services. 

Coordinates the technologists and their work assignments to ensure proper distribution of workload. Ensures adequate staffing by submitting a monthly schedule/call coverage to the manager and ensures adequate utilization of 

equipment.Ensures technical competency of all technologists with oversight in the operation. Ensures all technical staff are capable of operating all equipment to consistently produce quality imaging. Establishes safety policies working. 

Obtains and processes studies uploads studies to Xcelera. Ensures quality of images and data integrity in Xcelera. Ensures continuity of sonographic methods and procedures.Establishes and standardizes technical operational protocols and 

procedures. Assists with establishing technical research protocols & processes. Makes policy recommendations within scope of responsibility.Spends at least 75% of time in the clinical setting performing procedures. Assists with coordinaton 

of schedule for add-on echo patients and emergency procedures. Maintains study turnover time at or below set standards.Ensures a neat, clean and safe environment; and, performs quality control testing as needed. Ensures all equipment is 

in proper working order, notifies Biomed for PMs, reports defective and malfunctioning equipment as needed and scheduling down time. Works with Manager regarding documentation of all reports and suggested or requested 

actions.Responsible for establishing and maintaining technical supply par levels. Recommends the procurement of supplies and equipment.Provides guidance to all cardiac sonography technologists and provides advice and solutions to work 

problems. Plans, coordinates and participates in all in-service educational training of technologists.Coordinates efforts to apply for and to maintain Echocardiography Lab Accreditation.Provides timely reports for manager, as needed, on 

section operations, volume of examinations, productivity, operational problems, QA meetings, for ICAEL, etc.Responsible for identifying issues and initiating technical performance improvement measures; identifying and resolving technical 

and operational issues.Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions. Displays adaptability, flexibility , creativity, priority setting and assistance to all staff, management and 

physicians.Responsible for the training and orientation of all new technical employees and technical students. Provide education and utilize resources. Provides input for job performance evaluations. **Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CARDIOVASCULAR RN PRGM COORD P5597 Y P40 $61,240.00 $100,351.00 $123,562.00 $5,103.33 $8,362.58 $10,296.83 $235.54 $385.97 $475.24 $29.44 $48.25 $59.40 N 3A27

Specialized Nurse-RN Coord 

Sr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

Coordinate efforts with Health System Physician Referring Service, Health System liaisons, RN coordinators and clinic management to provide stream-lined, efficient systems of referral management and service recovery.Experience and 

EducationRN, BSN required; Three (3) years' Nursing experience. Cardiology/Cardiovascular preferred. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required.Job 

DutiesReceives and provides immediate responses to inquiries and patient referrals. Establishes immediate relationship between referral sources and hospital.Serve as the clinical link between the referring physician office and HLV. Facilitates 

communication with referring doctors for patients seen in clinics and for patients discharged from the hospital.Coordinates efforts with Health System Physician Referring Service, Health System liaisons, RN coordinators and clinic management 

to provide stream-lined, efficient systems of referral management and service recovery.Coordinates bed placement and medical transportation as needed.Interfaces with other hospital departments (I.e., infection control, admitting, pastoral 

care, and nursing) and physicians to facilitate admission process.Interfaces with patients as a liaison to facilitate their first visit at UTSW and assists in obtaining records before new patient evaluation.Assists with obtaining clearances needed 

for treatment and care.Works closely with interdisciplinary core team and oversees referral/intake process to ensure patient has all necessary items needed for meaningful visit.Assign clinical duties as needed to ensure effective workflows, 

patient care requirements are meet and clinical quality and safety measures are followed.Resource to patients, and families, regarding social services, financial aid and outside resources availableReviews referrals, verify information. Determines 

appropriateness of referral based on established criteria and assures that all patients work up and resulting reports are provided in accordance with protocols.Establishes & maintains infrastructure to monitor referring physician practice 

patterns, alerts team to any change in referral patterns.Tracks data regarding intake and referral sources.Coordinates efforts with Health System Physician Referring Service, Health System liaisons, RN coordinators and clinic management to 

provide streamlined, efficient systems of referral management and service recovery.Responsible for training future/new coordinatorsDevelopment and maintenance of process maps detailing throughput from intake to procedure.Development 

and maintenance of education materials for staff and patients. Participates in clinic, facilitates work up and provides education as appropriate.Participates in inpatient rounding and/or post procedure rounding as deemed appropriate by 

team.Works closely with Quality team to include but not limited to maintaining and validating data, investigating fall outs, performing RCA, participating and/or leading PI projectsEnsures all quality metrics are completed by staff during clinic 

visit(s) per protocols by staff the meet registry requirements.Provides on-call coverage as deemed appropriate by team.Performs other duties as assigned.Knowledge, Skills & AbilitiesComputer skills including EMR (EPIC); Basic 

Excel.Presentation skills, comfortable presenting and speaking to data and processes in multidisciplinary meetings.Organized and ability to multitask.Constant walking, standing, bending, turning, and stopping. Pushing and pulling heavy 

objects such as patient beds. Must be able to help lift and turn patients.Working ConditionsWork is performed in any UT Southwestern Pharmacy or campus building.Any qualifications to be considered as equivalents in lieu of stated 

minimums require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CARDIOVASCULAR RN PRGM COORD U5597 P40 $61,240.00 $100,351.00 $123,562.00 $5,103.33 $8,362.58 $10,296.83 $235.54 $385.97 $475.24 $29.44 $48.25 $59.40 E 3A27

Specialized Nurse-RN Coord 

Sr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryWorks under limited supervision to 

Coordinate efforts with Health System Physician Referring Service, Health System liaisons, RN coordinators and clinic management to provide stream-lined, efficient systems of referral management and service recovery.MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCERN, BSN required; Three (3) years Nursing experience. Cardiology/Cardiovascular preferred. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American 

Red Cross (ARC) required.ESSENTIAL FUNCTIONSJob Duties1. Receives and provides immediate responses to inquiries and patient referrals. Establishes immediate relationship between referral sources and hospital.2. Serve as the clinical link 

between the referring physician office and HLV. Facilitates communication with referring doctors for patients seen in clinics and for patients discharged from the hospital.3. Coordinates efforts with Health System Physician Referring Service, 

Health System liaisons, RN coordinators and clinic management to provide stream-lined, efficient systems of referral management and service recovery.4. Coordinates bed placement and medical transportation as needed5. Interfaces with 

other hospital departments (I.e., infection control, admitting, pastoral care, and nursing) and physicians to facilitate admission process.6. Interfaces with patients as a liaison to facilitate their first visit at UTSW and assists in obtaining records 

before new patient evaluation.7.  Assists with obtaining clearances needed for treatment and care8. Works closely with interdisciplinary core team and oversees referral/intake process to ensure patient has all necessary items needed for 

meaningful visit9. Assign clinical duties as needed to ensure effective workflows, patient care requirements are meet and clinical quality and safety measures are followed.10. Resource to patients, and families, regarding social services, financial 

aid and outside resources available11. Reviews referrals, verify information. Determines appropriateness of referral based on established criteria and assures that all patient work up and resulting reports are provided in accordance with 

protocols.12.  Establishes & maintains infrastructure to monitor referring physician practice patterns; alerts team to any change in referral patterns.13. Tracks data regarding intake and referral sources.14. Coordinates efforts with Health 

System Physician Referring Service, Health System liaisons, RN coordinators and clinic management to provide streamlined, efficient systems of referral management and service recovery.15. Responsible for training future/new 

coordinators16. Development and maintenance of process maps detailing throughput from intake to procedure17. Development and maintenance of education materials for staff and patients.18. Participates in clinic, facilitates work up and 

provides education as appropriate19. Participates in inpatient rounding and/or post procedure rounding as deemed appropriate by team20. Works closely with Quality team to include but not limited to: maintaining and validating data, 

investigating fall outs, performing RCA, participating and/or leading PI projects21. Ensures all quality metrics are completed by staff during clinic visit(s) per protocols by staff the meet registry requirements22. Provides on-call coverage as 

deemed appropriate by team.23. Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESComputer skills including EMR (EPIC); Basic Excel.Presentation skills, comfortable presenting and speaking to data and processes in 

multidisciplinary meetingsOrganized and ability to multitaskConstant walking, standing, bending, turning, and stopping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients.The following is the 

acronym, "PACT", and is fundamental to all non-clinical positions at UT Southwestern Medical Center:P-Problem Solving: Employees take ownership in solving problems effectively, efficiently, and to the satisfaction of customers, or managers. 

They show initiative in addressing areas of concern before they become problems.A-Ability, Attitude and Accountability: Employees exhibit ability to perform their job and conduct themselves in a professional and positive manner reflecting a 

professional environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who are our Customers? Anyone who requests our help, needs our work product, or receives our 

services. Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely delivery and communication. Sharing ideas with others helps expand our contribution to 

department goals.T-Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work product and customer service, and in maintaining a satisfying, caring environment for each 

other.WORKING CONDITIONSWork is primarily performed in outpatient setting. However, there will be hospital components such as rounding on patients with the team.Any qualifications to be considered as equivalents in lieu of stated 

minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion



CARDIOVASCULAR SCHEDULER U2124 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 4B6

Office-Scheduling 

Coordinator CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Cardiovascular Services Scheduler 

completes daily functions of the diagnostic and/or point of service schedulers which includes but not limited to outpatient laboratory, imaging, interventional and/or electrophysiology procedures. The Scheduler is responsible for answering 

incoming calls, verifying patient information, scrubbing EP/Interventional schedules on a daily basis to ensure proper room utilization (Rooms 8,7, 9, 10, 11 & 12) and optimization of services provided in our CVIR area. Additionally, the 

Scheduler will be responsible for scheduling appointments and/or procedures; and should be able to directly interact with various hospital partners and patients while maintaining a patient-centered attitude with compassion. The Scheduler 

should aim to be part of an elite team that supports UT Southwestern operations and initiatives. MINIMUM QUALIFICATIONSTwo (2) years' experience of surgery/procedure scheduling required; three (3) years preferred. High School graduate 

or HS equivalent; years of college preferred. Basic PC/software application skills; Radiology Information System/Scheduling applications preferred.ESSENTIAL FUNCTIONSJob Duties: Schedules all interventional & electrophysiology procedures in 

accordance with established protocols, collects required patient information, and accurately communicates patient preparation instructions. Completes patient pre-registration, insurance verification and patient out of pocket estimate, 

explaining patient out of pocket costs and UTSW pre-payment policy to patients at the time of scheduling. Works closely with Management/Service Line administration to ensure efficient scheduling of all department resources. Communicates 

timely information to the Ordering Physician's Office pertaining to outpatient scheduling conflicts, rescheduled appointments, and no shows.Provides the Ordering Physician Office with a procedure appointment date/time within 24 hours for 

STAT requests, escalating to department leadership as appropriate.Manages Schedule Order work queues according to daily assignment, maintaining service standards for contacting patients to schedule imaging appointments.Manages 

documents received via e-mail or electronic fax, scanning as appropriate to the electronic patient record.Provides all patients with the necessary information (FAQ's & instructions) prior to their procedure (via MyChart, Secured Email, 

Mail)Answers all incoming phone calls in a professional manner while responding to high call volume in a timely manner, paying attention to inbound call dashboard, patient hold times and agents available.Maintains readiness to work outside 

of normal business location as per the needs of the department to provide coverage in designated clinical locations.Attends all Lunch & Learns that are provided by the CV service line that aligns to their day-to-day functions. Maintains quality, 

productivity and time and attendance standards as defined by manager. Participates as needed with any scheduling application upgrades and/or transitions.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires at 

least one year of scheduling experience.The following is the acronym, "PACT", and is fundamental to all clinical positions at UT Southwestern Medical Center:P-Problem Solving: To achieve excellence in patient care and service, all employees 

are expected to take ownership in solving problems effectively, efficiently and to the satisfaction of the patient.A-Ability, Attitude and Accountability: In keeping with a professional healthcare environment, all employees are expected to have 

the ability to perform their jobs and to appear and conduct themselves in a professional and positive manner.C-Communications and Compassion: It is our goal that all our communications are clear, courteous, timely, and delivered with 

compassion, respect and appropriate confidentiality.T-Teamwork: In our medical environment, our patients regard every employee they encounter as a member of the Southwestern Medical Center team. Our goal is to individually work hard 

to contribute to our team, support our co-workers, and to achieve not only excellent patient care and service, but also a satisfying, caring environment for each other.WORKING CONDITIONSWork is performed primarily in a hospital or hospital 

clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

CARE COORD - CARE COORDTN U9887 Y P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A21 Specialized Nurse-Care Coord NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited Nursing program required. Current Texas (or NLC Nursing Licensure Compact) license. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Preferred 

Bachelor of Science in Nursing. Preferred two (2) years of RN experience. Preferred experience in an acute care hospital setting. Job DutiesLeads multidisciplinary team developing, refining, updating, and communicating plan of care for defined 

patient population.Implements clinical pathways including educational needs of patients/families, monitoring and updating for deviation from plan.Partners with community liaisons to proactively manage care transitions assuring seamless 

transitions between care settings and communications with ongoing providers.Collaborates with Social Work, Utilization Review, Clinical Documentation Specialists, and others as necessary to maximize financial/care resources for patient and 

family.Coordinates care with care team to maximize patient throughput and minimize length of stay.Rounds on patients daily to monitor & assure effective patient/family preparation for discharge assuring completion of learning/discharge 

objectives prior to time of planned discharge.Communicates effectively with other health care providers, patients, families, other hospital personnel and visitors. Demonstrates effective communication with adolescents, adults and older 

adults.Act as a liaison with various departments and ancillary services to ensure all pending orders and results are received in a timely manner.Ensures follow up appointments are scheduled prior to patient discharge. Responsible for ensuring 

that discharge instructions related to care coordination needs are documented in discharge instructions and that those elements are understood by patient and family/caregiver.Collaborates with physicians, unit manager, unit staff, and 

interdisciplinary team to ensure safe and timely discharge.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CARE COORD - REHAB - Level II U1100 Y P40 $61,240.00 $100,351.00 $123,562.00 $5,103.33 $8,362.58 $10,296.83 $235.54 $385.97 $475.24 $29.44 $48.25 $59.40 E 3A27

Specialized Nurse-RN Coord 

Sr NURS HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Three years 

experience as a RN in specialty area. Graduate of an accredited Nursing program, BSN required. Must be able to read, write and communicate in English. Current Texas (or BNE Compact State) license;  current Basic Life Support (BLS).Current 

Texas (or BNE Compact State) license;  current Basic Life Support (BLS)Three years experience as a RN in specialty area.-  Graduate of an accredited Nursing program, BSN required. Must be able to read, write and communicate in English.  

-  Three (3) yrs. experience in medical rehabilitation; familiarity with Functional Independence Measures; experience in relationship development and managed care. 

-  Current Texas (or BNE Compact State) license;  current Basic Life Support (BLS), Functional Independence Measurement (FIM) certification. RN, CRRN preferred; Job Duties  Leads multidisciplinary team developing, refining, updating, and 

communicating plan of care for defined patient population.Implements clinical pathways including educational needs of patients/families, monitoring and updating for deviation from plan.Partners with community liaisons to proactively 

manage care transitions assuring seamless transitions between care settings and communications with ongoing providers.Collaborates with Social Work, Utilization Review, Clinical Documentation Specialists, and others as necessary to 

maximize financial/care resources for patient and family.Coordinates care with care team to maximize patient throughput and minimize length of stay.Rounds on patients daily to monitor & assure effective patient/family preparation for 

discharge assuring completion of learning/discharge objectives prior to time of planned discharge.Communicates effectively with other health care providers, patients, families, other hospital personnel and visitors.  Demonstrates effective 

communication with adolescents, adults and older adults.Act as a liaison with various departments and ancillary services to ensure all pending orders and results are received in a timely manner.Ensures follow up appointments are scheduled 

prior to patient discharge. Responsible for ensuring that discharge instructions related to care coordination needs are documented in discharge instructions and that those elements are understood by patient and family/caregiver.Collaborates 

with physicians, unit manager, unit staff, and interdisciplinary team to ensure safe and timely discharge.Collaborates with other disciplines, physicians and payers to assess and document appropriateness of inpatient admission to the hospital  

criteria in Rehabilitation as regulated by CMS to ensure continuity of care and cost effectiveness.  Act as liaison between multiple medical, other hospital and community case management programs and personnel, particularly to improve 

continuity, efficiency of care and appropriate safe disposition for the patient.  Maintains competencies specific to Rehabilitation and in other areas as mandated by accrediting organization (CARF).  In addition, will cross cover for Prospective 

Payment System coordinator.Facilitates special family meetings with interdisciplinary team and acts as liason to address non compliance with rehabilitation criteria and medical necessity.  Assists providers to determine  appropriateness of 

hospitalization stay and/or faciltates transfer to appropriate treatment facilities based on medical necessity and needed level of care.  Develops/Implements clinical pathways including educational needs of patients/families and/or staff, 

monitoring and updating for deviation from plan.Collaborates with physicians and staff regarding medical necessity for admission, continued stay or alternative treatment facilities/levels of care.  Ensure and expedite appropriate patient 

disposition-hospital admission, transfer to another facility or level of care.  Ensure compliance with standards of regulatory and accreditation agencies, including EMTALA.  Facilitates admission  to transitional cognitive facilities by reviewing 

and providing medical information and working closely with Social Work.Collaborates with Social Work, Utilization Review, and any others as necessary to maximize financial/care resources for patient and family.Facilitates Team/Family 

conference as mandated by CARF Medical Rehabilitation Standards Manual and includes those team members who are necessary to communicate; diagnoses, impairments, activity limitations, participation restrictions, and environmental 

needs.  This meeting will address Results of treatment, recommendations for further care required and issues of importance to the family/support system.Rounds on patients daily to monitor & assure effective of patient/family preparation for 

discharge assuring completion of learning/discharge objectives prior to time of planned discharge.Communicates effectively with other health care providers, patients, families, other hospital personnel and visitors.  Demonstrates effective 

communication with adolescents, adults and older adults.Act as a liaison with nutrition, pharmacy, therapy services, social work, and lab to ensure all pending orders and results are received in a timely manner.Hands off to ambulatory liaison 

to assure follow up appointments are scheduled prior to patient discharge.  Responsible for ensuring discharge instructions are received and understood by patient and family/caregiver.Regularly meet with physicians, unit manager, day/night 

shift assistant managers and interdisciplinary team.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

CARE COORDINATOR 1073 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 E 3A25 Specialized Nurse-RN Coord Jr NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under limited 

supervision to provide patient care, information, and problem resolution to complex patient, family and community provider matters regarding disease specific treatment and supportive care resources.Experience and EducationGraduate of an 

accredited Nursing program, BSN required. Three (3) years of experience as an RN in specialty area. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Job 

DutiesCoordinates the multidisciplinary team developing, refining, updating, and communicating plan of care for defined patient population with the goal of maximizing patient outcomes and minimizing the adverse impact of disease. 

Implements clinical pathways including educational needs of patients/families, monitoring, and updating for deviation from plan.Partners with the multidisciplinary team and community liaisons to proactively manage care transitions assuring 

seamless transitions between care settings and communications with ongoing providers.Collaborates with Social Work, Patient Financial Services, Patient Access Programs, and others as necessary to maximize financial/care resources for 

patient and family.Monitors and assures effective patient/family preparation for discharge assuring completion of learning/discharge objectives prior to time of planned discharge.Communicates effectively with other health care providers, 

patients, families, and visitors. Demonstrates effective communication with adolescents, adults, and older adults.Triages calls based on symptoms, needs, and information provided by caller; send requested and/or applicable health education 

information and provider directed treatment plans. Acts as a liaison with various departments and ancillary services to ensure all pending orders and results are received in a timely manner.Ensures follow up appointments are scheduled prior 

to patient discharge. Responsible for ensuring that discharge instructions related to care coordination needs are documented in discharge instructions and that those elements are understood by patient and family/caregiver.Collaborates with 

physicians and interdisciplinary team to ensure safe and timely provision of care.Takes ownership in solving problems effectively, efficiently and to the satisfaction of the patient.Presents constructive feedback regarding system or process 

failures and participates in resolution in a proactive and positive manner.Serves as an essential link between patients and all other care providers and functions as a patient advocate to help the patient and family along the health care 

continuum. May develop patient and community education programs, tools and presentations for individuals and community outreach.May facilitate appointments for consults and support services within established service standards 

working with patient navigators, Patient Physician Referral Services, and community healthcare systems as necessary. Stays abreast of current approaches, theories, and practices related to patient and public medical education.Other Duties: 

Performs other duties as assigned.Knowledge, Skills & AbilitiesMust be able to read, write and communicate in English.Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as 

patient beds. Must be able to help lift and turn patientsAny qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CARE COORDINATOR U1073 Y P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 E 3A25 Specialized Nurse-RN Coord Jr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationThree years experience 

as a RN in specialty area. Graduate of an accredited Nursing program, with BSN preferred. Must be able to read, write and communicate in English. Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, 

course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesLeads multidisciplinary team developing, refining, updating, and communicating plan of care for defined patient population.Implements clinical 

pathways including educational needs of patients/families, monitoring and updating for deviation from plan.Partners with community liaisons to proactively manage care transitions assuring seamless transitions between care settings and 

communications with ongoing providers.Collaborates with Social Work, Utilization Review, Clinical Documentation Specialists, and others as necessary to maximize financial/care resources for patient and family.Coordinates care with care 

team to maximize patient throughput and minimize length of stay.Rounds on patients daily to monitor & assure effective patient/family preparation for discharge assuring completion of learning/discharge objectives prior to time of planned 

discharge.Communicates effectively with other health care providers, patients, families, other hospital personnel and visitors. Demonstrates effective communication with adolescents, adults and older adults.Act as a liaison with various 

departments and ancillary services to ensure all pending orders and results are received in a timely manner.Ensures follow up appointments are scheduled prior to patient discharge. Responsible for ensuring that discharge instructions related 

to care coordination needs are documented in discharge instructions and that those elements are understood by patient and family/caregiver.Collaborates with physicians, unit manager, unit staff, and interdisciplinary team to ensure safe and 

timely discharge.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CARE COORDINATOR - OPAT U6059 P32 $58,623.00 $85,219.00 $111,816.00 $4,885.25 $7,101.58 $9,318.00 $225.47 $327.77 $430.06 $28.18 $40.97 $53.76 E 3A26

Specialized Nurse-RN Coord 

Mid NURS HOSP Hospital Classified Salary Pln

SECURITYThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SALARYSalary NegotiableEDUCATION and EXPERIENCE Graduate of an 

accredited Nursing program, BSN preferred Three (3) to five (5) years of clinical experience as a Registered Nurserequired. Ambulatory care experience preferredCurrent Texas (or BNE Compact State) license; current Basic Life Support (BLS) 

certification,course accredited by the American Heart Association (AHA) or American Red Cross (ARC)JOB DUTIESPerforms job responsibilities in accordance with organizational and departmental policies and procedures, performance 

improvement objectives and environmental/infection control standards. Develops/implements process to meet/comply with the Joint Commission and regulatory requirements.Assists clinical staff pharmacists with therapeutic monitoring, 

patient assessments, interpretation of and lab values. Identify opportunities for process improvements, develops and implements policy and procedures for prompt, safe and efficient patient care.Coordinates and participates in 

multidisciplinary in-services/meetings, Consistently works and problem solves independently and effectively. Takes charge when necessary and is looked to for direction. Makes the right decisions and uses good judgment. Mentors clinical staff 

pharmacists and supportive personnel. Delegates appropriate/reasonable tasks and evaluates performance. Reviews/updates medication profiles (therapies, allergies, height, weight, etc) and is cognizant of patient charges. Reviews medication 

orders for therapeutic appropriateness, duplications, interactions, overall effectiveness and safety. Seeks clarification if necessary and documents interventions (i.e. ADRs).Actively enhances personal growth and development by participating in 

educational programs, literature searches, in-services and meetings. Actively participates in new employee orientation and training and evaluations.Duties performed may include one or more of the following core functions: Directly interacting 

with or caring for patients; Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records)Takes ownership in solving problems effectively, efficiently and to the satisfaction of the 

patientPresents constructive feedback regarding system or process failures and participates in resolution in a proactive and positive manner.Maintains patient confidentiality in accordance with University Medical Center policy.Consistently 

maintains control of feelings, emotions and body language.Demonstrates through verbal and non-verbal communications openness to change or new ideas. Willingly learns and adapts to changes in work environment and new work methods 

as introduced. Demonstrates flexibility to fluctuating workload and effectively prioritizes assignments.Exhibits a positive attitude in support of the hospital and management, including decisions made by administration and/or management. 

Treats hospital resources and property with respect and in a manner that reflects awareness of financial responsibility.Adheres to all policies and procedures related to safety, infection control, and corporate compliance. Including personal 

demeanor, appearance, and hygiene that are appropriate for the work environment. Responds to all reasonable requests in an appropriate and timely manner and communicates in a concise and positive manner. Tolerates diversity within the 

work environment and consistently deals with all customers in a respectful manner.Supports teamwork and cooperation with co-workers in daily activities. Readily volunteers assistance to help co-workers complete tasks. **Other Duties: 

Performs other duties as assigned.KNOWLEDGE, SKILLS and ABILITIES Analytical - Synthesizes complex or diverse information; Collects and researches data; Uses intuition and experience to complement data; Designs work flows and 

procedures.Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information skillfully; Develops alternative solutions; Works well in group problem solving situations; Uses reason even when dealing 

with emotional topics.Technical Skills - Pursues training and development opportunities; Strives to continuously build knowledge and skills.Customer Service - Manages difficult or emotional customer situations; Responds promptly to 

customer needs; Solicits customer feedback to improve service; Responds to requests for service and assistance; Meets commitments; Maintains confidentiality.Oral Communication - Speaks clearly and persuasively in positive or negative 

situations; Listens and gets clarification; Responds well to questions; Participates in meetings.Written Communication - Writes clearly and informatively; Able to read and interpret written information.Teamwork - Balances team and individual 

responsibilities; Exhibits objectivity and openness to others' views; Gives and welcomes feedback; Contributes to building a positive team spirit; Inspires respect and trust.Adaptability - Develops workable implementation plans; Communicates 

changes effectively; Builds commitment and overcomes resistance; Monitors transition and evaluates results; Able to deal with frequent change, delays, or unexpected events.Delegation - Delegates work assignments; Gives authority to work 

independently; Sets expectations and monitors delegated activities.Quality Management - Looks for ways to improve and promote quality; Demonstrates accuracy and thoroughness.Diversity - Demonstrates knowledge of EEOC publications; 

Shows respect and sensitivity for cultural differences; Educates others on the value of diversity; Promotes a harassment-free environment; Supports affirmative action and respects diversity; Builds a diverse workforce.Ethics - Treats people 

with respect; Works with integrity and ethically; Upholds organizational values.Strategic Thinking - Understands organization's strengths and weaknesses; Analyzes market and competition; Adapts strategy to changing 

conditions.Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and consideration regardless of their status or position; Accepts responsibility for own actions; Follows through on 

commitments; Looks for ways to improve and promote quality; Monitors own work to ensure quality.Safety and Security - Observes safety and security procedures; Reports potentially unsafe conditions.Attendance/Punctuality - Is 

CARPENTER 5235 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 6G Maintenance/Craft-Carpentry SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or vocational school or equivalent, and three years of skilled or journeyman level experience as a carpenter in a commercial, institution or healthcare setting, knowledge of door hardware, proficiency in the use of large power tools (ex: table 

saw, circular saw, router, miter saw, etc.). Journeyman Carpenter License preferred. Job DutiesPerforms variety of general carpnetry work involved in alteration, construction, repair, and maintenance of buildings or parts of buildings such as 

floors, walls, stairways, doors, windows, partitions, bookcases, etc.Removes and replaces hardware. Installs or replaces linoleum, asphalt floor tile or ceiling tile, or window glass.Cleans, sharpens, and repairs saws, hand and power tools and 

equipment, oiling machines and performing preventative maintenance work.Assists in determining and maintains time and material records for each job.May supervise crafts trade trainees and/or maintenance workers.Performs related duties 

as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CARPENTER SR 5234 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 6G Maintenance/Craft-Carpentry SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school, GED, or vocational school. Five (5) years skilled or journeyman level experience as a carpenter in a commercial, institution or healthcare setting, knowledge of door hardware, proficiency in the use of large power tools (ex: table saw, 

circular saw, router, miter saw, etc.). Journeyman Carpenter License preferred, not required.Job Duties1. Performs carpentry work involved in areas of construction, alteration, maintenance and repair of building structures, components and 

systems.2. Designs and builds tables, doors, shelves, bookcases and a wide variety of specialized fabrications.3. Builds metal stud, sheet rock walls, install metal doorjambs, window frames, ceilings and various articles constructed of wood 

and/or metal.4. Acts as a Lead to employees and addresses peers and directs work flow in the supervisor's absence.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

CASE AIDE 1551 11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 5F13 Medical Technician-Other ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

school or GED equivalent and no experience required.     Job Duties  Accomplishes initial intake interviews with patients or their families; explains clinic or hospital procedures; answers patients' questions concerning clinic or hospital routines; 

set up schedules for clinic visits as necessary.     Identifies immediate social, financial, educational, or other family problems, referring those requiring professional attention to other members of social work staff; assists in making patient 

referrals, following up to determine whether patients' needs have been resolved.    Provides initial counseling to patients with respect to certain selected routine problem areas, such as budget management, school absence, parent-child 

problems, health maintenance, and use of other educational or welfare resources.     Follows-up patients through home visits, correspondence, or telephone concerning missed clinic appointments, particularly where there is high medical risk 

involved; assists patients in rescheduling and keeping new appointments.     Completes patient forms and records; prepares chronological notes on each assigned patient; completes daily and weekly activity and travel reports.      Performs 

other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CASE MANAGER PH381 P26 $56,243.00 $88,107.00 $114,779.00 $4,686.92 $7,342.25 $9,564.92 $216.32 $338.87 $441.46 $27.04 $42.36 $55.18 N 3F4

Prof Med Services-Soc Work 

Jr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of accredited 

Nursing school, registration and certification as Nurse in State of Texas, cardio-pulmonary resuscitation certification or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC), and texas driver's license, and one year experience including adult IV expertise required. Two years experience including high tech and home health expertise preferred. Job DutiesProvides direct nursing care, including patient observation 

and delivery of prescribed treatments.Evaluates outcomes of patient care. Consults with other disciplines as required. Adjusts nursing care processes as necessary.Maintains patient records and charts to ensure accurate record of treatment, 

including med profile, care plan, communication notes, etc.Provides instructions to patients/families for use of products and services utilizing nursing process to address learning needs.Prepares, hangs, monitors, and discontinues IV fluids. 

Accesses IV delivery system (ie. peripheral IV start, implant cath, broviac, etc.).Responsible for overall delivery of quality patient care that meets or exceeds established standards and provides assistance in activities to meet state and/or federal 

regulatory guidelines.Maintains safe, comfortable, and therapeutic environment for patients/families in accordance with established standards.Participates in Continuous Quality Improvement (CQI) Program.Provides supervisory visits for 

Home Health Aides and LVNs as required by state and federal regulations.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

CASHIER 9180 11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 7H Service-Cashier/Clerk CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED and two (2) years cashiering experience in bank or retail environment or related field.     Job Duties  Prepares cash drawer for daily activity.        Receives checks and cash payments for various accounts due, property deposits, 

parking permits, traffic violations, registration fees, department deposits, etc.; issues receipts for cash payments.     Cashes personal checks for students, staff, and faculty, following established policies.       Assists in counting cash received 

from bank and counts own cash drawer twice daily.       Prepares change orders for exchange of cash.        Makes cash refunds for malfunctioning vending machines, obtaining receipt for each refund.       May assist in preparation of twice daily 

bank deposits, microfilming deposits and cash orders, running tapes to ascertain accuracy of deposits, and preparing deposit slips.      May make payments from petty cash; gives proper receipts; checks for correct account number; runs tapes.       

May dispense student loan and payroll checks upon proper identification.       May add prices of food or merchandise items selected by customers on cash register.       Recieves and checks cash drawer for correctness at beginning and end of 

each shift; takes cash register reading; places money and cash tape into bank deposit bag; turns in daily receipts to supervisor.     Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CASHIER U9180 T11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 7H Service-Cashier/Clerk ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide assistance in receipt, disbursement, and accountability of cash transactions at cashier windows, Cafeteria, or Student Store.Experience and EducationHigh school diploma or equivalent required. Customer service experience 

preferred.Job DutiesSets up cash register. Receives cash till, counts operating cash, and places in register.Operates register during meal periods: rings up total charges, explains charges as requested, and makes change.Assumes responsibility 

for cashiering equipment during meal period.Maintains required records and statistics, particularly those involved in cashiering such as register tapes.Assists with serving meals as needed, stocking food items and paper goods.Assists in break-

down and clean-up of cafe and dining rooms as directed.Reports defective equipment/supplies, cashiering problems, and unusual conditions to supervisor. Alerts supervisor of any problems with guests or patients.Attends in-service meetings 

and other required training and meetings as directed.Ensures safety/sanitation guidelines are met by keeping work area appropriately cleaned and promptly addressing issues which might compromise safety, such as wet floors, etc.Knowledge, 

Skills & AbilitiesWork requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude 

that includes flexibility and adaptability to perform in a high volume facility.Working ConditionsAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or 

his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.



CATEGORY MANAGER 4097 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 4D2 Office-Contracts-Exempt Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position manages various spend 

categories identified as managed categories, within the Supply Chain Management Department, focusing on streamlining processes, cost reduction, GPO/State contract optimization and increasing utilization of contracted products and 

services.Experience and EducationBachelor's degree in science, healthcare, or business-related field with 3 years' experience in contract administration, purchasing and/or sourcing or Master's degree in science, healthcare, or business-related 

field with 1 year experience in contract administration, purchasing and/or sourcing. Demonstrated intermediate experience with Microsoft Excel, PowerPoint, and Word. Must obtain one of the following certifications: Certified Texas 

Purchasing Manager or Certified Texas Contract Developer within 18 months of hire (or 3 attempts at the certification exam) by internal scheduling. PMP Certification & Healthcare related experience preferred. Prefer proficiency with 

PeopleSoft and Jagger.Job DutiesWorks independently to lead strategic conversation with internal stakeholders and suppliers.Assist with the procurement lifecycle while coordinating efforts with end-users sourcing approaches and provide 

recommendations based on contract hierarchy and federal and state regulations.Assists with a risk-assessment and contract monitoring plan and KPI management.Work with the technical teams and SMEs to translate highly technical 

requirements and information into clear messaging and content to produce compelling, responsive and superior quality RFPs, proposals, and final contracts.Partner with internal SMEs to maintain up to date product information and 

functionality related content and materials.Implement a value-based selection process and positions the Sourcing team and Supply Chan Department as a trusted advisor.Supports the e-commerce strategy for assigned spend 

categories.Manages supplier relationships, ensuring that UTSW business needs are met. Establishes key performance metrics (KPIs) to measure supplier performance and lead supplier business reviews.Export, Filter, Categorize and Interpret 

volumes of data to identify opportunities resulting from data selections and recommend sourcing opportunities. Compile information and respond to internal and external audit requests.Setting up, maintaining and completing tasks/activities 

in Sourcing Director platformPerforms other duties as assigned.Knowledge, Skills & AbilitiesStrong knowledge in the review and understanding of legal contracts, terms, and conditions. Ability to work well within highly structured 

timelines/deadlines.Ability to manage and deliver multiple simultaneous RFPs, proposals and contracts that are responsive, compliant, accurate, and that achieve messaging objectives.Ability to work well in a team environment on both your 

internal team as well as cross-functional and cross-institutional teamsAbility to understand intended audience and knowledge of subject matter. Ability to actively listen and handle difficult or delicate situations with diplomacy and tact.Ability 

to explain concepts clearly in written and verbal communications.Commitment to excellence and customer service as demonstrated through flexibility, teamwork, professionalism, and a high-level of problem-solving skills.Ability to maintain an 

aggressive schedule for developing deliverables as assigned.Ability to be responsible, flexible, accountable and detail-oriented with the ability to multi-task, adapt and prioritize to meet deadlines.Work requires effective oral and written 

communication skills. Ability to communicate and collaborate with stakeholders at all levels within the organization and externally.Work requires proficiency in administration of bids, contracts and budgets.Work requires exercise of 

considerable judgment in scheduling and coordinating work.Work requires a highly level of administrative ability and proficiency in personal computer operations to include Microsoft Office.Work requires contact with all levels of internal and 

external people to affect final determination of problems of recurring but non-routine nature.Working ConditionsWork is performed primarily in an office environment.UT¿Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

CATERING ATTENDANT U3128 T12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 7A Service-Nutri Svcs Entry Level CAMP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent preferred. Experience in Food Service Operation and customer service preferred. Must be able to read, write and communicate in English.Job DutiesCompletes and maintains all job performance requirements and standards as 

established in the employee handbook and Position Time and Duties. Maintains and promotes a positive work environment with both internal and external customers. Ability to interact with Senior Leadership and be their point of contact for 

Catering events.Assemble, set up, deliver, and serve (if requested) catering requests, maintaining an on-going sense of urgency, attention to detail, and following food safety procedures for delivery scheduled catered events.Retrieve catered 

deliveries at scheduled event end time. Cleans room and follows procedures for sanitation. Cleans and sanitizes work area and equipment at end of shift.Maintains Doctors Lounge by assembling salads, delivering soup, maintaining cleanliness 

and stocking throughout service. Cleans and sanitizes area at end of meal period.Review scheduled catering events for the day and plan delivery schedule, help prep food items as needed. Driving vehicle if needed to deliver caterings. Assist 

with floor stock as needed.Prepare catering carts for following day, ensuring all necessary utensils and equipment are present.Secure pantries at end of service period. Wrap, label, date and properly store all food items in accordance to safe 

food handling techniques, practices and guidelines.Attends in-service meetings and other required training and meetings as directed. Completes My Learning within allotted timeframe.Reports defective equipment/supplies and unusual 

conditions to supervisor. Responsible for catering equipment, including inventory and tracking of missing items. Alerts Supervisor to Customer issues and Complaints, Maintains a professional demeanor and appearance.Review CaterTrax 

online Catering sheets, make adjustments from customers as needed. Use excel spread sheets for additional past catering information.Knowledge, Skills & AbilitiesCaterTrax, Microsoft Programs.Good general health and stress coping ability. 

Full mobility and ability to participate in vigorous activity. Ability to speak and hear, to follow discussions with Supervisors and peers.Possess near vision acuity for accurate reading of instructions or equipment readings and recording on 

designated forms, chart. Must be able to lift, support, and move objects weighing up to 25 pounds, unassisted.Working ConditionsGood general health and stress coping ability. Full mobility and ability to participate in vigorous activity. Ability 

to speak and hear, to follow discussions with Supervisors and peers. Possess near vision acuity for accurate reading of instructions or equipment readings and recording on designated forms, chart. Must be physically able to lift, support and 

move objects weighting up to 25 pounds, unassisted. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT¿Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

CDI DENIALS ANALYST U5578 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3M Prof Svcs-Strat/Phys Rltns Jr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe CDI Denials Analyst primary 

responsibilities are to review clinical denials for inpatient hospital medical records, to ensure the clinical evidence and provider documentation supports the assigned codes and DRG. Compose and submit appeal letters as appropriate, identify 

documentation trends/opportunities for root causes of denials, which would be relevant for additional education to individual CDS's and/or the entire CDI Team. Report these trends/opportunities to the Assistant Director and the CDI Manager 

to ensure education is developed and provided to the CDI Team and/or Coding Team. Track and trend front-end activities that influence the denials/appeals process, seeking opportunities for process improvement. Works in collaboration with 

the Coding Clinical Denials Analyst to identify coding guidelines, etc., as evidence to support codes assigned and to justify an appeal. Trend denials outcomes to facilitate associated education in conjunction with Clinical Departments.Experience 

and EducationRN Required, BSN preferred; licensed in Texas or Compact StateRequired - 5 years acute care Hospital nursing experience, preferred in critical careRequired - 3 years of experience working in a Clinical Documentation Integrity 

program; an equivalent combination of education and experience may be consideredRequired - Certification: (CCDS) Certified Clinical Documentation Specialist, or (CDIP) Certified Documentation Improvement Practitioner Denials and Appeals 

experience in an acute Hospital setting is preferredExperience working in a remote environment preferredJob DutiesReview clinical denials, ensuring all clinical evidence and provider documentation supports the assigned codes and DRG 

Compose an effective appeal utilizing relevant and effective clinical documentation, current industry guidelines, evidence based medicine, and local and national medical management standards and protocolsIdentify documentation 

trends/opportunities for root causes of denialsTrack and trend clinical changes and financial impactIdentify clinical educational opportunities and report these to the Assistant Director & CDI Manager To be shared with CDI Coordinators, CDI 

Lead and Coding Manager, as appropriate Identify front-end activities that influence denial/appeals processWork collaboratively with the Coding Clinical Denials Analyst to identify coding guidelines, etc., to support and justify an appeal 

Support the Quality Standards set by UTSW and the HIM Coding & CDI DepartmentProvide backup for other CDI duties as needed Maintains an expert level of knowledge of CDI guidelines and practicesOther duties as assignedKnowledge, Skills 

& AbilitiesWork requires very strong CDI knowledge and skills, including a working knowledge of I-10CM & I-10PCS Coding Work requires strong analytical and critical thinking skills Work requires excellent communication skills (written and 

verbal), customer service, and interpersonal skillsWork requires organizational skills along with a high level of accuracy and attention to detailWork requires ability to report and problem solve using discretion, judgment, and 

professionalismWork requires ability to handle multiple tasks, show initiative, and adjust to changes as appropriate, in an environment where change is commonWork requires ability to perform in a conservative, fast-paced, and quality driven 

environmentWork requires ability to comprehend, understand, and follow established policies, procedures, and other guidelines of some complexityWork requires self-motivation, maturity, and being a team playerWorking ConditionsThis job 

is Majority Remote.This position will report to the Assistant Director, Coding & CDI.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources 

Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status.

CELLULAR THERAPY ACCREDITATION COORDINATOR U5583 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A18 Specialized Nurse-Endoscopy NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

oversee team members responsible for interpretation and execution of accreditation standards applicable to transplant and cellular therapy program. Facilitates implementation of processes to meet accreditation standards and/or 

establishment of corrective action for non-compliance.Works under general supervision of the Therapeutic Apheresis Manager.Experience and EducationBSN required. A minimum of five (5) years' experience in a clinical role in hospital or 

outpatient setting with two (2) years' experience in therapeutic Apheresis; with additional experience cellular therapy collection. Preferred two (2) years of quality or regulatory compliance experience required.Licensure as Registered Nurse by 

Board of Nurse Examiners for State of Texas, and a current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Job DutiesOversees and/or teaches others specialized 

knowledge and skills necessary to perform techniques and routines in area of specialty.Actively assists department leadership in continuous process improvement which includes record review, staff orientation and training, staff development 

and successful monitoring and documentation of employee competencies.Organizes and/or leads in-service training, lectures, performance evaluations, team huddles, and other activities under the direction of the department 

manager.Demonstrates continuous performance improvement in targeted areas of responsibility in alignment with the overall annual hospital performance improvement targets.Demonstrates ability to interpret FACT accreditation standards, 

identifies program as well as organizational gaps and facilitates implementation of processes to meet standards and/or close gaps.Establishes mechanisms to assess and document program's level of compliance with each applicable standard 

and coordinate and oversee the establishment of corrective action for non-compliance.Collects and organizes documentation throughout the institution for ongoing program needs or develops documents, as needed, to meet needs.Assures 

regulatory readiness and compliance with FACT and other associated regulatory standards. Assists with collecting, analyzing and preparing data reports for performance improvement and safety related activities for the program. Collaborates 

with others to ensure appropriate follow-up of patient safety events, documentation of event review and response, for tracking and trending purposes.Maintains all program administrative policies and standard operating procedures (SOPs) to 

ensure compliance with FACT standards. Serves as team lead/liaison for program on appropriate Policy & Procedure Committees; communicates with respective staff to receive feedback regarding specific policies. Ensures policies and 

procedures are correct and kept up-to-date.Acts as liaison and coordinates activities with the BMT/Cellular Therapy Quality & Regulatory Compliance Supervisor Duties performed may include one or more of the following core functions: a) 

Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs and accurately documents physical, psychosocial, and emotional assessments. All assessments take into consideration 

age specific criteria (children, adolescents, adults and older adults).Actively anticipates patients and/or patients' family needs and expectations and utilizes these in conjunction with the assessment to develop an appropriate plan of care for 

the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.Identifies and implements appropriate nursing interventions based on the completed assessment. 

Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a collaborative fashion. Shares information and observations of 

the patient and/or patient's family in a manner that advocates for optimal patient care.Appropriately prioritizes nursing interventions based upon completed assessment. Promptly identifies changes in condition as evidenced by nursing 

assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate. Actively involves patient in plan of care and keeps patient, family and/or caregiver informed. Evaluates implemented interventions and modifies care 

according to the evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally 

accepted standards of nursing practice. Incorporates ANA standards, professional practice model (Shared governance) and care delivery model (Relationship Based Care) into the provision of safe, quality patient care. Nursing care is based on 

current literature and research.Provides appropriate and timely answers and/or education to patients, patient's families, significant others and/or caregivers. Completes accurate and timely documentation of all education provided including 

discharge plan of care. Assesses competence, obtains feedback/evaluation of understanding from patient, family, significant others and/or /caregivers. Demonstrates effective communication based on individual patient needs and learning 

preferences.Welcomes and orients patient, family, significant other and/or caregiver to the unit. Encourages patient/family participation in care. Reviews personalized patient plan of care with patient/family every shift. Updates white boards 

accordingly and sets daily goals with patient input. Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes hourly rounds on patients and communicates when will return.Advocate for 

resources and support that enhance patient safety and unit/hospital-based initiatives. Participates in evaluating data to guide decisions regarding unit / department budget formulation and implementationPerforms Peer Evaluation to provide 

CENTRAL REGISTRATION SPECIALIST 2228 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4E4 Guest & Pat Services-Ctrl Regi ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or equivalent and one (1) year health care experience, preferably directly related to benefits, insurance verification, etc.  Bachelor's degree preferred. Job Duties  1.Reviews, verifies, and obtains demographic, guarantor, subscriber, and payor 

information to successfully complete benefits verification, authorization, and precertification processes.2.Coordinate with patient, referring location, scheduled service area, financial counselors, and others as appropriate to obtain additional 

information or provide an update on patient's financial status.3.Counsels offices and/or patients when an "out of network" situation becomes apparent or other potential payor technicalities arise.4.Coordinates with Financial Counselor, clinic, 

patient or other appropriate party to identify funding source and additional information needed to secure accurate third party billing and/or patient financial responsibility.5.Ensures that 1) patient is aware of financial obligations, projected 

long term costs of care; 2) ensures that patient has access to financial education material; 3) ensures that patient has signed the appropriate financial waivers acknowledgement financial obligation.6.Provides financial planning and counseling 

to patients and families in order to obtain payment for services rendered in accordance with policies and guidelines.7.Works closely with various agencies and departments throughout the health system to ensure correct billing as well as 

effective patient account resolution.8.Ensures accuracy and compliance with system policies related to data collection, patient and family education, patient rights and responsibilities, legal consents, and release of information.9.Maintains 

compliance with JCAHO, patient responsibilities and rights, HIPAA, and system contracts with third-party payors.10.Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; 

(b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, 

releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CENTRAL REGISTRATION SPECIALIST SR 2227 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4E4 Guest & Pat Services-Ctrl Regi ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent and five (5) years health care experience, preferably directly related to benefits, insurance verification, etc. One year experience as a Central Registration Specialist. Associates or Bachelor's degree preferred. Job DutiesRecommends 

creation of new policies/SOPs and updates to existing policies/SOPs. Assists in the development and implementation of new and revised policies and SOPs.Contributes to the development of the onboarding and training program for Central 

Registration Specialists.Responsible for auditing performance of Central Registration Specialists and reporting information to supervisors on a regularly.Serves as the first line of escalation in the event of a patient service failure and/or an 

internal customer service failure.Works the claim edit work queues and provides feedback on trends and errors identified to management.Reviews, verifies, and obtains demographic, guarantor, subscriber, and payor information to 

successfully complete benefits verification, authorization, and precertification processes. Coordinate with patient, referring location, scheduled service area, financial counselors, and others as appropriate to obtain additional information or 

provide an update on patient's financial status.Counsels offices and/or patients when an "out of network" situation becomes apparent or other potential payor technicalities arise.Coordinates with Financial Counselor, clinic, patient or other 

appropriate party to identify funding source and additional information needed to secure accurate third party billing and/or patient financial responsibility. Ensures that 1) patient is aware of financial obligations, projected long term costs of 

care; 2) ensures that patient has access to financial education material; 3) ensures that patient has signed the appropriate financial waivers acknowledgement financial obligation.Provides financial planning and counseling to patients and 

families in order to obtain payment for services rendered in accordance with policies and guidelines.Works closely with various agencies and departments throughout the health system to ensure correct billing as well as effective patient 

account resolution. Ensures accuracy and compliance with system policies related to data collection, patient and family education, patient rights and responsibilities, legal consents, and release of information. Maintains compliance with 

JCAHO, patient responsibilities and rights, HIPAA, and system contracts with third-party payors. Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly 

interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records.Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CENTRAL STERILE COORDINATOR 5023 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5E3A

Medical Technician-CtrlSter 

Sr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School Degree or 

equivalent and three (3) years' experience performing sterile processing activities including a minimum of one-year experience in a coordinator role. Sterile Processing and Distribution Technician Certification (CSPDT) or Certified Registered 

Central Service Technician (CRCST) required.Tools and Equipment Experience Required: Autoclaves, automatic endoscope reprocessors, broad knowledge base regarding medical/surgical instruments and equipment.Job DutiesDecontaminates 

instruments, supplies, and equipment per manufacturer's instructions and departmental policies and procedures. Inspects decontaminated items for cleanliness and damages. Identifies proper method of sterilization or disinfection per item to 

be sterilized or disinfected. Prepares and assembles instruments, supplies, and equipment per proper method of sterilization/disinfection. Selects and uses packaging and wrapping materials and container systems for method of 

sterilization/disinfection.  Maintains thorough and accurate sterilization/disinfection documentation and record keeping. Operates and maintains sterilization/disinfection equipment according to manufacturer's instructions.Serves as 

professional and technical subject matter expert and resource person. Maintains current working knowledge regarding latest technology pertinent to central sterile supplies, instrumentation, and equipment. Stays up-to-date on current legal 

and regulatory standards regarding central sterile processes. Identify and maintain par levels for supplies to include: detergents, instrument cleaning supplies, testing and instrument wrap, etc. Ensures appropriate personal protective 

equipment is worn while working in decontamination room. Ensures that fragile instruments and scopes are handled delicately. Ensures that instruments, supplies, and equipment are delivered appropriately. Capable of performing regulatory 

audits of the department.Performs other duties as requested.Knowledge, Skills & AbilitiesWork requires good verbal and written communication, customer service, cognitive, and simple arithmetic skills.Work requires accuracy in 

interpretation of instructions. Work requires familiarity with medical terminology.Work requires computer and data entry skills.Work requires ability to interpret orders, instructions, and procedures. Demonstrate willingness to respond to all 

reasonable requests from supervisor in an appropriate and timely mannerWorking ConditionsWork is performed primarily in laboratory area. Constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects Must 

be able to help lift heavy boxes.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, 

the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. 

In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CENTRAL STERILE COORDINATOR U5023 P18 $41,294.00 $55,230.00 $71,918.00 $3,441.17 $4,602.50 $5,993.17 $158.82 $212.42 $276.61 $19.85 $26.55 $34.58 N 5E3A

Medical Technician-CtrlSter 

Sr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education- High School 

Degree/Diploma- Three (3) years or greater experience as Central Sterile Technician. One to two (1-2) years experience in Coordinating sterile processing activities. - Current Sterile Processing and Distribution Technician Certification 

required.Job Duties1. Responsible for all dept. scope and instrument repairs and maintaining in and out logs. Identifies problems and attempts to solve minor issues prior to seeking assistance from Central Sterile Manager/Director. Assists in 

repair, loan and borrow process of surgical supplies and instruments.2. Identify and maintain par levels for SPD supplies to include: detergents, instrument cleaning supplies, testing and instrument wrap.3. Makes self available to assist with all 

phases of sterile processing. Performs technical functions required of Central Sterile Technician II.4. Serves as professional and technical subject matter expert and resource person. Maintains current working knowledge regarding latest 

technology pertinent to central sterile supplies, instrumentation, and equipment. Stays up-to-date on current legal and regulatory standards regarding central sterile processes.5. Wears and ensures appropriate personal protective equipment 

is worn while working in decontamination room. Ensures that fragile instruments and scopes are handled delicately. Ensures that instruments, supplies, and equipment are issued. Capable of performing regulatory audits of the department6. 

Collects and records IUSS results monthly and delivers to SPD director7. Responsible for RASMUS recall notices and will reply in timely fashion8. Support clinical leads in completing changes to count sheets**Other Duties: Performs other 

duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CENTRAL STERILE TECH III - ENDO U5452 P17 $40,697.00 $52,093.00 $65,282.00 $3,391.42 $4,341.08 $5,440.17 $156.53 $200.36 $251.08 $19.57 $25.04 $31.39 N 5E3A

Medical Technician-CtrlSter 

Sr CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiablePOSITION SUMMARYWorks under general 

supervision to ensure the proper cleaning, disinfection, assembly and sterilization of surgical instrumentation and scopes. Following manufacture IFUs and utilizing all supporting technologyEDUCATION AND EXPERIENCEHigh School Diploma or 

equivalent is required.Minimum of Three (3) years Certified Central Sterile Processing Experience with 1 year of holding 2 additional certifications: CHL(Certified Healthcare Leader), CIS (Certified Instrument Specialist), CER(Certified Endoscope 

Reprocessor), CFER(Certified Flexible Endoscope Reprocessor), or CSIS(Certified Surgical Instrument Specialist).Must be proficient in 4 basic operational services in addition to flexible scopes and Robotics to include cleaning, reprocessing and 

sterilization Education/Cert: Must maintain Certified Reprocessing Central Sterile Technician certifications under IAHCSMM (International Association of Healthcare Central Service Material Management) or Certified Sterile Processing and 

Distribution Technician under CBSPD (Certified Board for Sterile Processing and Distribution) with no lapses. Lapse in additional certifications will result in being reclassified as a Tech IIESSENTIAL FUNCTIONSWhile wearing proper PPE, unloads 

dirty case carts and prepares instruments, supplies, and equipment for decontamination. Decontaminates instruments, supplies, and equipment per manufacturer's instructions and departmental policies and procedures. Inspects 

decontaminated items for cleanliness and damages. Tests decontaminated items to ensure proper functioning prior to sterilizationHandles items carefully and prevents damages to delicate instruments. Identifies broken, damaged instruments 

and malfunctioning equipment and removes from service. Communicates items removed from service to Central Sterile Processing Coordinator promptly.Maintains thorough and accurate sterilization documentation and record keeping by 

maintaining permanentrecords and test results.Labels packages, items, and container systems to be sterilized with proper sterilization information and initials of preparer. Utilizes proper telephone etiquette by answering and identifying 

yourself and speaking clearly.Must complete yearly training modulesPerforms other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to decontaminate surgical instruments following manufactures written IFUs Work 

requires ability to handle and process flexible scopes to prevent damageWork requires ability to process Robotic instrumentation according to manufactures written IFU to include cleaning processing and sterilization Work requires ability to 

serve as a subject matter resource person and preceptor to new staff in the service lines of Robotics, Flexible scopes and Transplants Work must maintain a .5% error free rate of trays processed WORKING CONDITIONSWork is performed 

primarily in a hospital or hospital clinic environment. Constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients. Pass pre-employment 

physical exam including color blind testing.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-

sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CENTRAL STERILE TECHN III U5040 P17 $40,697.00 $52,093.00 $65,282.00 $3,391.42 $4,341.08 $5,440.17 $156.53 $200.36 $251.08 $19.57 $25.04 $31.39 N 5E3A

Medical Technician-CtrlSter 

Sr CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiablePOSITION SUMMARYWorks under general 

supervision to ensure the proper cleaning, disinfection, assembly and sterilization of surgical instrumentation and scopes. Following manufacture IFUs and utilizing all supporting technologyEDUCATION AND EXPERIENCEHigh School Diploma or 

equivalent is required.Minimum of Three (3) years Certified Central Sterile Processing Experience with 1 year of holding 2 additional certifications: CHL(Certified Healthcare Leader), CIS (Certified Instrument Specialist), CER(Certified Endoscope 

Reprocessor), CFER(Certified Flexible Endoscope Reprocessor), or CSIS(Certified Surgical Instrument Specialist).Must be proficient in 4 basic operational services in addition to flexible scopes and Robotics to include cleaning, reprocessing and 

sterilization Education/Cert: Must maintain Certified Reprocessing Central Sterile Technician certifications under IAHCSMM (International Association of Healthcare Central Service Material Management) or Certified Sterile Processing and 

Distribution Technician under CBSPD (Certified Board for Sterile Processing and Distribution) with no lapses. Lapse in additional certifications will result in being reclassified as a Tech IIESSENTIAL FUNCTIONSWhile wearing proper PPE, unloads 

dirty case carts and prepares instruments, supplies, and equipment for decontamination. Decontaminates instruments, supplies, and equipment per manufacturer's instructions and departmental policies and procedures. Inspects 

decontaminated items for cleanliness and damages. Tests decontaminated items to ensure proper functioning prior to sterilizationHandles items carefully and prevents damages to delicate instruments. Identifies broken, damaged instruments 

and malfunctioning equipment and removes from service. Communicates items removed from service to Central Sterile Processing Coordinator promptly.Maintains thorough and accurate sterilization documentation and record keeping by 

maintaining permanentrecords and test results.Labels packages, items, and container systems to be sterilized with proper sterilization information and initials of preparer. Utilizes proper telephone etiquette by answering and identifying 

yourself and speaking clearly.Must complete yearly training modulesPerforms other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to decontaminate surgical instruments following manufactures written IFUs Work 

requires ability to handle and process flexible scopes to prevent damageWork requires ability to process Robotic instrumentation according to manufactures written IFU to include cleaning processing and sterilization Work requires ability to 

serve as a subject matter resource person and preceptor to new staff in the service lines of Robotics, Flexible scopes and Transplants Work must maintain a .5% error free rate of trays processed WORKING CONDITIONSWork is performed 

primarily in a hospital or hospital clinic environment. Constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients. Pass pre-employment 

physical exam including color blind testing.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-

sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



CENTRAL STERILE TECHNICIAN I 5075 P12 $33,889.00 $45,371.00 $56,574.00 $2,824.08 $3,780.92 $4,714.50 $130.34 $174.50 $217.59 $16.29 $21.81 $27.20 N 5E3 Medical Technician-CtrlSter Jr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

perform decontamination, preparation, sterilization and distribution of surgical instruments and medical equipment throughout the ambulatory clinics, utilizing infection control and safety practices during all phases of the process. The 

technician is also responsible for ordering/logging instruments being used and collaborating with the clinics to ensure proper handling/storage is being done.Experience and EducationHigh School diploma or equivalent. Must be able to read, 

write, speak, and understand English. Zero (0) to three (3) years or greater experience handling/distributing medical/surgical instruments and equipment. Sterile Processing and Distribution Technician Certification (CSPDT) preferred.Job 

DutiesUnload dirty case carts and prepare instruments/supplies/equipment for decontamination. Decontaminate instruments/supplies/equipment per manufacturer's instructions and departmental policies and procedures. Inspect 

decontaminated items for cleanliness and damage. Test decontaminated items to ensure proper functioning prior to sterilization. Makes rounds as appropriate to need.Handle items carefully and prevent damage to delicate instruments. 

Identify broken, damaged instruments/malfunctioning equipment and remove from service. Communicate items removed from service to Central Sterile Processing Supervisor/Coordinator in a timely manner.Identify proper method of 

sterilization per item to be sterilized. Properly prepare and assemble instruments/supplies/equipment per appropriate method of sterilization. Select and use appropriate packaging/wrapping materials/container systems for method of 

sterilization and aseptic presentation. Ensure filters are properly assembled in container systems prior to sterilization.Maintain thorough and accurate sterilization documentation and recordkeeping by maintaining permanent records and test 

results. Properly label packages/items/container systems to be sterilized with the appropriate sterilization information and initials of preparer.Properly operate various methods of sterilization. Set correct cycle parameters and utilize correct 

chemical process indicators per steam, sterrad, gas, or steris sterilization.Properly load, operate, and unload the ultrasonic washer and washer sterilizer according to manufacturer's instructions. Prepare and use disinfectants/chemicals 

according to manufacturer's instructions.Perform correct biological monitoring/testing per method of sterilization. Recognize positive test results of biological monitoring and immediately rechallenge the sterilizer. Immediately communicate 

positive test results to the healthcare team and declare method of sterilization unsafe for use.Inspect and clean steam sterilizers on a routine basis. Perform daily Bowie-Dick testing of prevacuum sterilizers and diagnostic testing on steris 

machine prior to use each day.Organize and prioritize processing tasks based on identified need. Perform processing duties in a cost effective manner. Issue instruments/supplies/equipment promptly and accurately. Participate in unit based 

performance improvement activities. Makes rounds as appropriate.Serve as a subject manner resource person and/or preceptor to new staff. Provide feedback/input for clinical performance evaluation form.Wear appropriate personnel 

protective equipment while on duty. Comply with departmental work patterns regarding work flow, air flow, and people flow.Knowledge, Skills & AbilitiesBroad knowledge base regarding medical/surgical instruments and 

equipment.Communicate in a manner that promotes efficiency, courtesy, and cooperation. Utilize proper telephone etiquette and speak clearly. Convey a feeling of helpfulness and repeat the caller's message to ensure proper communication. 

Give complete attention to the caller and hang up last.Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects. Must be able to lift 20 pounds, heavy boxes, and instrument sets. 

Demonstrate willingness to respond to all reasonable requests from supervisor in an appropriate and timely manner.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender 

identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.¿

CENTRAL STERILE TECHNICIAN I U5012 P12 $33,889.00 $45,371.00 $56,574.00 $2,824.08 $3,780.92 $4,714.50 $130.34 $174.50 $217.59 $16.29 $21.81 $27.20 N 5E3 Medical Technician-CtrlSter Jr CLIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

and one (1) year of central sterile processing experience is preferred. Central Sterile certification is preferred.    Job Duties  Unloads dirty case carts and prepares instruments, supplies, equip- ment for decontamination.  Decontaminates 

instruments, supplies, and equipment per manufacturer's instructions and departmental policies and procedures.  Inspects decontaminated items for clean- liness and damage.  Tests decontaminated items to ensure proper functioning prior to 

sterilization.   Handles items carefully and prevents damage to delicate instru- ments.  Identifies broken, damaged instruments and malfunctioning equipment and removes from service.  Communicates items removed from service to Central 

Sterile Processing Coordinator in timely manner.    Identifies proper method of sterilization per item to be steril- ized.  Prepares and assembles instruments, supplies and equipment per method of sterilization.  Selects and uses appropriate 

pack- aging and wrapping materials and container systems for method of sterilization and aseptic presentation.  Ensures filters are pro- perly assembled in container systems prior to sterilization.   Maintains thorough and accurate sterilization 

documentation and recordkeeping by maintaining permanent records and test results. Labels packages, items and container systems to be sterilized with proper sterilization information and initials of preparer.     Operates various methods of 

sterilization.  Sets correct cycle parameters and utilizes correct chemical process indicators per steam, sterrad, gas, or steris sterilization.  Wears appropriate personnel protective equipment while on duty.  Complies with department work 

patterns regarding work flow, air flow, and people flow.   Loads, operates, and unloads ultrasonic washer and washer steril- izer according to manufacturer's instructions.  Prepares and uses disinfectants and chemicals according to 

manufacturer's instruc- tions.     Performs correct biological monitoring and testing per method of sterilization.  Recognizes positive test results of biological monitoring and immediately rechallenges sterilizer.  Communicates positive test 

results to healthcare team and declare method of sterilization unsafe for use.    Inspects and cleans steam sterilizers on routine basis.  Performs daily Bowie-Dick testing of prevacuum sterilizers and diagnostic testing on steris machine prior to 

use each day.      Organizes and prioritizes processing tasks based on identified need.  Performs processing duties in cost effective manner.  Issues instruments, supplies and equipment and participates in unit based performance improvement 

activities.     Serves as subject manner resource person and/or preceptor to new staff.  Provides feedback and input for clinical performance evaluation form.      Communicates in manner that promotes efficiency, courtesy, and cooperation.  

Utilizes proper telephone etiquette and speaks clear- ly.  Conveys feeling of helpfulness and repeats caller's message to ensure proper communication.  Gives complete attention to caller and hangs up last.    Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CENTRAL STERILE TECHNICIAN II U5025 P14 $36,365.00 $48,316.00 $63,297.00 $3,030.42 $4,026.33 $5,274.75 $139.87 $185.83 $243.45 $17.48 $23.23 $30.43 N 5E3 Medical Technician-CtrlSter Jr CLIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  -  High School 

Diploma or equivalent.  Must be able to read, write, speak, and understand English.  -  Zero - three years or greater experience handling/distributing medical/surgical instruments and equipment. - Sterile Processing and Distribution Technician 

Certification (CSPDT) or Certified Registered Central Service Technician (CRCST) required. -  Broad knowledge base regarding medical/surgical instruments and equipment. Job Duties  Unloads dirty case carts and prepares instruments, supplies, 

and equipment for decontamination.  Decontaminates instruments, supplies, and equipment per manufacturer's instructions and depart- mental policies and procedures.  Inspects decontaminated items for cleanliness and damages.  Tests 

decontaminated items to ensure pro- per functioning prior to sterilization.   Handles items carefully and prevents damages to delicate instru- ments.  Identifies broken, damaged instruments and malfunctioning equipment and removes from 

service.  Communicates items removed from service to Central Sterile Processing Coordinator promptly.     Identifies proper method of sterilization per item to be steri- lized.  Prepares and assembles instruments, supplies, and equipment per 

proper method of sterilization.  Selects and uses packaging and wrapping materials and container systmes for method of steriliza- tion and aseptic presentation.  Ensures filters are assembled in container systems prior to sterilization.   

Maintains thorough and accurate sterilization documentation and record keeping by maintaining permanent records and test results. Labels packages, items, and container systems to be sterilized with proper sterilization information and 

initials of preparer.     Operates various methods of sterilization.  Sets correct cycle parameters and utilizes correct chemical process indicators per steam, sterrad, gas, or steris sterilization.  Wears proper personnel protective equipment while 

on duty.  Complies with de- partmental work patterns regarding work flow, air flow, and people flow.   Loads, operates, and unloads ultrasonic washer and washer steri- lizer according to manufacturer's instructions.  Prepares and uses 

disinfectants and chemicals according to manufacturer's instruc- tions.     Performs correct biological monitoring and testing per method of sterilization.  Recognizes positive test results of biological monitoring and immediately rechallenges 

sterilizer.  Communicates positive test results to healthcare team and declares method of sterilization unsafe for use.    Inspects and cleans steam sterilizers on routine basis.  Performs daily Bowie-Dick testing of prevacuum sterilizers and 

diagnostic testing on steris machine prior to use each day.      Organizes and prioritizes processing tasks based on identified need.  Performs processing duties in cost effective manner.  Issues instruments, supplies, and equipment and 

participates in unit based performance improvement activities.     Serves as subject manner resource person and/or preceptor to new staff.  Provides feedback and input for clinical performance evalu- ation form.      Communicates and utilizes 

proper telephone etiquette and speaks clearly.  Conveys feeling of helpfulness and repeats caller's message to ensure proper communication.  Gives complete attention to caller and hangs up last.     Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CERITIFIED NURSE MIDWIFE 1759 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3A6 Spclzd RN-Midwife APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree in 

nursing or related field or higher degree; documentation of completion of accredited Advanced Practice Registered Nurse (APRN) by the Texas Board of Nursing to practice as a Certified Nurse Midwife (CNM); certification as a CNM by the 

American Midwifery Certification Board (AMCB) or the American College of Nurse Midwives (ACNM) Certification Council; minimum of three (3) years experience as a CNM; current Basic Life Support (BLS) certification required; Advanced 

Cardiac Life Support (ACLS) a plus; current Neonatal Resuscitation (NRP) certification; completion of a First Assist at Surgery education program certified by the Certification Board Perioperative Nursing (CBPN) and certification as a Certified 

Registered Nurse First Assist (CRNFA) preferred.Job Duties1. Serves as a member of a healthcare team that includes faculty obstetricians, Maternal-Fetal Medicine specialists, OB/GYN residents, faculty anesthesiologists, and certified registered 

nurse anesthetists.2. Provides ongoing coordination with the healthcare team and other CNMs in the Department of Obstetrics and Gynecology to provide 24/7 inpatient coverage by midwives at the UT Southwestern Clements University 

Hospital.3. Participates in the provision of healthcare to obstetric patients including triage assessment, management of labor and delivery, first assisting at surgery, post-partum care, discharge planning, patient education in the hospital 

(primarily Labor and Delivery, the Emergency Department and inpatient floor), and ambulatory OB/GYN clinics. a. Obtains and records complete medical history. b. Performs physical exams according to departmental protocols. c. Obtains and 

interprets laboratory tests according to departmental protocols. d. Assesses patient database and identifies biopsychosocial needs. e. Provides relevant counseling and education to patients and significant others within role limitations (such as 

prenatal and post-partum care, physical activity, family planning, infant and child care, diets, medications).4. Perform procedures that are privileged and credentialed to perform within the scope of practice of a CNM in the state of Texas.5. 

Enhances patient transitions in care by communicating with outpatients regarding planned admissions, with inpatients regarding treatment plans and/or testing results and by participating in discharges.6. Appropriately and accurately 

documents all assessments, procedures and decision-making, whether in person or by telephone, in the patient's electronic medical record in a timely fashion consistent with UT Southwestern standards.7. Identifies and analyzes processes 

related to patient care and suggests improvements to increase efficiency, productivity, patient safety and patient satisfaction.8. Serves as a resource and educator for other midwives, nurses, medical students and residents, and facilitates team 

work and process improvement through planned group processes, i.e. workshops, seminars, and staff meeetings.9. Demonstrates excellent oral and written communication skills that convey information efficiently and accurately that support 

the PACT standards of care for obstetric patients and their families.10. Accountability to patients and the healthcare team to deliver safe and effective care to obstetric patients in the hospital setting. This accountability includes having solid 

professional judgement and awareness of the dynamic changes within the inpatient setting that on occasion would require scheduling flexibility and adjustments.11. Participates in quality and safety data collection or departmental research 

activities as required by the Chair of OB-Gyn (or his/her designee), the credentialing office or as deemed appropriate.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

CERT PEER SUPPORT SPEC U9745 P10 $32,400.00 $40,500.00 $48,600.00 $2,700.00 $3,375.00 $4,050.00 $124.62 $155.77 $186.92 $15.58 $19.47 $23.37 N 3B17

Prof Technologist-Spec Tech 

Jr ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  -  High School 

diploma or equivalent.  Certified Peer Support (CPS) Certification required.  Must be able to read, write and understand English.  Working knowledge of medical terminology.

-  Past or present consumer of mental health or substance abuse services with a history of managing ones own illness.  Active membership in a consumer advocacy or self-help group. Job Duties  1. Provides peer support services to patients 

with serious mental illnesses or substance use disorders.  Under supervision, functions as role model to peers, promotes personal recovery and use of coping skills.2. Serves as consumer advocate, providing consumer information and peer 

support for patients in inpatient setting.  Assists patients in recovery goal setting.3. Assists patients in developing personal goals for recovery through the use of individual and group sessions.  Supports patients in identifying and creating goals 

and developing recovery plans with the resources necessary to aid in achieving those goals.4. Utilizes tools such as the Wellness Recovery Action Plan to assist patients in creating their own individual wellness and recovery plans.5. Assist 

patients in connecting with support groups in the community.6. Works with and under the guidance of the treatment team to utilize and promote problem solving techniques with individuals and groups; facilitates discussions regarding 

common concerns, barriers and experiences of patients and methods for coping.7. Assist patients in finding services that support their recovery needs including community resources and groups, government services, employment resources 

and housing resources.8. Communicates appropriately with patients/families, physicians, and staff.  Relays information to appropriate personnel in accurate and timely manner.  Gives staff and charge nurse status reports on patient concerns.  

Immediately alerts nurse if patient/patient's family issues appear to be unresolved. Incorporates pure service principals in daily interactions.9.  Follows all established policies when performing all tasks. Assumes accountability for all actions in 

the workplace.  Reports errors promptly. Performs work duties in accordance with standard precautions and OSHA guidelines.10. Maintains working knowledge of current trends and developments in the mental health field by reading books, 

journals and other relevant materials.  Attends continuing education seminars and other in-service training when offered.11. Assists patients in developing empowerment skills and combating stigma through self-advocacy.12. Attends at least 

80% of scheduled staff meetings and 100% of mandatory educational sessions.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

CERTIFIED APHERESIS TECH U3005 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5G7 Clin Supp Svcs-Apheresis ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent. Must be able to read, write & communicate in English. Apheresis certification required. college laboratory classes may be accepted in lieu of experience. Current Basic Life Support (BLS) certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC).Must have five (5) years of therapeutic apheresis experience orcompleted the first two semesters of nursing clinicals or the equivalent experience/education. Job DutiesPerforms 

& accurately documents patient data collected to include: Intake & output, weight, temperature, pulse, respirations, & blood pressure. Recognizes and immediately reports values outside normal parameters to the nurse/physician. Documents 

patient information accurately & in appropriate place in a timely manner. Provides efficient support in providing preprocedure, intaprocedure, & post procedure VS and document them in Electronic Medical Record.Demontrates awareness of 

age-specific considerations in gathering these assessments (children, adolescents, adults, older adults). Reports any changes in a patient's condition/behavior immediately to the nurse. Seeks assistance & guidance as needed to ensure that 

patient care is delivered in a safe, high quality and effective manner at all times.Demonstrates initiative & creativity in assigned work, consistently attempting to make things work better. Attends ongoing in-services & involvement in related 

performance improvement programs. Attends in-service education & department meetings. Is current with appropriate continuing education as required for specialized area & equipment utilized for treatment.Utilizes sound judgment in 

stressful situations & performs in a team-oriented department. Has the ability to work with flexible department priorities. Maintains a professional, positive attitude towards coworkers, patients & themselves without participating in gossip or 

disparaging remarks about co-workers, the department or other entities of this facility. Organized, efficient, self- motivating and adaptable to change.Tracking Preventative Maintenance (PM) of all equipment used in apheresis, assuring they 

are completed & current at the beginning of each week, this is to including all equipment cleaning logs. Maintains book of PM/Cleaning Logs. Takes action when logs are not current, by cleaning, performing maintenance or contacting those 

who can bring maintenance up to date.Updates & maintains procedure/productivity Apheresis log, inputting all information accurately from nurse procedure sheets, saving log data properly, assuring that data is preserved for research, 

productivity, ect in file directory. Assure logs are current/ updated before leaving each day. Assures weekend/Holiday logs are current before the end of the next business day.Ensures schedule is up to date & patient procedure log completed. 

Is consistently thorough in completion of scheduling duties to include adding patients to schedule, changing times/dates, cancelling patient procedures as directed by charge nurse, unit calendar and photophersis calendar.Demonstrates 

knowledge & skills to safely & appropriately fulfill job specific responsibilities. Performs sterile procedures in accordance with the Dept of Nursing & Infection Control Policies & Procedures to include sterile gloves, dressing changes & inlet/ 

return line care/maintenance. Is independent in supporting unit by ensuring needed Apheresis equipment is available for in-patient procedures & obtaining supplies & blood products at the direction of the nursing staff.Adheres to appropriate 

hospital and/or Department policies, procedures, and accepted standards of care and best practices.Welcomes and orients patients, family, significant others and/or caregiver to the unit. Encourages pateint/family participation in care. 

Immediately alerts nurse if patient/patient's family verbalizes concerns or needs a matter addressed by Nurse. Actively anticipates patient's &/or patient's family needs & expectations & utilizes these when responds to patient requests for 

assistance in a respectful, positive and timely manner. Maintains and utilizes competencies per unit expectations.Performance Improvement: Accountable for patient caer & quality/ safety initiatives ( Ex: patient safety, patient satisfaction, 

core measures, infection control). Assumes accountability for all actions in the workplace. Reports errors promptly. All other duties as assigned. (The omission of specific statements of duties does not exclude them from the position if the work 

is similar, related, or is a logical assignment to the position.)Other duties incl but not limited to orientation of new staff & students to work areas. Collaborates with other nursing staff & hospital employees to create an environment that is 

conducive to retention of qualified personnel. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

CERTIFIED CHAPLAIN U2906 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H15 Prof Services-Chaplain/Past PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationMaster of 

Divinity degree from a Council for Higher Education (CHEA) approved institution. Four (4) units of CPE from an ACPE accredited center, endorsement from the applicant's denomination or sponsoring center and Board Certification from a 

Department of Education approved organization such as The Association of Professional Chaplains (APC), National Association of Catholic Chaplains (NACC) and Neshama: National Association of Jewish Chaplains.. One (1) year chaplaincy 

experience. Three (3) year healthcare chaplaincy preferred. Job DutiesAssessment of patient needs for spiritual support and provide necessary services and interventions. Pastoral care and support in crisis, grief, new diagnosis, surgery, or other 

concerns.Immediate response for emergencies, traumas, deaths, code blues, end-of-life decisions, ethical conflicts, crisis, disasters, organ/tissue donation/procurement.Serves as a resource and advocate related to spiritual and ethical concerns 

and provides guidance in ethical decision making. Assistance with family conflicts and interpersonal relationshipsProvide spiritual support resources appropriate to the developmental, emotional, and psychological needs of patients, family 

members and staff. Accommodates requests for spiritual/religious literature.Provide pre-surgery, surgery, post-surgery support to patients and family members.Maintain professional certification through continuing education, supervision, 

spiritual direction, retreats and active membership in APC or NACC. Maintain ecclesial/denominational endorsement.Maintain timely and accurate preparation of progress reports, statistical data and projects which support department and 

hospital goals.Assist in training of volunteer chaplains and field education students. Participate in the supervision of volunteer and field education students.Provide for Sacramental needs of patients, family members and staff. Facilitate 

contacting patient's own clergy. Provide worship opportunities for patients, family members and staff.Make referrals to outside resources for additional support and counseling in collaboration with Social Workers, nurses and other members 

of the health team. Consultation service to staff on specific patient needs.Consultation for Advance Directives: Durable Power of Attorney for Health Care, Directive to Physicians, Family or Surrogates. Consultation concerning Uniform Donor 

Card matters.Education to staff on utilization of Chaplains, ethics issues, advance directives and other topics as need arises. Provide community education as requested. Network with area religious congregations.Knowledge, Skills & 

AbilitiesCommunication, organizational and interpersonal skills. Basic computer and office skills and use of paging system.English language proficiency.Working ConditionsMinimal physical effort and occasional reaching. Frequent mobility. 

Irregular hours.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis 

ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CERTIFIED CHAPLAIN - PRN P2906 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H15 Prof Services-Chaplain/Past PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryExperience and EducationMaster of 

Divinity degree from a Council for Higher Education (CHEA) approved institution.Four (4) units of CPE from an ACPE accredited center, endorsement from the applicant's denomination or sponsoring center and Board Certification from a 

Department of Education approved organization such as The Association of Professional Chaplains (APC), National Association of Catholic Chaplains (NACC) and Neshama: National Association of Jewish Chaplains..One (1) year chaplaincy 

experience. Three (3) year healthcare chaplaincy preferred.Job DutiesAssessment of patient needs for spiritual support and provide necessary services and interventions. Pastoral care and support in crisis, grief, new diagnosis, surgery, or other 

concerns.Immediate response for emergencies, traumas, deaths, code blues, end-of-life decisions, ethical conflicts, crisis, disasters, organ/tissue donation/procurement.Serves as a resource and advocate related to spiritual and ethical concerns 

and provides guidance in ethical decision making. Assistance with family conflicts and interpersonal relationshipsProvide spiritual support resources appropriate to the developmental, emotional, and psychological needs of patients, family 

members and staff. Accommodates requests for spiritual/religious literature.Provide pre-surgery, surgery, post-surgery support to patients and family members.Maintain professional certification through continuing education, supervision, 

spiritual direction, retreats and active membership in APC or NACC. Maintain ecclesial/denominational endorsement.Maintain timely and accurate preparation of progress reports, statistical data and projects which support department and 

hospital goals.Assist in training of volunteer chaplains and field education students. Participate in the supervision of volunteer and field education students.Provide for Sacramental needs of patients, family members and staff. Facilitate 

contacting patient's own clergy. Provide worship opportunities for patients, family members and staff.Make referrals to outside resources for additional support and counseling in collaboration with Social Workers, nurses and other members 

of the health team. Consultation service to staff on specific patient needs.Consultation for Advance Directives: Durable Power of Attorney for Health Care, Directive to Physicians, Family or Surrogates. Consultation concerning Uniform Donor 

Card matters.Education to staff on utilization of Chaplains, ethics issues, advance directives and other topics as need arises. Provide community education as requested. Network with area religious congregations.Knowledge, Skills & 

AbilitiesCommunication, organizational and interpersonal skills. Basic computer and office skills and use of paging system.English language proficiency.Working ConditionsMinimal physical effort and occasional reaching. Frequent mobility. 

Irregular hours.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis 

ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CERTIFIED CHAPLAIN PALLIATIVE CARE U2900 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H15 Prof Services-Chaplain/Past PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe chaplain for the Palliative Care 

Service is responsible for spiritual assessment, crisisintervention, consultation, education, community linkages and supportive services foridentified patients, families, and staff. The chaplain coordinates resources and services inresponse to 

individual patient and family spiritual and emotional needs. The chaplain isan active member of the interdisciplinary Palliative Care team, contributing to patientassessments, plans and interventions, as well as to team goal setting. The 

chaplain actsas a consultant to the primary clinical team, service lines and other departments andparticipates in program development and quality improvement initiatives. The chaplaineducates students, residents, nurses, fellows and CPE 

interns about spiritual assessment,and spiritual care generally and specifically as it relates to the care of patients receivingpalliative care and their families.The chaplain conducts age-appropriate assessments, interventions, and data collection 

onpatients and families spiritual and emotional plan of care. The chaplain demonstrates theability to work with any patient or family regardless of race, gender, sexuality, gender identity, religious affiliation, cultural beliefs/practices, disease 

process or treatment plan.Experience and EducationA Board of Chaplaincy Certification Inc. (BCCI), an affiliate of Association of Professional Chaplains (APC), qualifying Master's degree conferred by a Council for Higher Education (CHEA) 

accredited institution resulting in certification approval. Please see Qualifications for Board Certified & Associate Certified Chaplains - BCCI (apchaplains.org) for details.Four (4) units of Clinical Pastoral Education (CPE) from an ACPE accredited 

center, endorsement from the applicant's denomination or sponsoring center and Board Certification from a Department of Education approved organization such as The Association of Professional Chaplains (APC), National Association of 

Catholic Chaplains (NACC) and Neshama: National Association of Jewish Chaplains. One (1) year chaplaincy experience. Three (3) years healthcare chaplaincy preferred.Job DutiesAssess and minister to each identified patient's spiritual and 

emotional needs as warranted by initial and ongoing spiritual assessment.Attends weekly interdisciplinary palliative care team meetings and communicates with staff regarding fulfillment of care plan for each patient.Provides care and support 

to patient and families in crisis, grief, new diagnosis, end of life, death or other concerns and makes referrals as necessary to palliative care team. Serves as a resource and advocate related to spiritual and ethical concerns, provides advocacy in 

decision-making conversations including participation in goals of care, advance directive conversations and family meetings when appropriate. Maintain professional certification through continuing education, supervision, spiritual direction, 

retreats and active membership in APC or NACC. Willingness to pursue Palliative specialty certification through APC.Maintain timely and accurate charting and collection of statistical data which support the patient and the interdisciplinary 

team as well as assist with institutional goals and trackingAssist in palliative care clinical training and supervision of field education students in CPE program. Provide or triage to colleagues and community clergy of various faiths to act as 

liaison or to accommodate the religious needs or questions of patients, family members and staff. Provide or enable supportive events and worship services in the hospital setting.Collaboration with Social Workers, Nurses, Chaplain Colleagues 

and other members of the interdisciplinary health team. Consultation to appropriate support staff for specific patient needs.Consultation for Advance Directives: Durable Power of Attorney for Health Care, Directive to Physicians, Family or 

Surrogates and Out of Hospital DNR.Educational in-services to staff on utilization of Spiritual Care, ethics issues, advance directives and other topics as needed. Provide community education as requested and as able.Knowledge, Skills & 

AbilitiesCommunication, organization and interpersonal skills. Basic computer and office skills and use of paging system.English language proficiency.Working ConditionsMinimal physical effort and occasional reaching. Frequent mobility. 

Irregular hours. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.



CERTIFIED DIALYSIS TECHNICIAN U5484 P12 $33,889.00 $45,371.00 $56,574.00 $2,824.08 $3,780.92 $4,714.50 $130.34 $174.50 $217.59 $16.29 $21.81 $27.20 N 6D Mainten/Craft-Skilled Craft Jr SKILL HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision of a 

Registered Nurse to, assists with providing care and delegated activities of treatment to patients with renal failure. This position performs duties as assigned by the Charge Nurse and Registered Nurse. Experience and Education- One year acute-

care inpatient hospital experience preferred - National or state program certified hemodialysis technician required. Eligible certifications are; Certified Hemodialysis Technologist/Technician (CHT), Certified Hemodialysis Biomedical Technician 

(CHBT), or Certified Water Specialist (CWS). - High school diploma or equivalent. Must be able to read, write and communicate in English. - Current BLS, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC)Job DutiesPerforms duties at all times under the supervision of the Registered Nurse and within limitations established in accordance with the institutional policies and applicable state and federal laws and regulations. (BONENT | Board 

of Nephrology Examiners Nursing Technology, Nephrology Nursing Certification Commission (NNCC) and Texas Dialysis Technician Requirements | Dialysis Technician Central,Maintain environmental integrity and aesthetics - ensure all areas 

are safe and clean.Use appropriate safety measures including personal protective equipment as necessaryClean, disinfect, and rinse dialysis machines in accordance with policy and procedures.Complete/document quality control logs 

throughout the day and after all treatments, as required.Conduct all tasks necessary for preparation for dialysis treatment and document where appropriate Terminate dialysis treatments per unit protocol, and within scope of practice and as 

allowed by state regulations.Monitor patients during dialysis treatments, report untoward symptoms to dialyzing nurse.Conduct machine safety checks, report any change or unusual findings to the Charge nurse and Biomed.Complete water 

testing on the Central RO as well as the portable RO systems prior to a treatment start daily and as directed.Obtain necessary pre and post treatment vital signs and weight. Report unusual findings to the registered nurse. Perform vascular 

access cannulation and report any difficulties in cannulation or unusual findings to registered nurse.Perform vascular access evaluation pre-treatment and report unusual findings to the registered nurse.Initiate dialysis treatment according to 

prescribed orders including blood flow (QB) and dialysate flow (QD).Evaluate intradialytic problems and provide intervention allowed within his scope of practice as prescribed by physician's order or as directed.Monitor patients' response to 

dialysis therapy and report any unusual findings to registered nurse.Obtain vital signs prior to reinfusion; perform all relevant functions necessary for the discontinuation of treatment Discontinue dialysis treatment according to established 

procedures for patients with permanent accesses.Evaluate patient sitting blood pressure prior to termination of venous access.Obtain Hemostasis and apply appropriate dressings to needle exit sites only (Central Line Dressing only to be 

completed by registered nurse)Responsible for calculating and entry of individual patients' dialysis machine programming for Ultrafiltration (UF) goal; treatment time; Sodium (Na) modeling; and UF modeling as prescribed.Ensure appropriate 

Machine safety alarms are enabled during setup of dialysis machinesRecord accurate and timely information regarding vital signs and treatment parameters onto the Hemodialysis flowsheet.Report any significant information and/or change in 

patient condition directly to the registered nurse Observe patient and report unusual patient status Clean and disinfect dialysis machine surface, equipment, treatment bays, and surrounding area between treatments according to facility 

policy.Perform all required pretreatment dialysis machine alarm testing Ensure that all blood spills immediately cleaned with appropriate disinfectant according to facility policy.Prepare, organize efficiently, and utilize supplies and equipment 

to prevent wastage. Review of all dialysis supplies-replenishing, and reviewing expiration datesComplete and document ongoing participation in Continuous Quality Improvement (CQI) activities.Enters all treatment data into the designated 

clinical application or logs accurately and in a timely manner.Collect, label, appropriately prepare and send samples according to required laboratory specificationsTransports patients to and from dialysis unit Transport dialysis equipment to 

and from dialysis or other areas as needed Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of dialysis patient population Work requires knowledge, skills and abilities of practice and task performed in 

the scope of hemodialysis technology including patient care, machine technology, water treatment, infections control, education and professional development. Working ConditionsWork is performed primarily in a hospital or hospital clinic 

environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex,&iquest;sexual orientation, 

gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CERTIFIED MEDICAL OFFICE ASSISTANT 1978 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 5E4B Medical Technician-Cert MOA CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and CPR certification orBasic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) by first day of employement is required.Completion of Medical Assistant training 

in an approved program, or one (1) year experience patient care in a physician office practice. Medical Assistant certification and maintenance of current certified status obtained through one of the following: The American Association of 

Medical Assistants, the American Medical Technologists Association, the National Association for Health Professionals, the National Center for Competency Testing, The National Healthcareer Association or American Allied Health.Job Duties1. 

Takes, records, and reports patient vital signs using medical equipment; performs procedures of low complexity such as visual acuity, development and/or musculoskeletal screening, POC testing, phlebotomy, EKG testing, and other approved 

clinic specific diagnostic testing.2. Escorts or transports patients to exam rooms or treatment rooms, or other areas as directed.3. Documents completion of patient care tasks in medical records, and reinforces education provided by the 

physician or nurse seeking assistance from the nurse or physician as appropriate. Confirms appropriate patient consent and authorization forms are signed for research and/or medical treatment4. Assists in care of patients by preparing exam 

rooms for patient care, facilitating use of diagnostic equipment, and ensuring availability of needed patient information, such as results of diagnostic exams and medical records.5. Assumes responsibility for weekly autoclave temperature 

monitoring, POC testing QA, and monthly audit report on compliance as directed by clinic management.6. Serves as preceptor and resource for newly-hired medical assistants and medical assistant externs, actively participating in their 

integration into the department.7. May perform a variety of administrative/clerical duties, scheduling patient appointments, precertifying procedures, answering patient phones by collecting data to forward to the nurse for triage as 

directed.8. Inspects equipment and facilities visually and physically to ensure patient safety and proper functioning. Maintains adequate stock of supplies as required for work area.9. May function as a clinic safety officer, verifying each 

employee's knowledge of fire safety and the evacuation plan for the work area as directed.10. Maintains current customer service, clinical, and technical skills by attending training programs and procedures. Participates in annual skills 

competency review.11. May provide occasional working supervision to non-licensed medical and/or clerical office support personnel for clerical functions or other non-clinical activities.12. Duties performed may include one or more of the 

following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

CERTIFIED MEDICAL OFFICE ASSISTANT U1978 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 5E4B Medical Technician-Cert MOA CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)by the first day of employment is required.Completion of Medical Assistant training in an approved 

program, or one (1) year experience patient care in a physician office practice. Medical Assistant certification and maintenance of current certified status obtained through one of the following: The American Association of Medical Assistants, 

the American Medical Technologists Association, the National Association for Health Professionals, the National Center for Competency Testing, The National Healthcareer Association or American Allied Health.Job Duties1. Takes, records, and 

reports patient vital signs using medical equipment; performs procedures of low complexity such as visual acuity, development and/or musculoskeletal screening, POC testing, phlebotomy, EKG testing, and other approved clinic specific 

diagnostic testing.2. Escorts or transports patients to exam rooms or treatment rooms, or other areas as directed.3. Documents completion of patient care tasks in medical records, and reinforces education provided by the physician or nurse 

seeking assistance from the nurse or physician as appropriate. Confirms appropriate patient consent and authorization forms are signed for research and/or medical treatment4. Assists in care of patients by preparing exam rooms for patient 

care, facilitating use of diagnostic equipment, and ensuring availability of needed patient information, such as results of diagnostic exams and medical records.5. Assumes responsibility for weekly autoclave temperature monitoring, POC 

testing QA, and monthly audit report on compliance as directed by clinic management.6. Serves as preceptor and resource for newly-hired medical assistants and medical assistant externs, actively participating in their integration into the 

department.7. May perform a variety of administrative/clerical duties, scheduling patient appointments, precertifying procedures, answering patient phones by collecting data to forward to the nurse for triage as directed.8. Inspects 

equipment and facilities visually and physically to ensure patient safety and proper functioning. Maintains adequate stock of supplies as required for work area.9. May function as a clinic safety officer, verifying each employee's knowledge of 

fire safety and the evacuation plan for the work area as directed.10. Maintains current customer service, clinical, and technical skills by attending training programs and procedures. Participates in annual skills competency review.11. May 

provide occasional working supervision to non-licensed medical and/or clerical office support personnel for clerical functions or other non-clinical activities.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

CERTIFIED NURSE MIDWIFE PART TIME NON EX 1759PN Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 N 3A6 Spclzd RN-Midwife APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree in 

nursing or related field or higher degree; documentation of completion of accredited Advanced Practice Registered Nurse (APRN) by the Texas Board of Nursing to practice as a Certified Nurse Midwife (CNM); certification as a CNM by the 

American Midwifery Certification Board (AMCB) or the American College of Nurse Midwives (ACNM) Certification Council; minimum of three (3) years experience as a CNM; current Basic Life Support (BLS) certification required; Advanced 

Cardiac Life Support (ACLS) a plus; current Neonatal Resuscitation (NRP) certification; completion of a First Assist at Surgery education program certified by the Certification Board Perioperative Nursing (CBPN) and certification as a Certified 

Registered Nurse First Assist (CRNFA) preferred.Job Duties1. Serves as a member of a healthcare team that includes faculty obstetricians, Maternal-Fetal Medicine specialists, OB/GYN residents, faculty anesthesiologists, and certified registered 

nurse anesthetists.2. Provides ongoing coordination with the healthcare team and other CNMs in the Department of Obstetrics and Gynecology to provide 24/7 inpatient coverage by midwives at the UT Southwestern Clements University 

Hospital.3. Participates in the provision of healthcare to obstetric patients including triage assessment, management of labor and delivery, first assisting at surgery, post-partum care, discharge planning, patient education in the hospital 

(primarily Labor and Delivery, the Emergency Department and inpatient floor), and ambulatory OB/GYN clinics. a. Obtains and records complete medical history. b. Performs physical exams according to departmental protocols. c. Obtains and 

interprets laboratory tests according to departmental protocols. d. Assesses patient database and identifies biopsychosocial needs. e. Provides relevant counseling and education to patients and significant others within role limitations (such as 

prenatal and post-partum care, physical activity, family planning, infant and child care, diets, medications).4. Perform procedures that are privileged and credentialed to perform within the scope of practice of a CNM in the state of Texas.5. 

Enhances patient transitions in care by communicating with outpatients regarding planned admissions, with inpatients regarding treatment plans and/or testing results and by participating in discharges.6. Appropriately and accurately 

documents all assessments, procedures and decision-making, whether in person or by telephone, in the patient's electronic medical record in a timely fashion consistent with UT Southwestern standards.7. Identifies and analyzes processes 

related to patient care and suggests improvements to increase efficiency, productivity, patient safety and patient satisfaction.8. Serves as a resource and educator for other midwives, nurses, medical students and residents, and facilitates team 

work and process improvement through planned group processes, i.e. workshops, seminars, and staff meeetings.9. Demonstrates excellent oral and written communication skills that convey information efficiently and accurately that support 

the PACT standards of care for obstetric patients and their families.10. Accountability to patients and the healthcare team to deliver safe and effective care to obstetric patients in the hospital setting. This accountability includes having solid 

professional judgement and awareness of the dynamic changes within the inpatient setting that on occasion would require scheduling flexibility and adjustments.11. Participates in quality and safety data collection or departmental research 

activities as required by the Chair of OB-Gyn (or his/her designee), the credentialing office or as deemed appropriate.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

CERTIFIED OPHTHALMIC ASSISTANT 1765 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5G4A

Clin Supp Svcs-Cert Oph 

Assist ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent plus one (1) year of work experience in Ophthalmology (clinical program practicum experience preferred). One (1) year of college preferred. Must complete the home study course for Joint Commission of Allied Health 

Personnel in Ophthalmology.  Certified as COA by JCAHPO. Job Duties  Assists ophthalmologists in treatment and care of patients.        Opens, stocks, cleans, and closes patient rooms.        Obtains basic medical history and ocular complaints 

from patients.        Measures patients' glasses.        Writes and calls in prescriptions to pharmacies as directed by ophthalmologists.       Tests ocular functions, including visual acuity, muscle balance, and intra-ocular tension.       Administers eye 

and oral medications as directed by ophthalmologists.       Changes eye dressings and instructs patients and/or caregivers in home care.       Maintains ophthalmic instruments by sterilizing surgical instruments and cleaning exposed lenses, 

mirrors, and prisms and replacing burned out bulbs and batteries.      May provide guidance to entry-level Ophthalmic Assistants.        Duties performed may include one or more of the following core functions:  a) Directly interacting with or 

caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.  Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

CERTIFIED OPHTHALMIC MEDICAL TECHNOLOGIST 1761 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3B8 Prof Technologist-Ophthalmo ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree in 

Science or related field,  and successful completion of accredited ophthalmic medical assistant program, certification as Certified Ophthalmic Medical Technologist by Joint Commission of Allied Health Personnel in Ophthalmology  (JCAHPO, or 

CAHEA), and two (2) years relevant experience. Job Duties  1.Assists ophthalmologists in diagnoses and treatment of eye diseases and injuries.2.Conducts variety of preliminary eye examinations.3.Performs retinoscopy and any and all fundus 

photography which includes confocals.4.Performs keratometry and ultrasound for diagnosis and intraocular lens calculations. Takes refractory readings and fits patients for contact lenses.5.Examines patients for symptoms indicative of organic 

or congenital disorders.  Performs various diagnostic testing procedures to determine vision loss.6.Coordinates remedial activities to aid in regaining vision or to utilize sight remaining.  Demonstrates therapeutic eye exercises to 

patients.7.Conducts intensive clinical training and provides working supervision of ophthalmic technicians.8.Assists in coordination of maintenance of equipment and instruments used in clinic.9.Duties performed may include one or more of 

the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

CERTIFIED OPHTHALMIC TECHNICIAN 1763 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3B8 Prof Technologist-Ophthalmo ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

accredited approved program for Ophthalmic Technicians, one (1) year experience as Ophthalmic Assistant or equivalent and certification as Ophthalmic Technician by Joint Commission on Allied Health Personnel in Ophthalmology (JCAHPO or 

CAHEA)  Job Duties  1.Assists ophthalmologists in treatment and care of patients by performing variety of technical duties.2.Obtains medical histories of patients, including past ocular history, family history, previous adverse drug reactions 

and allergies, systemic illnesses, and current medications.3.Tests ocular functions, including distance and near visual acuity, color vision, muscle balance, intra-ocular tension, auto refraction, retinoscopy, and lensometry (reading 

spectacles).4.Fits all types of contact lenses using keratometer; instructs patients in care and insertion of lenses.5.Assists physicians in minor office surgery.6.Administers medications as directed by ophthalmologists; changes dressings and 

instructs patients in home care.7.Maintains inventory of consumable supplies, medications, and small instruments.8.Maintains ophthalmic instruments, such as visual acuity projectors, direct and indirect ophthalmoscopes, retinoscopes, 

muscle lights, etc. by cleaning exposed lenses, mirrors, prisms, and replacing burned out bulbs.9.Instructs ophthalmic assistants in clinic routine and in standard ophthalmic procedures.10.Duties performed may include one or more of the 

following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

CERTIFIED PATIENT TRANSPORT TECHNICIAN U6214 P08 $29,400.00 $36,800.00 $44,200.00 $2,450.00 $3,066.67 $3,683.33 $113.08 $141.54 $170.00 $14.13 $17.69 $21.25 N CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general supervision to 

Patient Transport Manager, Administrative Supervisor and Operations Supervisor. The transporter ensures that established safety procedures are followed throughout the transportation process. Knowledge of patient safety, basic 

transportation equipment, infection control processes, clerical skills, excellent telephone etiquette, and good communication and organizational skills.Experience and EducationMinimum Education and Experience:High school graduation or 

GED required. Six (6) months' experience in Transport required. May use applicable education in lieu of experience requirements.Minimum License and Certificates Required:Basic Life Support (BLS) course accredited by the American Heart 

Association (AHA) OR American Red Cross (ARC) by the first day of employment is required. Emergency Medical Technician (EMT) certification OR Certified Nursing Assistant (CNA) OR Patient Care Technician (PCT) OR Certified Medical Assistant 

(CMA) license in TX OR NAHTM - Certified Healthcare Transporter (CHT) certification.Job DutiesMaintains friendly, efficient service attitude towards patients, clients and co-workers.Follows all department and hospital policies and procedures 

and relevant hospital, local, state and federal standards and regulations.Provides transportation of patients and items to various areas of the institution to facilitate patient care.Safely moves patients with traction, IV's, drainage apparatus, 

oxygen and other encumbrances.Lifting and transferring patients from hospital beds to wheelchairs or other medical transport devices.Greets patients and family members professionally and identifies oneself. Verifies patient identification, 

using two methods (patient name and patient date of birth). Explain where patient is going. Maintains patient/family confidentiality (HIPPA).Transports patient using appropriate equipment, transfer techniques, and procedures to ensure 

patient safety. Follows dispatcher's instructions as assigned and accurately logs trips as required. Arrives to meetings on time and participates in Monthly Meetings and/or educational activities. Ensures that the customer departments are 

notified of delays, cancellations, and changes in the mode of transportation, as appropriate. Relays this information to the dispatcher in a timely manner.Knows the locations within the hospital facility and uses safe, efficient routes to and from 

all locations.Monitoring the scheduling system for transport requests and completing them promptly.Follow proper protocol for use and organization of supplies, equipment and supply room.Maintains proper cleanliness of equipment and 

reports equipment-needing repairs.Transports bodies to the morgue in a timely manner and ensures completion of proper documentation.Ability to answer questions from patients, guests, and vendors. Directs these inquiries (as necessary) to 

appropriate channels in a professional way.Ability to train new employees, providing day-to-day job assistance; teaching and coaching new transporters on Patient Transport policies and procedures, as well as Infection Control guidelines and 

Customer Relations skills.Responds well to instructions and guidance, finds solutions to work related problems, and completes assignments independently, not requiring constant supervision.Attends and participates in required and 

MANDATORY in-service educational programs, on the job training programs, etc. as directed and/or scheduled.Uses proper codes and etiquette while communicating on phones. Follows proper department policy regarding phones by keeping 

phones clean, charged and secure.Reports to work on time and as scheduled; completes work within designated time.Must be able to work a flexible schedule, including weekends and holidays.Complies with dress code and uniform standards 

for department.Performs other duties as assigned.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Requires standing, walking for long period of time and must be able to lift, push, and pull heavy 

equipment.Requires walking, bending, pushing, stooping and lifting objects up to 50 pounds.Please Note: You may be required to transport Covid-19 suspected and/or positive patients. You will be provided with appropriate Personal 

Protective Equipment (PPE). The required PPE will involve a Fit Test. Proper fitting may necessitate trimming or shaving facial hair because beard growth or facial hair prevents a necessary seal between the respirator and the face.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CERTIFIED RECREATIONAL THERAPIST P5714 P17 $40,697.00 $52,093.00 $65,282.00 $3,391.42 $4,341.08 $5,440.17 $156.53 $200.36 $251.08 $19.57 $25.04 $31.39 N 4E1A

Guest & Pat Svcs-Pt Svc Rep 

Sr ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduate from 

accredited Therapeutic Recreation Therapy program and prefers one (1) year experience, but not required. **Certified as a CTRS by the NCTRC (National Council on Therapeutic Recreation Certification) required.   Job Duties  Conducts job duties 

in accordance with departmental Policies and procedures.       Develops rapport with patients and their families using approach congruent with that of health care team for purpose of obtaining maximum participation in activities.      Develops 

activities plan reflecting cultural and religious interests of resident population and appeal to both men and women of all age groups.  Posts activity plan for each resident in designated place within patient's room.  Provides in room activities 

for patients confined to or choosing to remain in their room.  Plans activities that reflects interests and ability levels of patient.  Determines and documents degree to which interventions achieve or enhance patient outcome.       Accepts 

additional responsibility.  Assists willingly in coverage of other patients.  Facilitates or offers assistance in transport of patients to group activities.      Advises manager of equipment needs so that appropriate items may be ordered in timely 

manner.       Develops discharge recommendations reflecting patients' interests and community resources available.       Demonstrates knowledge of contra-indications and/or safety issues with various patient types and applies them to 

treatment.       Instructs volunteers or staff in activities program plan.  Solicits their help in working with patients on in-room activities.       Organizes patient treatment time efficiently.  Organizes unscheduled time efficiently.  Assists in on-job 

training, education, and supervision of Physical Therapy technicians, students and/or nursing.     Uses sound judgment in stressful and emergency situations involving patient, family, or staff.  Represents hospital in professional manner at 

community function.      Performs other duties as requested.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CERTIFIED RECREATIONAL THERAPIST U5714 P17 $40,697.00 $52,093.00 $65,282.00 $3,391.42 $4,341.08 $5,440.17 $156.53 $200.36 $251.08 $19.57 $25.04 $31.39 E 4E1A

Guest & Pat Svcs-Pt Svc Rep 

Sr ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduate from 

accredited Therapeutic Recreation Therapy program and prefers one (1) year experience, but not required. **Certified as a CTRS by the NCTRC (National Council on Therapeutic Recreation Certification) required.   Job Duties  Conducts job duties 

in accordance with departmental Policies and procedures.       Develops rapport with patients and their families using approach congruent with that of health care team for purpose of obtaining maximum participation in activities.      Develops 

activities plan reflecting cultural and religious interests of resident population and appeal to both men and women of all age groups.  Posts activity plan for each resident in designated place within patient's room.  Provides in room activities 

for patients confined to or choosing to remain in their room.  Plans activities that reflects interests and ability levels of patient.  Determines and documents degree to which interventions achieve or enhance patient outcome.       Accepts 

additional responsibility.  Assists willingly in coverage of other patients.  Facilitates or offers assistance in transport of patients to group activities.      Advises manager of equipment needs so that appropriate items may be ordered in timely 

manner.       Develops discharge recommendations reflecting patients' interests and community resources available.       Demonstrates knowledge of contra-indications and/or safety issues with various patient types and applies them to 

treatment.       Instructs volunteers or staff in activities program plan.  Solicits their help in working with patients on in-room activities.       Organizes patient treatment time efficiently.  Organizes unscheduled time efficiently.  Assists in on-job 

training, education, and supervision of Physical Therapy technicians, students and/or nursing.     Uses sound judgment in stressful and emergency situations involving patient, family, or staff.  Represents hospital in professional manner at 

community function.      Performs other duties as requested.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CERTIFIED RESPIRATORY THERAPIST 5309 P20 $46,971.00 $62,507.00 $79,644.00 $3,914.25 $5,208.92 $6,637.00 $180.66 $240.41 $306.32 $22.58 $30.05 $38.29 N 3B2 Prof Technologist-Respiratory ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and Education2 years of Critical care 

preferredA.A.S. Graduate of accredited program in respiratory care (Bachelor Degree preferred)License by the Texas Medical Board, Certified by the NBRC.___ Current Basic Life Support (BLS) certification, course accredited by the American 

Heart Association (AHA) or American Red Cross (ARC).   __Other: Specialtyareas may have increased certification/license requirements as dictated by unit or standard of care, such as Neonatal Resuscitation Program (NRP) certificationJob 

DutiesPerforms technical procedures and operates equipment with a high level of expertise.Maintains knowledge of infrequently used equipment and ordered patient therapeutics.Administers therapy according to departmental policies and 

procedures.Demonstrates decision-making skills in patient assessment and care plan design based on desired outcomes of therapy, clinical data, consultation with physicians and progress of the patient.Assesses patient and family's knowledge 

deficit regarding Cardiopulmonary anatomy and physiology, therapeutic procedures, respiratory drug interactions or contraindications, smoking cessation.Adheres to department administrative procedures of error free patient charge entry, 

timely and concise SBAR shift report, accurate documentation and accurate EMR order management.Demonstrates activities consistent with the financial objectives of the department in the use of disposable supplies and equipment change 

out.Assumes and performs charge therapist duties when assigned according to departmental policies. If not charge therapist, then reports all relative patient care and equipment issues to charge therapist. Request assistance from the charge 

therapist when appropriate.Demonstrates engagement by attending and participating in 90% of all department and town hall meetings.Fosters teamwork by treating all staff fairly, facilitating 2-way communication and having a collaborative 

attitude.Adheres to hospital and department attendance policies, including self-scheduling, vacation and holiday rotation policy.Takes responsibility for maintain supplies and equipment in all areas of the hospital; takes responsibility for 

reporting and follow through to biomedical on equipment in need of repair.Actively participates in Quality Assurance departmental activities and objectives.On one's own initiative, assists in writing procedures or giving in-services recognized 

as necessary by the individual.Knowledge, Skills & AbilitiesWork requires good organizational, reading and writing skills.Work requires basic Computer knowledgeWork requires care skills with ICU and ventilation management 

experienceWorking ConditionsHeavy physical effort (lifting/carry up to 50lbs.) Prolonged, extensive, or considerable standing/walking. Lifts, positions, pushes and/or transfers patients. Lifts supplies/equipment.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



CERTIFIED RESPIRATORY THERAPIST U5309 P20 $46,971.00 $62,507.00 $79,644.00 $3,914.25 $5,208.92 $6,637.00 $180.66 $240.41 $306.32 $22.58 $30.05 $38.29 N 3B2 Prof Technologist-Respiratory ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and Education2 years of Critical care 

preferredA.A.S. Graduate of accredited program in respiratory care (Bachelor Degree preferred)License by the Texas Medical Board, Certified by the NBRC.___ Current Basic Life Support (BLS) certification, course accredited by the American 

Heart Association (AHA) or American Red Cross (ARC).    __Other: Specialtyareas may have increased certification/license requirements as dictated by unit or standard of care, such as Neonatal Resuscitation Program (NRP) certificationJob 

DutiesPerforms technical procedures and operates equipment with a high level of expertise.Maintains knowledge of infrequently used equipment and ordered patient therapeutics.Administers therapy according to departmental policies and 

procedures.Demonstrates decision-making skills in patient assessment and care plan design based on desired outcomes of therapy, clinical data, consultation with physicians and progress of the patient.Assesses patient and family's knowledge 

deficit regarding Cardiopulmonary anatomy and physiology, therapeutic procedures, respiratory drug interactions or contraindications, smoking cessation.Adheres to department administrative procedures of error free patient charge entry, 

timely and concise SBAR shift report, accurate documentation and accurate EMR order management.Demonstrates activities consistent with the financial objectives of the department in the use of disposable supplies and equipment change 

out.Assumes and performs charge therapist duties when assigned according to departmental policies. If not charge therapist, then reports all relative patient care and equipment issues to charge therapist. Request assistance from the charge 

therapist when appropriate.Demonstrates engagement by attending and participating in 90% of all department and town hall meetings. Fosters teamwork by treating all staff fairly, facilitating 2-way communication and having a collaborative 

attitude.Adheres to hospital and department attendance policies, including self-scheduling, vacation and holiday rotation policy.Takes responsibility for maintain supplies and equipment in all areas of the hospital; takes responsibility for 

reporting and follow through to biomedical on equipment in need of repair.Actively participates in Quality Assurance departmental activities and objectives.On one's own initiative, assists in writing procedures or giving in-services recognized 

as necessary by the individual.Knowledge, Skills & AbilitiesWork requires good organizational, reading and writing skills.Work requires basic Computer knowledgeWork requires care skills with ICU and ventilation management 

experienceWorking ConditionsHeavy physical effort (lifting/carry up to 50lbs.) Prolonged, extensive, or considerable standing/walking. Lifts, positions, pushes and/or transfers patients. Lifts supplies/equipment.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CERTIFIED TUMOR REGISTRAR 2812 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3F11 Prof Med Services-Clin Data PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  College level courses 

in Medical Terminology, Anatomy & Physiology. Associate's Degree or equivalent in experience. Previous experience in an approved (Cancer Program) tumor registry preferred. Certified Tumor Registrar required.  Job Duties  Abstracting: 

Identify analytic & nonanalytic cases within 6 months of diagnosis & collects data as outlined in the FORDS manual, current State Cancer Registry Handbook and any information required by Cancer Committee Members. Abstracts a minimum 

of 6 abstracts per day (1abst/1.15hr). Minimum of 35 cases completed per week for remote abstractors.   Maintains a 95% accuracy rate in abstracting, suspensing, and casefinding as required by the Cancer Committee Performance 

Improvement Plan.      Follow-up: Identifies information necessary for a completed "follow-up." Maintains follow-up according to ACoS Standards. Able to demonstrate/obtain follow-up information via telephone calls, internet, Oacis, and 

Siemens to assist in follow-up. Performs data entry of information obtained in the follow-up process.    Staging Forms: Identifies cases eligible for staging. Able to place the proper staging form in the medical record. Identify physician 

responsible for completing the staging form.      Prepares Charts for physician review. Assist physicians during QA review.       Peer Review: Registrar is able to review other registrar's abstract. Gives and receives constructive criticism.       Attend 

at least one state, local, regional or national meeting annually to be in compliance with ACOS.       Other duties as assigned by the Cancer Registry Manager.        Performs other duties as assigned.          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CERTIFIED TUMOR REGISTRAR U2812 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3F11 Prof Med Services-Clin Data PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationCollege level courses in 

Medical Terminology, Anatomy & Physiology. Associate's Degree or equivalent in experience. Previous experience in an approved (Cancer Program) tumor registry preferred. Certified Tumor Registrar required. Job DutiesAbstracting: Identify 

analytic & nonanalytic cases within 6 months of diagnosis & collects data as outlined in the FORDS manual, current State Cancer Registry Handbook and any information required by Cancer Committee Members. Abstracts a minimum of 6 

abstracts per day (1abst/1.15hr). Minimum of 35 cases completed per week for remote abstractors.Maintains a 95% accuracy rate in abstracting, suspensing, and casefinding as required by the Cancer Committee Performance Improvement 

Plan.Follow-up: Identifies information necessary for a completed "follow-up." Maintains follow-up according to ACoS Standards. Able to demonstrate/obtain follow-up information via telephone calls, internet, Oacis, and Siemens to assist in 

follow-up. Performs data entry of information obtained in the follow-up process.Staging Forms: Identifies cases eligible for staging. Able to place the proper staging form in the medical record. Identify physician responsible for completing the 

staging form.Prepares Charts for physician review. Assist physicians during QA review.Peer Review: Registrar is able to review other registrar's abstract. Gives and receives constructive criticism.Attend at least one state, local, regional or 

national meeting annually to be in compliance with ACOS.Other duties as assigned by the Cancer Registry Manager.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. WORKING CONDITIONSThis job is 

remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for 

Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and 

state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CHAPLAIN P2901 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H15 Prof Services-Chaplain/Past PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationThree (3) years 

healthcare chaplaincy preferred -One (1) unit of Clinical Pastoral Education (CPE). Admission to a CHEA accredited graduate program in ministry or related field. Masters Degree in Ministry preferred.Job Duties1. Assessment of patient needs for 

spiritual support and provide necessary services and interventions. Pastoral care and support in crisis, grief, new diagnosis, surgery, or other concerns.2. Immediate response for emergencies, traumas, deaths, code blues, end-of-life decisions, 

ethical conflicts, crisis, disasters, organ/tissue donation/procurement.3. Serves as a resource and advocate related to spiritual and ethical concerns and provides guidance in ethical decision making. Assistance with family conflicts and 

interpersonal relationships.4. Provide spiritual support resources appropriate to the developmental, emotional, and psychological needs of patients, family members and staff. Accommodates requests for spiritual/religious literature.5. Provide 

pre-surgery, surgery, post-surgery support to patients and family members.6. Maintain professional certification through continuing education, supervision, spiritual direction, retreats and active membership in APC or NACC. Maintain 

ecclesial/denominational endorsement.7. Maintain timely and accurate preparation of progress reports, statistical data and projects which support department and hospital goals.8. Assist in training of volunteer chaplains and field education 

students. Participate in the supervision of volunteer and field education students.9. Provide for Sacramental needs of patients, family members and staff. Facilitate contacting patient's own clergy. Provide worship opportunities for patients, 

family members and staff.10. Make referrals to outside resources for additional support and counseling in collaboration with Social Workers, nurses and other members of the health team. Consultation service to staff on specific patient 

needs.11. Consultation for Advance Directives: Durable Power of Attorney for Health Care, Directive to Physicians, Family or Surrogates. Consultation concerning Uniform Donor Card matters.12. Education to staff on utilization of Chaplains, 

ethics issues, advance directives and other topics as need arises. Provide community education as requested. Network with area religious congregations.**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & 

ABILITIESCommunication, organizational and interpersonal skills. Basic computer and office skills and use of paging system. English language proficiency.WORKING CONDITIONSMinimal physical effort and occasional reaching. Frequent mobility 

over distance. Irregular hours.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.This position is security-sensitive and thereby 

subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic 

information, citizenship status, or veteran status.

CHAPLAIN U2901 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3H15 Prof Services-Chaplain/Past PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationFour (4) units of Clinical 

Pastoral Education (CPE). Admission to a CHEA accredited graduate program in ministry or related field. Master's degree in Ministry preferred. Three (3) year healthcare chaplaincy preferred. Job Duties1. Assessment of patient needs for 

spiritual support and provide necessary services and interventions. Pastoral care and support in crisis, grief, new diagnosis, surgery, or other concerns.2. Immediate response for emergencies, traumas, deaths, code blues, end-of-life decisions, 

ethical conflicts, crisis, disasters, organ/tissue donation/procurement.3. Serves as a resource and advocate related to spiritual and ethical concerns and provides guidance in ethical decision making. Assistance with family conflicts and 

interpersonal relationships.4. Provide spiritual support resources appropriate to the developmental, emotional, and psychological needs of patients, family members and staff. Accommodates requests for spiritual/religious literature.5. Provide 

pre-surgery, surgery, post-surgery support to patients and family members.6. Maintain professional certification through continuing education, supervision, spiritual direction, retreats and active membership in APC or NACC. Maintain 

ecclesial/denominational endorsement.7. Maintain timely and accurate preparation of progress reports, statistical data and projects which support department and hospital goals.8. Assist in training of volunteer chaplains and field education 

students. Participate in the supervision of volunteer and field education students.9. Provide for Sacramental needs of patients, family members and staff. Facilitate contacting patient's own clergy. Provide worship opportunities for patients, 

family members and staff.10. Make referrals to outside resources for additional support and counseling in collaboration with Social Workers, nurses and other members of the health team. Consultation service to staff on specific patient 

needs.11. Consultation for Advance Directives: Durable Power of Attorney for Health Care, Directive to Physicians, Family or Surrogates. Consultation concerning Uniform Donor Card matters.12. Education to staff on utilization of Chaplains, 

ethics issues, advance directives and other topics as need arises. Provide community education as requested. Network with area religious congregations.**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & 

ABILITIESCommunication, organizational and interpersonal skills. Basic computer and office skills and use of paging system. English language proficiency.WORKING CONDITIONSMinimal physical effort and occasional reaching. Frequent mobility 

over distance. Irregular hours.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.This position is security-sensitive and thereby 

subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic 

information, citizenship status, or veteran status.

CHARGE MASTER ANALYST U2225 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3G4

Prof Fee Sched-Codng-Chrg 

Mast PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate's degree 

in related field with five years experience or Bachelor's degree with three years experience or other educational background combined with work experience relevant to position.Three years progressive Hospital Revenue Cycle experience, 

knowledge of coding, medical record documentation, Government billing requirements.  Experience with hospital information system, particularly Epic HB strongly preferred. Job Duties  1.  Performs all maintenance to the Charge Description 

Master (CDM).  Processes CDM requests to ensure that all additions, changes and deletions are consistent with proper charging, billing, coding and pricing practices in a timely manner.2.  Analyzes data within the CDM and assigns accurate 

CPT/HCPCS and revenue codes to the CDM to insure compliance with regulartory agencies.3.  Researches and resolves all CDM related code errors effecting the account and charge review work queues.4. Provides assistance and analysis to all 

levels of management in support of suggested, requested and/or mandated changes to the CDM.5.  Assists with annual review of the CDM and quarterly updates as appropriate to enhance revenue for the hospital departments.6.  Conducts 

monthly reconciliation between billing system and chargmaster management tool.  Works with IR to make necessary adjustments.  Reports findings to Chargemaster Manager.7.  Develops and maintains policies and procedures for the CDM, 

Pricing Policies and charge capture processes.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CHARGE MASTER COORDINATOR U2214 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3G4

Prof Fee Sched-Codng-Chrg 

Mast PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryFormulates and maintains the hospitals' 

Charge Master in order to optimize revenue generation and maintain compliance with government and third party payer requirements.Experience and EducationTwo year degree or HS diploma with three to five years' experience in hospital 

billing and coding. Combination of hospital billing and/or coding experience strongly preferred. Hospital and Professional Chargemaster experience preferred. Experience with hospital information system, particularly Epic HB strongly preferred. 

Bachelor Degree preferred, or equivalent combination of education, training and experiences.Hospital Revenue Cycle experience, knowledge of coding, medical record documentation, Government billing requirements. Experience with hospital 

information system, particularly Epic HB strongly preferred  General good health and stress coping ability. Full mobility and ability to participate in vigorous activity. Ability to speak and hear, to allow discussions with physicians, patients and 

other members of the healthcare team. Possess near vision acuity for accurate reading of computer screens and recording on patient charts. Job DutiesCoordinates, reviews and ensures accurate execution of all charges, additions or deletions 

to CDM. Conducts ongoing research and review of all regulatory issues related to charging and distributes to Chargemaster Team and affected department heads. Follows-up with each department to ensure appropriate actions are taken. 

Prepares organization for timely implementation of annual coding updates, periodic Revenue Code updates, modifier revisions, and regulatory updates related to Charge Master Data.Keeps up to date on all new and/or upgraded system 

functionalities available for CDM. Coordinates with department to analyze, implement or control new applications that effect or interface to CDM.Researches manual claims revisions and claims errors related to CDM in billing process to 

identify issues and ensures continued accuracy of CDM data. Oversees internal compliance audits requested by Compliance Officer and/or other appropriate members of executive team. Reports findings to Compliance Officer and/or other 

appropriate member of executive team.Maintains current documentation of charge processes within institutionKnowledge, Skills & AbilitiesWork with hospital departments including clinical areas, Compliance, HIM/Coding and PFS 

Accountable for the overall maintenance of the CDM and annual development of a charge master work plan that includes the routine evaluation of the CDM related policies and procedures. Conduct regular checks to insure the integrity of the 

CDM in coordination with a third party application Identify areas of opportunity for improvement and perform necessary education. Working ConditionsWork is performed with the ability to lift up to 20 pounds maximum with frequent lifting 

and/or carrying of objects weighing up to 10 pounds. Even though the weight lifted may only be a negligible amount, a job is in this category when it requires walking or standing to a significant degree. Any qualifications to be considered as 

equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 

51.215.UT SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn 

more, please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

CHARGE MASTER COORDINATOR SR U9344 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3G4

Prof Fee Sched-Codng-Chrg 

Mast PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationTwo year degree or HS 

diploma with five to seven years' experience in hospital billing and coding. Combination of hospital billing and/or coding experience strongly preferred. Hospital Charge Master experience preferred. Experience with hospital information system, 

particularly Epic HB strongly preferred. Epic HB certification preferred.Job DutiesFormulates and maintains the hospitals' Charge Master in order to optimize revenue generation and maintain compliance with government and third party payer 

requirements.Develop an overall approach for education to the various departments by directing periodic comprehensive reviews and on-going refinement of the Charge Master.Provide guidance to the Charge Master team by coordinating, 

monitoring and approving all changes made to the Charge Master.Lead quarterly/periodic meetings with focused CDM groups.Researches claim edits and errors related to CDM in billing process to identify issues and ensures continued 

accuracy of the CDM data.Conducts monthly reconciliation between billing system and Charge Master Management tool. Works with IR to make necessary adjustments. Reports findings to Director.Develops and maintains policies and 

procedures for the CDM, Pricing Policies and charge capture processes.Knowledge, Skills & AbilitiesKnowledge of Medicare guidelines, ICD9, CPT and HCPCS coding. Proficient in Microsoft Office Suite, including Word and Excel.Strong oral and 

written communication skills.Demonstrated accuracy skills.Organizational skills.Must be able to multitask in a fast paced work environment.Working ConditionsLift five (5) pounds of records.Any qualifications to be considered as equivalents in 

lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status.

CHEMICAL SAFETY SPECIALIST 6620 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 5H3A

Aux Supp Services-Safety 

Spec PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

provide knowledge and expertise in operation and support of chemical safety programs and compliance with regulatory agencies and national guidelines.Experience and EducationBachelor's degree in safety related field and no experience. Job 

DutiesPerforms surveys of laboratories and facilities to ensure adherence to safe practices and procedures; responsible for monthly laboratory and follow-up surveys; responsible for annual validation of chemical fume hoods. Reviews research 

projects submitted for hazardous materials permitting on behalf of chemical safety; denotes safety deficiencies and assists with monthly Chemical Safety Committee (CSC) meeting planning.Ensures employee health and safety standards with a 

focus on chemical safety are met in all areas of the organization. Identifies potential chemical safety hazards, prepares reports on conditions, and takes action to mitigate identified deficiencies.Delivers safety training with a focus on chemical 

and lab safety content to all departments on campus. Aids in creating safety training and updates safety training content. Performs chemical sampling, industrial hygiene monitoring, and air quality checks. Creates reports to communicate 

results and any needed remediation or safety improvements.Investigates chemical safety-related and environmental incidents; responds to emergencies involving hazards that are chemical in nature; identifies causes and how to prevent their 

recurrence.Develops safety guidance, assists with SOPs, and other educational documents in response to identification of areas of deficiency with departments.Ensures proper hazardous materials management for both the research enterprise 

and health system to include inventory management, use, security, and disposal.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment in application and interpretation of procedures, 

safety regulations, standards, and codes.Work requires contact with staff and faculty of other departments while providing technical assistance. Effective communication and customer service skills necessary.Must be proficient in Microsoft 

Office Suite and be able to use computer database.Ability to collaborate effectively with personnel in diverse positions.Must have basic knowledge of chemical hazards in the laboratory environment.Must be familiar with applicable laboratory 

safety regulations and guidelines.Working ConditionsWork is performed indoors and outdoors. Working conditions involve more than average exposure to hazardous equipment or materials. Response to emergencies or handling of hazardous 

materials may necessitate the ability to wear a respirator. This position is designated as essential. Individuals may be on call or emergency situation. May require individual to report to work outside of set work schedule in order to sustain 

institutional services or protect assets.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status.

CHEMICAL SAFETY SPECIALIST LEAD 6622 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 5H3 Aux Supp Services-Safety PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal direction to 

provide knowledge and expertise in operation and support of chemical safety programs and compliance with regulatory agencies and national guidelines within the Office of Safety and Business ContinuityExperience and EducationBachelor's 

degree in basic or applied science, engineering, safety, industrial hygiene or related field required and four (4) years of directly related safety experience. Job DutiesExpertise is required in one or more of these specialized areas: research 

chemistry, industrial hygiene, indoor air quality, hazardous materials management, incident response, or chemical safety-specific training concepts.Reviews and assists in coordinating research projects submitted for hazardous materials 

permitting on behalf of chemical safety; denotes and analyzes safety deficiencies and assists with bimonthly Chemical Safety Committee (CSC) meeting planning.Directly assists in the design, development, implementation, and oversight of the 

Chemical Safety Program administration in safeguarding employees and surrounding communities by maintaining safety. Creates and implements safety plans, projects, and metrics. Tracks items for resolution.Develops chemical sampling 

plans and performs industrial hygiene sampling. Identifies potential safety hazards, prepares reports on conditions, and takes action to mitigate identified deficiencies with a focus on chemical hazards. Leads efforts for response equipment 

management and maintenance.Coordinates and performs surveillance of laboratories and facilities to ensure adherence to safety regulations and procedures, including responsibility for monthly laboratory and follow-up surveys. Ensures 

proper operation of safety equipment such as chemical fume hoods, eye washes, safety showers, etc.Ensures employee health and safety standards are met in all areas of the organization with a particular focus on chemical safety. Assists 

manager in developing SOPs and other educational documents in response to identification of areas of deficiency with departments.Develops and delivers safety training, particularly chemical and lab safety content, to all departments on 

campus. Creates online training content and develops training plans.Leads investigations of safety-related and environmental incidents with a focus on chemical hazards; responds to emergencies in academic/research and health care settings; 

identifies causes and how to prevent their recurrence.Develops and implements protocols regarding proper hazardous materials management for both the research enterprise and health system to include inventory management, use, security, 

and disposal.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment in application and interpretation of procedures, safety regulations, standards, and codes.Work requires contact with 

staff and faculty of other departments while providing technical assistance. Effective communication and customer service skills necessary.Must be proficient in Microsoft Office Suite and be able to use computer database.Ability to collaborate 

effectively with personnel in diverse positions.Must have advanced knowledge of chemical hazards in the laboratory environment.Must be familiar with applicable laboratory safety regulations and guidelines.Working ConditionsWork is 

performed indoors and outdoors. Working conditions involve more than average exposure to hazardous equipment or materials. Response to emergencies or handling of hazardous materials may necessitate the ability to wear a respirator. 

This position is designated as essential. Individual will have to occasionally respond to emergency situations, may require individual to report to work outside of set work schedule in order to sustain institutional services or protect assets.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CHEMICAL SAFETY SPECIALIST SR 6621 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 5H3 Aux Supp Services-Safety PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

provide knowledge and expertise in operation and support of chemical safety programs and compliance with regulatory agencies and national guidelines.Experience and EducationBachelor's degree in safety related field and three (3) years 

directly related safety experience.Job DutiesReviews research projects submitted for hazardous materials permitting on behalf of chemical safety; denotes and analyzes safety deficiencies and assists with bimonthly Chemical Safety Committee 

(CSC) meeting planning.Performs and assists with planning of surveillance of laboratories and facilities to ensure adherence to safety regulations and procedures, including responsibility for monthly laboratory and follow-up surveys. Ensures 

proper operation of safety equipment such as chemical fume hoods, eye washes, safety showers, etc.Directly assists in the design, development, implementation, and oversight of the Chemical Safety Program administration in safeguarding 

employees and surrounding communities by maintaining safety. Creates and implements safety plans and projects.Develops and delivers safety training, particularly chemical and lab safety content, to all departments on campus.Ensures 

employee health and safety standards are met in all areas of the organization with a particular focus on chemical safety. Develops SOPs and other educational documents in response to identifications of areas of deficiency with 

departments.Develops chemical sampling plans and performs industrial hygiene sampling. Identifies potential safety hazards, prepares reports on conditions, and takes action to mitigate identified deficiencies with a focus on chemical 

hazards.Investigates safety-related and environmental incidents with a focus on chemical hazards; responds to emergencies in academic/research and health care settings; identifies causes and how to prevent their recurrence.Develops and 

implements protocols regarding proper hazardous materials management for both the research enterprise and health system to include inventory management, use, security, and disposal.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires exercise of considerable judgment in application and interpretation of procedures, safety regulations, standards, and codes.Work requires contact with staff and faculty of other departments while providing technical 

assistance. Effective communication and customer service skills necessary.Must be proficient in Microsoft Office Suite and be able to use computer database.Ability to collaborate effectively with personnel in diverse positions.Must have 

advanced knowledge of chemical hazards in the laboratory environment.Must be familiar with applicable laboratory safety regulations and guidelines.Working ConditionsWork is performed indoors and outdoors. Working conditions involve 

more than average exposure to hazardous equipment or materials. Response to emergencies or handling of hazardous materials may necessitate the ability to wear a respirator. This position is designated as essential. Individual will have to 

occasionally respond to emergency situations, may require individual to report to work outside of set work schedule in order to sustain institutional services or protect assets.

CHEMOTHERAPY SCHEDULING COORD U2147 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 4B6

Office-Scheduling 

Coordinator ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide advanced/complex scheduling of chemotherapy patients to include intricate scheduling protocols for department or clinic.Experience and EducationHigh School diploma or equivalent, required; two (2) years college or completion of a 

certified medical office assistant program, preferred. Three (3) years of progressively responsible administrative experience in a medical, scientific, or health care environment and High School diploma, required; OR, one (1) year of experience as 

described above with either two (2) years of college or completion of a certified medical office assistant program, preferred. Prior experience in oncology/chemotherapy treatment preferred.Job DutiesSchedules patient chemotherapy in 

accordance with established protocols; acquires the appropriate information and orders from the oncologist. Communicates directly with patients regarding appointment times. May provide pre-certification of procedures to ensure coverage 

and proper billing; may obtain insurance pre-certification from external referring physician offices, and contact insurance carriers for confirmation.Responsible for accurately entering scheduling, insurance and registration information into the 

appropriate system(s). Maintains and monitors chemotherapy resources to keep utilization maximized; advises supervisor of under and over block times, so appropriate staffing levels and patients can be managed safely.Identifies and 

reconcile patient appointments with orders to ensure all patients are scheduled appropriately and timely. Notifies nurse/physician of any discrepancy in patient care so that remedy can be implemented. Acts as a liaison with other 

departmental schedulers when needed for the coordination of multiple appointments and/or procedures to ensure patients are efficiently scheduled.May research claims on payment denials from third-party carriers for pre-certified 

procedures. Adheres to patient privacy act HIPAA, and confidentiality policy at all times.Knowledge, Skills & AbilitiesWork requires ability to provide excellent customer service.Work requires understanding of medical terminology.Work 

requires effective communication skills.Work requires data entry/proficiency in PCs.Working ConditionsWork is performed primarily in clinic, laboratory area, or general office area.UT¿Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis 

of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



CHIEF ANESTHESIA TECHNICIAN U5021 P20 $46,971.00 $62,507.00 $79,644.00 $3,914.25 $5,208.92 $6,637.00 $180.66 $240.41 $306.32 $22.58 $30.05 $38.29 N 3B3 Prof Technologist-Anesthesia ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationHigh School 

diploma or equivalent. At least three (3) years of Anesthesia Technician experience required. Experience as Chief Anesthesia Technician preferred. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) 

or American Red Cross (ARC) and Anesthesia Technician Certificate (ASATT) required.Job DutiesDirects and monitors usage of personnel, equipment, and supplies in Department of Anesthesiology to determine specific needs and implements 

necessary actions to ensure that all available resources are utilized. Performs personnel functions of interviewing, hiring, staffing, as well as guidance and counseling of anesthesia technicians. Works closely with staff anesthesiologists and 

serves as resource person regarding usage, replacement, purchase, and location of anesthesia supplies and equipment.Provides direct anesthesia assistance to anesthesia team with specific emphasis regarding physiological monitoring of 

patients undergoing cardiothoracic, neurological, or vascular procedures. Ensures proper placement of anesthesia equipment and supplies within Operating Room suites, radiology, and support service departments. Performs regular routine 

maintenance, record keeping, and inventory control on anesthesia.Maintains current working knowledge regarding latest technology pertinent to anesthesia equipment and supplies. Stays abreast of current legal and regulatory standards 

regarding anesthesia administration. Trials and evaluates new anesthesia technology and makes suggestions regarding purchase. Prepares annual anesthesia budget in cooperation with staff anesthesiologists. Handles staffing shortages and 

emergency on-call procedures.Assists anesthesiologist during induction, and sets up general anesthesia cases. Maintains and calibrates monitoring equipment. Follows standards of aseptic technique, and prepares special equipment based on 

individual patient needs. Prepares and assists with patient transport and provides technical and support services. Assists anesthesiologist with set up and places of invasive monitoring lines and dressing application-IV, arterial, central line, and 

PA catheter.Performs daily care and maintenance of anesthesia machine. Inspects for damage and wear as well as pipeline supply of gas. Checks for appropriate cylinder gas pressures and confirms nitrous oxide flow shuts off. Inspects battery 

indicator, breathing circuit for leaks and insures proper working order of APL valve and checks system leaks and vaporizer fluid levels. Dusts caps for cleanliness. Turns on ventilator and observes for free movement of bellows. Calibrates oxygen 

sensor capsule and turns on suction.Performs blood gas assessment. Obtains specimen and enters identification number and password. Enters patient identification number and discards specimen in biohazard container, distributes results to 

operating room and lab. Performs room decontamination procedures. Discards disposable items, wipes down cable and surfaces. Replaces disposable items, discards trash and replaces bags. Checks monitors, sets-up anesthesia cart for 

following case, and completes anesthesia charges.Serves as professional and technical subject matter expert and resource person. Demonstrates competency to operate anesthesia related equipment and supplies. Serves as preceptor to new 

staff and completes written clinical performance evaluation form. Follows established departmental policies and procedures and participates in departmental quality assessment and improvement activities. Performs anesthesia duties in 

manner that is cost effective without compromising quality patient care.Performs routine maintenance on anesthesia related equipment to ensure proper working order and reports all safety hazards. Monitors and stocks oxygen tanks.Cleans 

and processes anesthesia equipment according to manufacturer's instructions. Orders and stocks essential anesthesia supplies.Knowledge, Skills & AbilitiesAble to operate basic/standard anesthesia equipment. Must demonstrate progressive 

working knowledge of all applicable job duties and responsibilities.The following is the acronym, "PACT", and is fundamental to all non-clinical positions at UT Southwestern Medical Center:P-Problem Solving: Employees take ownership in 

solving problems effectively, efficiently, and to the satisfaction of customers, or managers. They show initiative in addressing areas of concern before they become problems.A-Ability, Attitude and Accountability: Employees exhibit ability to 

perform their job and conduct themselves in a professional and positive manner reflecting a professional environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who 

are our Customers? Anyone who requests our help, needs our work product, or receives our services. Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely 

delivery and communication. Sharing ideas with others helps expand our contribution to department goals.T-Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work 

product and customer service, and in maintaining a satisfying, caring environment for each other.Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient 

beds/stretchers and anesthesia machines. Must be able to help lift patients and heavy boxes. Demonstrate willingness to respond to all reasonable requests from supervisor in an appropriate and timely manner. Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CHIEF ANIMAL TECHNICIAN 4452 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5H5

Aux Supp Services-Animal 

Tech RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks autonomously to provide 

advanced animal husbandry techniques with respect to the care and management of specialized colonies of animals. Areas include quarantine, isolation, biohazard, conventional, or barrier-sustained areas.Experience and EducationHigh School 

graduation, vocational school, or GED plus six (6) months experience as a Senior Animal Technician, or equivalent experience. Certification as Assistant Laboratory Animal Technician (ALAT) by the American Association for Laboratory Animal 

Science preferred or eligible.Job DutiesParticipate in care and management of specialized animal programs such as breeding colonies, the conditioning the stabilizing of animals, and barrier-sustained animals; maintain accurate and complete 

records for monitoring and surveillance of such programs.Maintain computer databases. Assist in specialized monitoring and surveillance programs. Review, comprehend, and comply with all SOPs and quality assurance standards pertaining to 

specific area. Maintain accurate departmental animal housing or support area record keeping.Euthanize and dispose of animal carcasses following established procedures.Assist in SPF (specific pathogen free) animal colony maintenance and 

production; utilize sterile techniques to maintain health status of animals.Participate in providing training of Animal Technicians and Animal Care Attendants through program directed by Animal Resource Center. Prepare required reports to 

faculty and supervisors relative to animal colonies, equipment and supply needs, and facility use.Maintain required attendance level and adherence to work schedule in accordance with required staffing levels in order to ensure that assigned 

duties are completed. May provide direction and guidance to several Animal Technicians. Ability to work weekends as assigned.Perform tasks of Animal Care Attendant, Animal Technician and Senior Animal Technician as needed.Perform other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to operate and maintain all types of equipment used in assigned duties.Work requires extreme accuracy and proficiency in maintaining area records and performance of 

technical procedures. Work requires extreme accuracy in monitoring environment, animal health, equipment care, and performance of animal care duties. Work may require lifting and moving heavy materials and equipment.Work requires 

exposure to animal odors and contact with animals, which may harbor zoonotic diseases.Work may require exposure to hazardous chemical, physical, or biological agents.Work requires ability to perform duties of considerable 

complexity.Work requires devising new work methods and interpreting policy.Work requires high degree of ingenuity, initiative, and/or judgment.Work requires contact with principal investigators and other research laboratory personnel. 

Working ConditionsWork is performed primarily in laboratory area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, 

genetic information, citizenship status, or veteran status.

CHIEF DOSIMETRIST 1129 28 $119,367.00 $164,130.00 $208,892.00 $9,947.25 $13,677.50 $17,407.67 $459.10 $631.27 $803.43 $57.39 $78.91 $100.43 E 3B20 Prof Technologist-Med Dos Sr ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Chief Dosimetrist manages and 

supervises all medical dosimetrists (I, II and III) in conjunction with the Director of Treatment Planning. The Chief Dosimetrist focuses on improving the efficiency and quality of the dosimetry team. They will provide dosimetry research support 

to all groups in the Radiation Oncology department and work with physics and physicians to review and implement new techniques.Experience and EducationBachelor's degree in physical or biological science, certification as a Certified Medical 

Dosimetrist (CMD) by the Medical Dosimetry Certification Board (MDCB) with a minimum of five (5) years clinical experience and a minimum of two (2) years with supervisory responsibilities.Job DutiesManages and supervises staff to achieve 

institutionally determined standards to include: effective communication with staff, physicians and patients, providing feedback, goal setting, responding to patient and staff needs and mentoring and coaching staff to achieve performance 

improvement. Perform mid-term and annual evaluations for dosimetrists with input from the Director of Treatment Planning.Organizes and directs operational processes including: Distribution and review of dosimetry workload including 

treatment plans, research and clinical development tasks.Management of employee scheduling, including on-site and work from home assignment, review and approval of leave (vacation, sick time, FMLA, etc.).Monitors work flow and 

implements changes as necessary to maintain/enhance efficiency. Onboarding of new dosimetrists on specific clinic work processes.Confirms dosimetrists' certification and maintenance of required dues and memberships.Administer staff 

engagement and patient experience surveys and manage responses to them to optimize results.Develops, implements and administers polices/procedures for assigned areas to achieve short and long term goals and objectives. Maintain 

knowledge of new and upcoming treatment planning techniques, methods and systems. Reviews and revises protocols, guidelines and standards as changes occur. Investigate and respond to dosimetry related process review. Ensures 

adherence to policies and procedures; recommends and/or implements changes as necessary to maintain efficiency. Ensures compliance with applicable laws, regulations, policies and procedures. Prepares and reports treatment planning 

quality metrics.Works with the Director of Treatment Planning to improve the efficiency and quality of dosimetry planning and documentation.Coordinates with the Director of Treatment Planning the dosimetry education of residents, therapy 

and dosimetry students and fellow dosimetrist including the SBRT course and future training courses.Works with the Director of Treatment Planning to support clinical research and the development and implementation of new techniques by 

the dosimetry team. Supervise and perform treatment plan data submission for clinical trial patients.Conducts monthly staff meetings for all dosimetrists with Director of Treatment Planning. Represents dosimetry at Chart Rounds, Patient 

Safety Rounds, Treatment and Clinical Operations.Maintains patient confidentiality in accordance with university and departmental policy. Maintains high level of customer service to all internal and external customers by communicating 

performance standards and expectations to dosimetry. Supervises and performs treatment planning of 2D, 3D, IMRT, VMAT and SBRT external beam planning.Provides assistance to technical staff with the implementation of treatment plans, 

identifies problems and provides solutions.Performs other duties as assigned.Knowledge, Skills & AbilitiesKnowledge of all aspects of radiation therapy including patient setups, treatment devices, machine limitations and treatment 

planning.Knowledge of computers and office equipment.Ability to ensure adherence to all policies and procedures of the University, such as Human Resources policies and guidelines, accounting regulations, and internal control policies. Ability 

to coordinate and work independently.Ability to work with confidential information on a daily basis.Skill in providing positive internal customer service environment.Excellent organizational skill.Working ConditionsWorking conditions are 

considered fair, but involve more than average exposure to one or more disagreeable elements including radiation. Work is performed in well-lit and temperature controlled environment with specialized safety precautions used to reduce 

exposure to radiation. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CHIEF RADIATION ONCOLOGY ENGINEER 4323 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAssociates degree in 

related field or ASSE educationand ten (10) years directly related experience maintaining and servicing medical linear accelerators or CT or MR imaging equipment. Specific experience on Varian or Elekta accelerators, or Philips and imagers is 

required. Authorized Varian, Elekta or Philips training is highly desirable.Job DutiesSupervise the group of Radiation Oncology Engineers.. Perform advanced technical support related to the maintenance and operation of medical linear 

accelerators, computed tomographs (CT) or Magnetic Resonance Imagers (MRI) and other large, complex equipment found in a radiation oncology department including preventive maintenance, troubleshooting and performing emergency 

repairs.Coordinate vendor service when necessary.Maintain inventory and orders parts for linear accelerators, CTs or MRIs.Design, construct and modify treatment accessories for physics and other department members as needed for patient 

treatment or imaging, quality assurance and research support.Provide special and periodic reports and statistics concerning service quality and maintains technical performance data and other related documentation.Assist in preparation of 

technical service cost estimates and proposals.Advise in selection and evaluation of technical service contracts.Train Radiation Oncology Engineers concerning advanced technical skills as needed.Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires use of considerable judgment in application of procedures, practices and policies to work problems, organization, and administration of clinical activities.Work requires excellent written and verbal communication 

skills, remain flexible, be able to work independently and as a team, and adapt to a fast moving environment.Work requires knowledge, skills, and abilities specific to the needs of the clinical specialty.Work requires ability to maintain current 

customer service, clinical, and technical skills by attending training programs and seminars to continue level of competency with new equipment and ensure compliance with departmental policies and procedures.Work requires ability to 

provide suggestions for change and assist with development and implementation of policies and procedures.Work requires ability to complete most assignments with substantial independence.Work requires proficiency in the use of computer 

technology. Work requires ability to read, write, and perform mathematical calculations.Work requires telephone contact with vendors, and third party payees.Work requires ability to stand for long periods.Work requires ability to lift, push, 

and/or pull up to 50 lbs.Working ConditionsWork is primarily performed in clinical environment. The incumbent may be exposed to body fluids and infectious diseases. Working conditions are considered fair but involve more than average 

exposure to one or more disagreeable elements including radiation. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CHIEF RADIATION THERAPIST 1119 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationGraduate of JRCERT 

accredited program in radiation therapy or equivalent. Bachelor's degree in healthcare field and seven (7) years progressive experience as Radiation Therapy Technologist (RTT) or Associate's degree and 9 years experience at level of Radiation 

Therapist I, II, III or equivalent.Three (3) years of supervisory experience. Licensure as Medical Radiologic Technologist by the Texas Medical Board. Must have passed the registry exam as a Radiologic Technologist by American Registry of 

Radiology Technologists (ARRT) and have a valid Texas license. BLS Certification required, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesWorks under moderate supervision to provide highly 

specialized, technical, and cognitive skills related to administration of prescribed course of radiation therapy and supervision of personnel responsible for diagnosis and care of patients within Radiation Therapy.Supervision of a team of 

Radiation Therapists and Radiation Therapy Techs; responsible for recommending hiring, performance evaluations and disciplinary actions in coordination with the Clinic and Technical Manager. Disseminates and practices departmental and 

institutional policies and procedures; Recommends new departmental policies and procedures.Assists in student supervision and clinical instruction and arrangement of departmental in-services and educational programs.In coordination with 

lead therapists responsible for patient scheduling, assuring that personnel numbers are sufficient to assure delivery of safe and orderly patient treatments. Develops weekly and rotational schedules for staff, as well as weekly call 

schedules.Facilitates teamwork, staff development and staff satisfaction through planned group processes, including orientation of new team members, setting of expectations and establishment of competencies. Assures that all team 

members are in compliance with departmental and institutional training requirements.Recommends budgeting and provides justification of additional staff as needed to meet treatment requirements.Prepares and educates patients for 

radiation therapy treatments; Administers cutting edge radiotherapy treatment and monitors patient during treatment.Demonstrates effective leadership performance by supporting lead therapists in their work in the following 

areas:Adequate time slots provided for daily treatmentsAnticipation and resolution of machine coverage issuesAptitude to manage patient throughput with a pace consistent to the daily scheduleSkill to meet special scheduling requests/needs 

for patients without compromising the schedules of other patientsProvides input at meetings on improvements or changesEffective time management of self and team members assigned to machineInput on staffing models and/or weekly 

schedulesCoverage of staff in supervisors' absenceAssures radiation safety measures for patients and personnel are observed.Tracks, records, and compiles all clinical research data of patients following departmental and IRB policies.Discusses 

technical problems with faculty and staff to suggest corrections and/or solutions.Participates in departmental leadership activities such as development of strategic plans, projects related to new technologies and facilities.Duties performed 

may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or 

similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires use of considerable judgment in application for radiotherapy on complex and cutting edge treatment machines, practices and policies to work problems, organization and administration of clinical activities.Ability to 

ensure adherence to policies and procedures of university such as FLSA, salary guidelines, accounting regulations, and internal controls policy.Ability to communicate effectively with various levels of internal and external contacts.Excellent 

interpersonal and teamwork skills.Excellent organizational and project management skills.Working ConditionsWork is performed primarily by the linac machines in the therapy console area.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

CHILD DEVELOPMENT SPECIALIST 3139 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3F4

Prof Med Services-Soc Work 

Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

early childhood disorders, child psychology or related field is required.  Three (3) years developmental counseling  experience with children.  Experience communicating with parents regarding developmental topics with sensitivity to culture 

and learning styles.  Knowledge of early childhood development and experience working with special needs children between the ages 0-3.   Experience and knowledge of standardized developmental assessment tools, including administration 

and interpretation of such tools as the Bayley Scales of Infant and Toddler Development III and the NICU Network Neurobehavioral Scale. Job Duties  1.Assess developmental progress for all Low Birth Weight Clinic patients through 

developmental screens at well-child visits and full developmental assessments as needed.2.Periodic developmental assessment performed at THD on patients referred from THD NICU.3.Serve as back-up assessor for research studies, as needed, 

requiring certification and maintenance of certification with required research study groups on required developmental assessments.4.Developmental and Behavioral Consultations with parents/clinic staff providing assessment results, 

developmental and parenting education and recommendations. At the request of the primary care provider, consults with families regarding parenting education and make recommendations on developmentally-appropriate activities to 

address specific and general developmental concerns.5.Document assessment results, consultation notes, and parent information into EPIC on a timely basis6.Provide therapy referrals, follow-up correspondence and consultations for clinic 

staff and patients. Make referrals to outside therapy service providers on a regular basis as a result of assessments or request of primary care providers.7.Provide follow-up to ensure the child does receive proper therapies and does not fall 

through the cracks due to the transient nature of some of our high-risk patients.8.Communicate with family to encourage compliance with therapy by understanding the family/home dynamics and barriers that may cause interruption of 

services.9.Process referrals for developmental assessment visits/coordinating with research study windows to ensure assessments are at least six months apart from follow-up assessments or research study windows.10.Prepare clinic rooms 

each morning with educational media such as ipads (locked into room in designated locks) and TV Programs started, monitoring their use throughout the clinic day and returning materials to their locked storage at end of clinic day.11.Prepare 

and update new patient information folders and informational packets on developmental ages for all well-child visits.12.Ensure General Development Information is provided to all ARCH patients at well-child visits via packets made by the child 

development specialist.  In addition, all new patients in the LBW clinic receive a new patient folder that includes comprehensive developmental and resource information and serves as a record keeper for all their visits to the clinic.  These 

folders are created and are maintained by the child development specialist for this purpose.13.Order, store, organize and distribute children's books for the Reach Out and Read Program for two clinics in the ARCH Center.  Act as the ROAR 

administrator submitting 6 month progress reports and any other administrative reports to the ROAR Org.14.Provide professional education, meetings and collaborations with ARCH staff, LBW staff and research staff on a regular 

basis.15.Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, 

modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CHILD DEVELOPMENT SPECIALIST SENIOR 3142 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3F4

Prof Med Services-Soc Work 

Jr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide comprehensive developmental assessments for patients who are at high risk for a variety of developmental issues and/or research study participants. Supports infant mental health by identifying areas of developmental risk, initiating 

needed referrals, and educating parents in child development and becoming advocates for their child. Experience and EducationMaster's degree in early childhood disorders, child psychology or related field is required. Five (5) years 

developmental counseling experience with children in various settings such as a follow-up clinic or hospital. Experience communicating with parents regarding developmental topics with sensitivity to culture and learning styles. Knowledge of 

early childhood development and experience working with special needs children between the ages 0-3. Experience and knowledge of standardized developmental assessment tools, including administration and interpretation of such tools as 

the Bayley Scales of Infant and Toddler Development III and IV and the NICU Network Neurobehavioral Scale. Five (5) years of research experience working on data collection and analysis specializing in early childhood development and various 

topics involving NICU follow-up strongly preferred.Job DutiesPerforms routine clinical assessments of developmental progress for all CMC Thrive and THD Thrive patients at well-child visits and/or neurodevelopmental only visits.Perform 

research protocol assessments of neurodevelopmental outcomes for observational and randomized controlled trials for Neonatal Research Network (NIH-NICHD), as well as for other multi-site and local studies.Reports and documents 

assessment results, consultation notes and parent information into EPIC on a timely basis. Completes and files digital and paper form protocols including calculations of assessment results.4.  Provides therapy referrals and follow-up 

correspondence for clinic staff and patients. 5.  Provides developmental consultations and follow-up appointments.Provides assessment results, developmental and parenting education, and recommendations to parents and clinic staff.Serves 

as database administrator for Thrive Clinical Program and Research by processing, organizing, summarizing, and analyzing data, and reports results using spreadsheet, software applications or program platforms (e.g., Microsoft Access, Excel). 

Maintains existing data organizational system and maintains the integrity/security of the data and follow best practices around data management, governance and usage. Performs data collection and data analysis to track patient flow at 

Thrive and identify patients who needs developmental assessments to improve Thrive Program effectiveness.Serves as Program Coordinator for therapies and other services needed by patients. Maintains an active relationship with various ECI 

and Home Care therapy agencies as well as local organizations to provide education, guidance, collaborations, referrals and up-to-date resources to ARCH staff, research staff, clinical residents, internship students, and observers in promoting 

education and professional growth.Serves as an Executive Committee Member of the Neonatal Evaluation and Outcomes Network (NEON) and Program Coordinator for Reach out and Read (ROR). Working supervision over graduate student 

interns, providing instruction, and training in order for students to meet practicum/internship criteria.Maintains assessment kits to ensure that all tools are complete and cleaned to optimize the number of appointments per day14. Prepares 

clinic rooms with educational media such as iPads (locked into room in designated locks). Provides educational materials and toys for patients and their families.16. Duties performed may include one or more of the following core functions: (a) 

Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. 17. Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires exercise strong communication skills.Work 

requires strong computer and technology skills; proficiency in Microsoft Office including Excel and Access, SPSS, and/or similar platforms. Work requires exercise of moderate judgment in application and interpretation of policies and 

professional procedures and practices to work problems of well-defined nature. Work requires personal contact with faculty and staff members of other departments or organizational units, patients and their families, and/or in liaison 

activities with schools and other agencies.This position requires achieving and maintaining certification on administration of tools used in research studies the clinic participates in, which includes, but is not limited to, the Bayley Scales of 

Infant Development III and IV, General Movements Assessment, Hammersmith Infant Neurological Assessment, and the Vineland Adaptive Behavior Scales, Third Edition. This position requires a master's level of understanding of child 

development, developmental assessments and consultation skills in examining high-risk infants and the complexities of their development, family dynamics, cultural issues and psycho-social needs.Work requires research experience working 

on data collection and research designs and methods, dissemination strategies specializing in early childhood development and topics involving NICU-follow-up. This position requires understanding and evaluation of latest research outcomes 

and implementing them in consultations with patients and families to enhance infant-mental health.Work requires controlling flow and distribution of materials for ROR. Work is bound generally by the ethics of a health care professional and 

the guidelines set by the hospital. There are also The Belmont Report Ethical Principles and Guidelines for the Protection of Human Subjects of Research that guide the Child Development Specialists role in assessments done for research 

purposes. Work requires on-going training is required to continue education on development, new therapy techniques and assessments that benefit our clinic resources and patients such as learning Infant Massage Techniques, administration 

CHILD LIFE SPECIALIST P9836 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3F4

Prof Med Services-Soc Work 

Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable EDUCATION/EXPERIENCEBachelor's degree and 

two (2) years child life experience. Requires current certification in Child Life (CCLS)JOB DUTIESMeets with involved adults to assess psychosocial needs of children and their families prior to implementation of therapeutic 

interventions.Understands and provides age-appropriate explanation of key aspects of disease, anticipatory grief, death, loss and bereavement to children, their parents or other involved adultsFacilitates developmentally and situationally-

appropriate therapeutic interventions as an outlet for expression and normalcy, for children, grandchildren or other relation to a patientInitiates legacy and memory-making activities for the entire family; and advocates for allowing children 

the choice to say goodbye to their loved one, when developmentally-appropriateProvides grief and bereavement interventions, both preceding and following the death of their important person; including age-appropriate preparation for 

funeral or memorial services, therapeutic interventions to assess children's understanding and coping, educational sessions for involved adults including explanations of developmentally-appropriate/inappropriate coping and common 

behavioral concerns, as well as information and resourcesEducates medical center personnel serving adult patients experiencing serious/limiting conditions, about child life services and identifying families with anticipatory grief or grief that 

could benefit from child life servicesPerforms other duties assigned.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CHILD LIFE SPECIALIST U9836 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 E 3F4

Prof Med Services-Soc Work 

Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable EDUCATION/EXPERIENCEBachelor's degree in Child 

Life, Child Development, or a related field. Two (2) years' experience preferredRequires current certification in Child Life (CCLS). Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or the American 

Red Cross (ARC) is requiredJOB DUTIESMeets with involved adults to assess psychosocial needs of children and their families prior to implementation of therapeutic interventions.Understands and provides age-appropriate explanation of key 

aspects of disease, anticipatory grief, death, loss and bereavement to children, their parents or other involved adultsFacilitates developmentally and situationally-appropriate therapeutic interventions as an outlet for expression and normalcy, 

for children, grandchildren or other relation to a patientInitiates legacy and memory-making activities for the entire family; and advocates for allowing children the choice to say goodbye to their loved one, when developmentally-

appropriateProvides grief and bereavement interventions, both preceding and following the death of their important person; including age-appropriate preparation for funeral or memorial services, therapeutic interventions to assess children's 

understanding and coping, educational sessions for involved adults including explanations of developmentally-appropriate/inappropriate coping and common behavioral concerns, as well as information and resourcesEducates medical center 

personnel serving adult patients experiencing serious/limiting conditions, about child life services and identifying families with anticipatory grief or grief that could benefit from child life servicesPerforms other duties assigned.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CHLID LIFE SPECIALIST 9836 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 E 3F4

Prof Med Services-Soc Work 

Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe child life specialist will provide 

developmentally appropriate interventions to pediatric patients and their family members at UT Southwestern Medical Center, primarily in the outpatient clinical setting. Experience and EducationBachelor's degree in Child Life, Child 

Development, or a related field. Two (2) years' experience preferredRequires current certification in Child Life (CCLS). Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or the American Red Cross 

(ARC) is requiredJob DutiesProvides child life assessments and normalizes the outpatient clinical environment for patients and families to ensure children's psychosocial, developmental, and educational needs are met.Prepares patients and 

families for procedure/treatment(s) using developmentally appropriate education.Promotes and provides developmentally appropriate therapeutic interventions for patients and families.Serves as a member of the interdisciplinary team, and 

represents, communicates, and advocates for the child life and psychosocial needs of patients and families.Educates outpatient clinic personnel serving pediatric patients and implements strategies to promote best practices of pediatric 

psychosocial support for patient- and family-centered care.Collaborates with area child life specialists when needed to promote continuity of care.Performs other duties assigned.Knowledge, Skills & AbilitiesWork requires ability to ensure 

adherence to all policies and procedures of university.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires ability to work to garner consensus and acquiescence among various 

stakeholders.Work requires proven customer service, teamwork, and written and verbal communication skills.Work requires proven ability to handle multiple complex assignments.Work requires knowledge of personal computers.Work 

requires ability to plan, organize, coordinate, and oversee work of others as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of internal and external personnel and 

organizations.Work requires ability to work with confidential information as appropriate.Work may require ability to monitor and maintain a budget.Working ConditionsWork is performed primarily in a general office environment. Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



CLAIMS RESOLUTION ANALYST U1404 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G1 Prof Fee Sched-Bill Spec Jr INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate. Bachelors preferred.5 years of hospital/medical office accounts receivable management experience Job Duties  1.Utilize system tools to research and analyze denials data.2.Collect and review denial information to formulate appeals, 

sending appeal correspondence and essential documentation to appropriate carrier.3.Works through the denials worklist and ensures all appeals are up to date.4.Perform patient account research to prevent billing rejections, work with various 

departments as needed.5.Identifies issues and trends, analyzes data, proposes solutions, keeps statistics and reports to management for performance improvement opportunities.  Provides input to identify quality and process improvement 

opportunities within hospital revenue cycle.6.Present denials information and findings to Denials Management team and the monthly Committee Against Denials meeting.7.Demonstrates knowledge of managed care guidelines and 

government billing requirements.8.Documents appropriate information in computer system.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

CLERY COORDINATOR/CRIME ANALYST 6336 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H20 Prof Services-Police Officers CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryReporting to the Criminal Investigations 

Lieutenant, the Clery Coordinator/Crime Analyst works collaboratively with various offices of the University to ensure the institution's compliance with the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act and 

associated regulations. The position also organizes, analyzes and compiles police department data, produces reports submitted to the Chief of Police, Command Staff and Officers, UT System Police, the Federal Bureau of Investigations and the 

Department of Education. Experience and EducationREQUIREDBachelor's degree in Statistics, Computer Science, Criminal Justice, or related field and one year of related experience. Degree can be replaced by documented successful study in the 

aforementioned fields plus law enforcement experience, or any other relevant combination of education and experience. PREFERRED QUALIFICATIONSPrevious experience complying with the requirements of the Clery ActAdvanced Clery Act 

TrainingFamiliarization with Title IXThree years or more of work experience with an institution of Higher EducationExperience with policy management softwareJob DutiesServes as the institution's designated "Campus Safety Survey 

Administrator" as that term is explained in the Department of Education correspondenceCoordinates the institution's Clery Act Compliance programPrepares and publishes the Annual Security and Fire Safety ReportEnsures notices announcing 

the availability of the Annual Security and Fire Safety report are properly developed and available to prospective students and employees In conjunction with applicable offices, develops and implements Clery Act required policies, programs 

and activitiesGathers crime and disciplinary referral data from various internal and external sources, such as the Office of Student and Alumni Affairs and law enforcement agenciesWorks with the appropriate University Department to identify 

and train all Campus Security Authorities for the institution and maintains a list of them for each academic yearSends annual request for crime statistics to all Campus Security Authorities at the end of each calendar yearConsolidates relevant 

data from these sources with information and policies from across institutional departments.Coordinates with appropriate campus departments to ensure compliance with HEA Fire Safety regulations.Collaborates with various departments 

ensures compliance with "Emergency Notification" requirements of the Clery ActCollaborates with Emergency Management to ensure that at least one test is completed each year that includes all required components to meet the HEOA 

definition of a testTrains key institutional stakeholders on Clery Act requirementsEnsures the institution maintains accurate records on security awareness and crime prevention programs and presentationsCoordinates with Real Estate and 

Facilities to maintain an accurate listing of buildings and properties owned and/or controlled by the institutionEnsures compliance with the daily crime and fire log requirementsServes as the Records Custodian for all Clery Act associated 

recordsWorks with Student Health and Wellness to gather statistical data related to crimes disclosed to those officesWorks with the office of Student and Alumni Affairs and/or Human Resources to ensure compliance with Drug Free Schools 

and Safe Campuses regulations.Stays abreast of pending and final changes to the Clery Act and other laws or regulations affecting Clery Act provisionsWorks with various institutional officers to ensure compliance with the provisions of the 

Sexual Assault Victim's Bill of RightsSubmits annual crime statistics to the Department of Education, as requiredAssist the Department in meeting objectives by monitoring and evaluating crime patterns and trendsMaintain data files and tables 

in computerized systems.Create spreadsheets, reports, databases, maps, and automated files for information management functions and distribution to all levels of the DepartmentPrepare comprehensive analytical products, such as crime 

bulletins, summary reports, charts, graphs, tables, and maps, and provide Department employees with objective analyses to assist in problemsolving and sector deploymentRespond to requests for crime information from other law 

enforcement organizations, and communicate courteously and effectively with all partiesRespond to requests for crime information from command level personnel for purposes regarding special projects, presentations, and to provide 

strategic insightEstablish and maintain professional contacts; act as liaison with other agencies, departments, and citizens; and work with other law enforcement agencies to compile and exchange information about similar crimes and mutual 

suspects.Must maintain a high level of confidentiality regarding investigations and police operations.Performs other duties as assigned.Knowledge, Skills & AbilitiesExcellent oral and written communicationsExcellent organizational 

skillsExcellent interpersonal skillsExcellent computer skills, familiar with Microsoft office suite and databases. Work requires ability to collect and organize data from multiple sources.Work requires ability to produces reports from complied 

data.Work requires ability to communicate effectively with various levels of internal and external contacts Work requires the ability to work with confidential information on a daily basis.Working ConditionsWork is performed primarily in 

office area.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship 

status, or veteran status.

CLIENT SERVICES COORDINATOR - UH LAB U5324 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4B8 Office-Clinic Staff Coord CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEExp: Minimum of 5-10 years of clinical laboratory experienceHigh School Diploma or equivalent with 10 years of clinical lab experience; OR Associates Degree with 5 years clinical lab experience. 

Supervisory experience required.ESSENTIAL FUNCTIONSWorks under limited supervision to plan, coordinate, and supervise general duties and needs of Client Services areas. Ensures efficient scheduling of staff to perform daily activities of area. 

Interviews and recommends selection of new laboratory personnel.Plans, organizes, coordinates, and supervises the Quality Assurance activities of the Client Service area. Provides management reports on status of QA activities. Meets 

deadlines in accordance with regulatory, hospital, and department guidelines. Ensures review of all daily, weekly and monthly records and data including call abandonment and call audits compliance.Orders and allocates all laboratory supplies 

and materials; maintains adequate inventory to ensure efficient operation of the Client Service area. Makes sound decisions that consider cost versus benefit. Monitors expenditures for personnel, equipment and supplies.Updates policies and 

procedures when indicated complying with regulations and department guidelines. Ensures compliance with all relevant CAP, CLIA, and TJC regulations.Maintains personnel records; completes performance evaluations, performs and 

documents competency evaluations, and trains both clerical and technical support using skills according to department and university guidelines.Participates in work of department as may be required by workload.Performs other duties as 

assigned.KNOWLEDGE, SKILLS, & ABILITIES Work requires ability to communicate effectively and has excellent Customer Service skills.Work requires ability to be proficient in Microsoft Outlook, Microsoft Word, Excel, Typing WORKING 

CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

CLIENT SVCS REP - LAB U1617 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5E11 Medical Technician-Lab ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and one (1) year previous related laboratory experience preferred.  One (1) year previous experience in Client Services required.    Job Duties  Main telephone liaison between the hospital and laboratory staff as well as between 

outside clients and laboratory staff, and as the liaison, will be in constant communication with patients, doctors & nurses throughout the facility and DFW.     Answer incoming calls and either forward appropriately, assist the client by 

answering routine questions, or research the answers to more detailed questions and follow up with client to ensure understanding.     Maintains daily productivity goals and key indicators, including Utilize computer systems, including Epic 

and SunQuest, to determine status of tests, locate specimens, and research test cancellations.       Work closely with Specimen Processors and Phlebotomists to ensure proper specimens are drawn and that add-on tests can be done.       Work 

with point person in each laboratory section to ensure all section-specific questions are answered in a timely manner.       Retrieve patient reports from database programs for various labs to fax/mail, etc. to clients upon request.       Obtain 

client requests for supplies or transport media and ensure that the requests are processed in a timely manner.       Coordinate specimen pick-ups via online CitySprint Courier Services for on-campus and off-campus clients.  Continuous review 

of the courier schedule to make certain specimens are picked up in a timely manner.     Obtain missing demographical information in requisitions by contacting the client when necessary.       Demonstrate ongoing competency skills, above level 

problem solving skills and decision-making abilities. Support and comply with the Quality Management Program.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLIN DATA MGMT AND OUTCOMES SPECIALIST 2834 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3F11 Prof Med Services-Clin Data ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

ensure appropriateness of gathering, evaluating and entering of clinical data. Responsible for receipt, completeness and accuracy of research as well as departmental data requirements. Monitors data and reports submitted to regulatory 

agencies so that reporting requirements are met in accordance with established timeframes and is compliant with all regulatory aspects.Experience and EducationBachelor's degree in basic sciences or related field. Two (2) years in the medical 

field with experience related to data abstraction, outcomes measurements, public reporting, or regulatory compliance required.Job DutiesGathers, evaluates and enters clinical data to ensure receipt, completeness, and accuracy of research and 

departmental data requirementsResponsible for monitoring of data and reports submitted to regulatory agencies to ensure that reporting requirements of those entities are met in a timely matter.Ensures compliance with all regulatory 

aspects, as required, and maintains databases related to these regulatory aspects.Develops, prepares and presents reports, charts, graphs and descriptive statistical analysis as required for Program periodic Quality Assurance meetings, 

Mortality and Morbidity meetings.Reviews and provides data, analysis and reports for case reviews upon request in regards with specific outcome measures.Provide education to physicians about required data metrics that must be 

collected.Coordinates data collection for both adult and pediatric programs. Checks for completeness of collected data, pulls and cleans the data and provides it in an appropriate format for presentation and review by physicians.Collaborates 

with other departments on behalf of program as content expert. Checks for completeness of collected data, pulls and cleans requested data sets and provides the reports and expertise to requestors for multi-department projects.Knowledge, 

Skills & AbilitiesPossesses familiarity with current medical knowledge and other clinical areas practices. Deep understanding of quality reporting and regulatory requirements for same.Working ConditionsUT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CLIN DATA MGMT AND OUTCOMES SPECIALIST U2834 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3F11 Prof Med Services-Clin Data ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

ensure appropriateness of gathering, evaluating and entering of clinical data. Responsible for receipt, completeness and accuracy of research as well as departmental data requirements. Monitors data and reports submitted to regulatory 

agencies so that reporting requirements are met in accordance with established timeframes and is compliant with all regulatory aspects.Experience and EducationBachelor's degree in basic sciences or related field. Two (2) years in the medical 

field with experience related to data abstraction, outcomes measurements, public reporting, or regulatory compliance required.Job DutiesGathers, evaluates and enters clinical data to ensure receipt, completeness, and accuracy of research and 

departmental data requirementsResponsible for monitoring of data and reports submitted to regulatory agencies to ensure that reporting requirements of those entities are met in a timely matter.Ensures compliance with all regulatory 

aspects, as required, and maintains databases related to these regulatory aspects.Develops, prepares and presents reports, charts, graphs and descriptive statistical analysis as required for Program periodic Quality Assurance meetings, 

Mortality and Morbidity meetings.Reviews and provides data, analysis and reports for case reviews upon request in regards with specific outcome measures.Provide education to physicians about required data metrics that must be 

collected.Coordinates data collection for both adult and pediatric programs. Checks for completeness of collected data, pulls and cleans the data and provides it in an appropriate format for presentation and review by physicians.Collaborates 

with other departments on behalf of program as content expert. Checks for completeness of collected data, pulls and cleans requested data sets and provides the reports and expertise to requestors for multi-department projects.Knowledge, 

Skills & AbilitiesPossesses familiarity with current medical knowledge and other clinical areas practices. Deep understanding of quality reporting and regulatory requirements for same.Working ConditionsUT¿Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CLIN DOC INTGY SPEC - LEAD U5577 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3M Prof Svcs-Strat/Phys Rltns Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Lead CDI Specialist will lead and 

manage special projects that require CDI resources; from testing through implementation and training. Validate results from Quality and Compliance reviews to ensure clinical evidence supports what was coded and billed. The CDI Lead acts as 

the first level subject matter expert, mentor, and liaison for the CDI, Coding, and Quality Teams. Works collaboratively with, and is a liaison to other Departments, Leadership, Service Line Champions, Physicians, and other members of the 

Healthcare Team. Trains new CDI Staff on CDI concepts, processes, and policies to ensure compliance with organizational, departmental, and regulatory requirements. The CDI Lead may be asked to mentor and precept new CDI Specialists as 

well as more experienced CDI Specialists.Experience and EducationRN Licensure required. BSN preferred Required - 5 years acute care Hospital nursing experience, preferred in critical careRequired - 3 years of experience working in a Clinical 

Documentation Integrity program; An equivalent combination of education and experience may be consideredRequired - Certification: (CCDS) Certified Clinical Documentation Specialist, or (CDIP) Certified Documentation Improvement 

Practitioner; or must attain CCDS or CDIP within 6 months after eligibility requirements are met Must be proficient with computers, and have a working knowledge of 3M 360 & Epic, or similar electronic systemsExperience working in a remote 

environment preferredJob DutiesActs as the first level resource, mentor, and liaison for the CDI, Coding, and Quality Teams. Trains CDI Staff on CDI concepts, processes, and policies, in compliance with organizational, departmental, and 

regulatory requirementsResponsible for overseeing special projects; i.e. testing, implementation, training, etc.Mentor and preceptor for new CDI Specialists as well as more experienced CDI SpecialistsPerform second level clinical reviews for 

high impact targeted metrics, including but not limited to Mortalities, PSI's, DRG Mismatch, and ComplianceMay perform CDI quality audits to monitor for query compliance, workflow strategies for prioritization, completion of CDI worksheet, 

and appropriate engagement with Physicians and the Healthcare Team, to assure the level of services provided and the acuity of care are accurately reflected in the recordMay provide backup for CDI Specialist duties as neededSupport the 

Quality Standards set by UTSW and the HIM Coding & CDI DepartmentMaintains an expert level of knowledge of CDI related guidelines and practices.Performs other duties as assignedKnowledge, Skills & AbilitiesWork requires organizational 

skills along with a high level of accuracy and attention to detailWork requires the ability to set priorities and reprioritize as needed to meet project deadlines, etc. Work requires excellent customer service, interpersonal, and communication 

skills (verbal and written)Work requires ability to handle multiple tasks, show initiative, and quickly adapt to changes as necessary Work requires strong analytical and critical thinking skillsWork requires ability to report and problem solve 

using discretion, judgment, and professionalism.Work requires ability to perform in a conservative, fast-paced, and quality driven environment.Work requires ability to comprehend, understand, and follow established policies, procedures, and 

other guidelines of some complexityWork requires self-motivation, maturity, and being a team playerWorking ConditionsFull mobility with ability to participate in vigorous activity, must be able to walk reasonable distances to cover multiple 

nursing units and travel between (2) Hospitals, via Campus Shuttle; and work in an office environment. This job is Majority Remote, &gt;=80%Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval 

of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status.

CLIN DOC INTGY SPEC - PRN P1082 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 3M Prof Svcs-Strat/Phys Rltns Jr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education3 years nursing 

experience in an acute care Hospital setting, preferred in critical care; and 3 years experience working in a Clinical Documentation Integrity program; 5 years nursing experience in an acute care Hospital in critical care (i.e. ED, Trauma, Critical 

Care Units) in lieu of 3 years of CDI experience. RN required, BSN preferred RN required; and with a (CCDS) Certified Clinical Documentation Specialist certification, or (CDIP) Certified Documentation Improvement Practitioner certification, or 

must attain CCDS or CDIP within 6 months in the position; for those without CDI experience must attain CCDS credential after completing the required (2) years in CDI to sit for the exam. Also, prefer (CCS) Certified Coding Specialist.Job Duties1. 

Facilitates appropriate clinical documentation to ensure that the level of services and acuity of care are accurately reflected in the medical record to improve overall quality and completeness of clinical documentation.2. Communicates 

effectively (face-to-face) with Physicians, the Healthcare Team, and Multidisciplinary Teams to ensure accurate and complete documentation of all relevant diagnoses, procedures and treatments. Provides education on clinical documentation 

opportunities to support acuity, quality, and coding.3. Initiates Physician Queries for clarification and specificity as appropriate, following established query guidelines for compliant queries. Performs follow-ups to ensure clarification was 

documented prior to discharge.4. Performs follow-up reviews and updates CDI/DRG worksheet to reflect changes in patient status, to verify the most appropriate Prin Dx and DRG and validate supporting documentation.5. Works 

collaboratively with the Coding and Quality Teams to ensure the clinical documentation fills the 'gaps' between clinical and coding language.6. Maintains an expert level of knowledge of CDI related practice and performance.**Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLIN INFRMCS NURSE SPEC U6009 P39 $67,708.00 $95,765.00 $122,091.00 $5,642.33 $7,980.42 $10,174.25 $260.42 $368.33 $469.58 $32.55 $46.04 $58.70 E 3F21 Prof Med Svcs-Clin Info-RN NURS HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  -  Bachelors degree 

required; Masters or equivalent preferred 

-  Requisite 3 to 5 years experience with implementation and/or optimization of clinical documentation and ordering in Epic.  

-  Licensure to practice in area of degree if applicable

-  Working knowledge of the major clinical Epic modules and workflows at UTSW (EpicCare Inpatient, ASAP, OpTime, Beacon, Phoenix, Stork, EpicCare Ambulatory and Anesthesia; PC proficient including but not limited to Microsoft Office 

applications (Excel, Visio, Word, etc.) Job Duties  1.  Primary facilitator of the process for development and optimization of order sets.

2.  Responsible for EPIC optimization projects for quality & safety involving work flow in different clinical areas.

3.  Works closely with care providers on new work flows and helps develop meaningful and important education/tip sheets as well as just in time explanations in the EHR.

4.  Attend EHR governance meetings that have to do with UH and represent the quality perspective .

5.  Attend working groups as needed such as lab nursing partnership and medication safety as well as other quality and safety council meetings in ad hoc fashion.

6.  Identify opportunities for more effective clinical decision support that positively impact clinical operations on the hospital.  Help drive implementation of that clinical decision support or work flow optimization

7.  Work closely with other Quality and Safety staff on important topics such as  mandatory reporting, registries, project management, medication safety, patient safety and accreditation as needed.Maintains focus on patient safety and quality 

as hallmarks of the design and reporting capabilities of the EMR.       Maintains strong skills and understanding of the EMR process and project, including relevant literature review.       Participates in key work groups to ensure that staff ideas 

and concerns are integrated.       Communicates with the entire EMR teams regarding the progress of the EMR initiative on a regular, timely basis.         **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

CLIN OPERS PRGM COORD OB/GYN 8142 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H17 Prof Services-Clinical Ops ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under minimal 

supervision to coordinate clinical operations across the Department of Obstetrics and Gynecology, and with other departments on campus, exercising independent judgment and authority as required. Experience and EducationBachelor's 

degree in Business Administration, Health Care Administration, Education/Social Science, or related field, and four (4) years' experience in a related field are required.Job DutiesWith faculty and financial leadership assists with preparation and 

coordination of budget for each clinical site. This requires a thorough understanding of departmental clinical operations at all clinical sites and payment mechanisms associated with each. Under the direction of leadership, assist clinic managers 

with development and implementation of operational plans for new and existing business applications. Manage design, education, training and support of various clinical workflow needs. Work with clinic managers to establish effective 

internal controls. Works closely with medical directors for Parkland Hospital, William P. Clements Jr. University Hospital and Children's Medical Center of Dallas to ensure faculty compliance with UTSW and hospital policies and procedures 

related to patient care, credentialing and privileging, medical records, and billing/coding. Reviews clinical operations protocols and assists with recommendations for ensuring high degrees of effectiveness for clinical practice. Assist leadership 

of Clinical Operations in developing and monitoring an effective onboarding and exiting process for faculty and mid-levels into the department clinical operations.Monitors clinical metrics for each clinical site, prepares monthly clinical 

operations analysis reports to be reviewed/acted on by department leadership. Reviews Press Ganey reports and makes recommendations based on results. Also creates ad hoc reports on an as needed basis, as requested by department 

leadership. Going forward, may be asked to help assess needs and/or develop reporting related to other operational, quality, safety, and engagement initiatives. Develops and oversees faculty/provider staffing reporting, requiring full 

comprehension of all provider supply and demands (out-of-office, faculty effort, FMLA, vacation, etc.), hospital- and department-driven clinical needs, volume fluctuations, patient acuity, etc.Collaborates with the Finance Team Members and 

Faculty Coordinator in maintaining the Total Professional Effort (TPE) data for the department.Support the data collection efforts for contracts and faculty incentive metrics.Review and has working knowledge of patient and quality metrics that 

are generated from various sources.In collaboration with departmental leadership, develop dashboard reports for review and to provide recommendations for improvement. Have a working knowledge of Faculty and Advance Practice Provider 

schedules at all sites of service to collaborate with administrative staff on shift management duties and responsibilities. Performs other duties as needed.Knowledge, Skills & AbilitiesWork requires good verbal and written communication and 

interpersonal skills.Work requires ability to read, write, analyze data, including spreadsheet analysis and database development, and the ability to develop plans and procedures.Work requires responsibility for review, recommendation, 

development, and implementation of policies related to program.Work requires ability to develop, monitor and maintain operational budgets.Working ConditionsWork is performed primarily in general office or health care environment.

CLIN PASTORAL EDU REGISTRAR U5338 T12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 3H22 Prof Svcs-Stu/Edu Svcs Jr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryWorks under general supervision to 

provide administrative support to the Supervisor for Clinical Pastoral Education by managing strategic projects directly tied to the department's operational focus. Coordinates ACPE duties which require considerable initiative, experience, 

judgment, organizational skills and knowledge of UTSW policies and practices and ACPE, Inc. Accreditation standards. Assists with notarizations for Spiritual Care and Support. Experience and EducationHigh School Diploma or equivalent 

required. Bachelor's degree in Healthcare Administration, Business Administration, or Health Sciences field is preferred.Two (2) years of experience with project coordination is preferred.Two (2) years of administrative experience OR Two (2) 

years of experience in a healthcare, medical research, or academic setting is preferred.Bi-lingual English/Spanish preferred.Hold Notary Certificate or be willing to obtainJob DutiesInteracts professionally and graciously with colleagues, students, 

patients, guests, and people inquiring about CPE; excellent phone skills.Serves as registrar for Association for Clinical Pastoral Education (CPE) program, including screening inquiries and applications, as well as scheduling candidate interviews, 

using a comprehensive tracking system. Assists with maintaining CPE budgetReceives and deposits CPE-related funds and maintains payment information for CPE participants.Promptly and accurately completes required UTSW process for 

payment to ACPE for Center and Certified Educators fees, dues, etc.Processes and maintains accurately and in timely manner all ACPE applications, Communications with applicants/Inquiries, Evaluations, Graduation Certificates, Alumni 

database, Medicare "pass-through" Time Tracking, and Calendars. Ensures that the UTSW CPE webpage and CPE promotional materials are current and accurate. Oversees and maintains CPE Handbooks, with faculty input. Gathers and 

compiles CPE program data. Attends CPE Professional Advisory Group meetings. Assists Department with notary services**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIES Demonstrated ability to analyze 

problems and develop appropriate solutionsAbility to communicate effectively with multiple staff levelsStrong verbal, written and graphic communication skillsExcellent time management skills, ability to work with multiple time-critical 

prioritiesIn-depth knowledge and skill with Microsoft Office, Excel, and related computer applicationsHold Notary certificate or be willing to obtainWORKING CONDITIONSWork is performed primarily in an office environment. Prolonged sitting 

and standing. Travel from campus location to hospital location for notarizations.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, 

or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



CLIN PASTORAL EDU RESIDENT U2905 T12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 E 8I Pastoral Residents PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree from a 

CHEA recognized program preferred. ACPE educational standards required. A completed ACPE application, an admission interview with a qualified interviewer, either graduation from high school/completion of GED or ordination by a 

religious/spiritual tradition or commission to function in spiritual care by an appropriate religious/spiritual authority as determined by ACPE. One (1) unit of ACPE (Association for Clinical Pastoral Education) credit preferred. English language 

proficiency adequate to function effectively in the clinical and educational settings is required.Job DutiesResponds for emergencies, traumas, deaths, code blues, end-of-life decisions, ethical conflicts, crisis, and disasters within 30 minutes of 

request. Assesses patient needs for spiritual support and provides necessary services and interventions. Assists with family conflicts and personal relationships for patients, guests and staff.Coordinates pre-surgery and surgery support to 

patients and guests and provides routine patient visitation.Maintains accurate documentation in patient charts, department logs, and hospital reporting systems. Communicates between department staff to ensure continuous service of 

patient needs.Attends and participates in department staff meetings.Provides spiritual support resources appropriate to developmental, emotional and psychological needs of patients, guest and staff.Administers to sacramental needs of 

patients, guests and staff. Facilitates contacting patient's own clergy. Provides worship opportunities for patients, guests and staff.Serves as advocate and educational resource spiritual and ethical concerns for patients, guest and 

staff.Participates in on-going professional development including supervision, spiritual direction, continuing education and retreats.Provides consultation service to staff on specific patient needs. Provides referral to outside resources for 

additional support and counseling in collaboration with social work, nursing, and /or other members of health care team.Provides education to staff on utilization of Spiritual Care, ethics, Advance Directives, and other needs as requested. 

Provides community education as requested. Networks with area religious congregations. Assists with training of new intern, supplemental, and volunteer chaplains.Maintains knowledge of applicable rules, regulations, policies, laws, and 

guidelines that impact the Spiritual Care area. Seeks advice and guidance as necessary to ensure proper understanding. Stays abreast of the latest developments, advancements and trends in the field of Spiritual Care by attending 

seminars/workshops, reading professional journals, and participating fully in the CPE educational process and integrating knowledge gained into current work practices.Knowledge, Skills & AbilitiesMust be willing and able to work with 

patients, guests and staff from multi-faith or no-faith backgrounds.Working ConditionsEmployees should be able to be flexible to work nights, weekends, and holidays as needed. Healthcare is a 24/7 industry, although we provide consistent 

scheduling the needs of the business can be impacted by emergent situations or a general change over time which can require scheduling to be adjusted. Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of the Vice President for Human Resources, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, 

disability, genetic information, citizenship status, or veteran status.

CLIN PROG COORD - NOMAD U5468 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H17 Prof Services-Clinical Ops PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYOversee operations of Navigating Our 

Multifaceted Acute Distress (NOMAD) process and sessions with staff members across the hospitals and clinics, as program coordinator including but not limited to establish procedures for identifying and tracking a focused approach to 

alleviate the harmful effects and lighten the burden caused by distressing clinical situations using the NOMAD program sessions. Collect, compile, display, and analyze process data; conduct ongoing evaluation of the effectiveness of the 

NOMAD process in identifying and resolving issues that warrant NOMAD sessions. The Program Coordinator will work closely with the Chair of Ethics, Co-Directors of NOMAD, and Associate Chief Nursing Officer to ensure the program remains 

intact and in accordance with the Program Charter. MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's degree in nursing or healthcare related field, Masters/ Doctoral preferred. Minimum of three (3) years' related clinical 

experience preferred. Experience working with multidisciplinary teams, leadership, ethics, wellness, and/or program coordination. ESSENTIAL FUNCTIONSLeads all work required to develop, cultivate, and maintain working relationships with 

internal/external departments and other organizations associated with and/or receiving benefit from the NOMAD program. Maintain and oversite of all required documentation of NOMAD sessions and follow up of work with leadership. 

Recruit and on board new staff into members of NOMAD from across the system to participate in NOMAD sessions.Oversite and preparation of all communications in regard to NOMAD, working with PR/Marketing, maintain Website, emails, 

councils, and committees reporting. Ability to ask questions, take initiative to streamline processes, procedures, and practicesA strong customer service orientation and teamwork ethic are essential, interactions with all nursing staff, clinical 

staff and leadership team members. Outstanding interpersonal skills, verbal communications, ability to negotiate with peers as well as supervisors.Plans and coordinates NOMAD sessions with department/unit leadership and NOMAD team 

facilitators. Plans and coordinates team meetings and training sessions. Serves as a NOMAD Session Facilitator as needed. Ability to provide feedback in a positive yet assertive way.Ability to make decisions within scope of position and work 

with minimal supervision.Works closely with NOMAD team leadership to establish and maintain program goals and objectives. Oversees program evaluation and quality control activities; presents data and program information. 

Presents/represents NOMAD Program and program updates in group settings. Remains current on topics related to staff wellness and opportunities to expand and/or improve the program. Computer literacy with demonstrated proficiency in 

Microsoft Office, email, database and contact management software, and browser-based workflow applicationsPerforms other duties as assignedKNOWLEDGE, SKILLS, & ABILITIESMust be able to read, write and communicate in 

English.Computer literacy with demonstrated proficiency in Microsoft Office, email, database and contact management software, and browser-based workflow applications Very strong organizational skills and ability to re-prioritize quickly and 

detail oriented. Work requires ability to ensure adherence to all policies and procedures of university.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires ability to work to 

garner consensus and acquiescence among various stakeholders.Work requires proven customer service, teamwork, and written and verbal communication skills.Work requires proven ability to handle multiple complex assignments.Work 

requires knowledge of personal computers.Work requires ability to plan, organize, coordinate, and oversee work of others as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of 

internal and external personnel and organizations.Work requires ability to work with confidential information as appropriate.Work may require ability to monitor and maintain a budget.WORKING CONDITIONSWork is performed primarily in a 

general office environment, or hospital area. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.This position is 

security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex,&iquest;sexual orientation, 

gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

CLINIC LIAISON 1078 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4E1C

Guest & Pat Svcs-Clin 

Liaisons ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate and two (2) years working experience in a health care environment OR High school  graduate and one (1) year experience using EPIC in a health care environment.    Job Duties  Acts as a liaison between the patient, their family and 

internal and/or external assistance providers.       Assists patients with completing disability forms, insurance documents, supplemental security and financial assistance forms.       Assists staff in preparing documentation for handicap tags, 

letters of necessity, and other patient related requirements.       Assists patients in getting enrolled with various programs to include: home health, assisted living, special needs, hospice, prescription assistance programs, disability programs, 

employment programs, transportation assistance, support groups and community loan closets.    Assists patients in acquiring medical equipment.        Answers patient calls using EPIC telephone encounters and other staff messaging systems.       

Identifies patient's understanding of medical care/outcome and provides appropriate education and resources to address needs.       Advocates teamwork and multidisciplinary care concept to patients, staff and faculty.       Identifies and 

maintains a database of appropriate resources for client support.       Recognizes barriers to healthcare and connects patients to the resources they may need.       Duties performed may include one or more of the following core functions:  a) 

Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINIC STAFF ASSISTANT I 1924 Y 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 4B2 Office-Clinic Staff Assist Jr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

GED with prior customer service experience requiredand successful completion of CSA competencies in two (2) clinical front office operations within 6-12 months of hire. Degree in related field and/or related experience preferred but not 

required. Job DutiesLearn and demonstrates proficiency in a minimum of two (2) of the following clinical front office operations in a minimum of two (2) clinical front office operations within 6-12 months:Registration Scheduling Inbound call 

documentationInsurance Entry and VerificationReferrals ManagementCash Drawer, Payment Posting and Check-in/Check-out Learn and maintain up-to-date knowledge of Epic electronic medical record (EMR) system user operations, front 

office clinical workflows and policies and procedures.Deliver superior customer service, representing UT Southwestern in a positive and professional manner to patients, colleagues and the community.Build rapport and communication with 

internal and external team members to ensure best outcomes for the patient in a comprehensive clinical care model.Maintain patient confidentiality in accordance with HIPAA and UT Southwestern policy.Maintain neatness of customer 

waiting area; keeps area stocked with pamphlets and other materials as appropriate.Ensure adequate inventory of items necessary for day-to-day functions of clinic, such as office supplies and patient forms.Duties performed may include one 

or more of the following core functions: (a)Directly interact with or care for patients; (b)Directly interact with or care for human-subjects research participants; (c)Regularly maintain, modify, release or similarly affect patient records (including 

patient financial records); or (d) Regularly maintain, modify, release or similarly affect human-subjects research records.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires basic computer data entry and typing 

skills.Work requires excellent written and oral communication skills.Work requires excellent internal and external customer service skills.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is 

primarily performed in outpatient clinical areas.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINIC STAFF ASSISTANT I U1924 Y T12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 4B2 Office-Clinic Staff Assist Jr CLIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or GED required.  Bachelor's degree in related field and/or related experience preferred but not required. Job Duties  This job directly interacts with patients on the phone and/or face-to-face to support the front office operations of the 

outpatient clinics; works under close supervision to learn and demonstrate proficiency in a minimum of one (1) clinical front office operation within 6 months as well as other duties; and, maintains a patient centered attitude at all times, 

demonstrating compassion and empathy for patients and their families.  The job offers a career ladder based on progressive responsibilities and performance.1.Learns and demonstrates proficiency in a minimum of one of the following clinical 

front office operations:a)Patient Registration and Schedulingb)Patient Access Call Center  c)Patient Arrival & Admittingd)Patient Financial Services/Collectionse)Patient After Visit Schedulingf)Medical Insurance Verificationg)Internal & External 

Referrals Managementh)Procedure Precertification & Authorization2.Learns and maintains up-to-date knowledge of the EPIC electronic medical record (EMR) system, front office clinical workflows and policies and procedures.3.Delivers 

superior customer service, representing UT Southwestern in a positive and professional manner to patients, colleagues and the community.4.Builds rapport and communication with internal and external team members to ensure best 

outcomes for the patient in a comprehensive clinical care model.5.Maintains patient confidentiality in accordance with HIPAA and UT Southwestern policy.6.Maintains neatness of customer waiting area; keeps area stocked with pamphlets and 

other materials as appropriate.7.Ensures adequate inventory of items necessary for day-to-day functions of clinic, such as office supplies and patient forms.8.Duties performed may include one or more of the following core functions:  (a) 

Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

CLINIC STAFF ASSISTANT II 1922 Y 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4B2 Office-Clinic Staff Assist Jr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school graduate and 

successful completion of UT Southwestern CSA Career Development Program requirements; and six (6) months experience as CSA I or Float CSA I. Bachelor's degree in related field preferred.Job DutiesPerform and demonstrate proficiency in a 

minimum of two (2) of the following clinical front office operations:Registration Scheduling Inbound call documentationInsurance Entry and VerificationReferrals ManagementCash Drawer, Payment Posting and Check-in/Check-out Learn and 

maintain up-to-date knowledge of the EPIC electronic medical record (EMR) system, front office clinical workflows and policies and procedures.Deliver superior customer service, representing UT Southwestern in a positive and professional 

manner to patients, colleagues and the community.Build rapport and communication with internal and external team members to ensure best outcomes for the patient in a comprehensive clinical care model.Maintain patient confidentiality in 

accordance with HIPAA and UT Southwestern policy.Maintain neatness of customer waiting area; keeps area stocked with pamphlets and other materials as appropriate.Ensure adequate inventory of items necessary for day-to-day functions of 

clinic, such as office supplies and patient forms.Duties performed may include one or more of the following core functions: (a)Directly interact with or care for patients; (b)Directly interact with or care for human-subjects research participants; 

(c)Regularly maintain, modify, releasing or similarly affect patient records (including patient financial records); or (d) Regularly maintain, modify, releasing or similarly affect human-subject research records.Serve as a resource for information 

and provide direction to lower level Clinic Staff Assistants in training.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires basic computer data entry and typing skills.Work requires excellent written and oral 

communication skills.Work requires excellent internal and external customer service skills.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is primarily performed in outpatient clinical 

areas.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINIC STAFF ASSISTANT II U1922 Y T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4B2 Office-Clinic Staff Assist Jr CLIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate and successful completion of UT Southwestern CSA Program requirements and at least 6 months experience as CSA I or Float CSA I.  Bachelor's degree preferred. Job Duties  Maintains high level of customer service to all internal and 

external customers.       Answers patient phone calls utilizing UT Southwestern PROS concepts.  Schedules patient appointments utilizing demographic and registration best practices model.  When necessary, able to problem solve utilizing 

department protocols as necessary to meet patient's needs.  Documents detailed patient information onto either manual form or electronic medical system and forwards to appropriate medical personnel as established by department 

protocol.  Greets and directs patients and/or visitors to appropriate location, providing information as needed.  Confirms registration information and updates as appropriate; obtains pertinent information to complete all required forms.  

Arrives patient in registration system.  Ensures all patients are continually informed of their visit status when appointments are delayed.   Per department standards, schedules appointments and follow-up visits and/or surgery, laboratory 

testing, etc. to ensure efficiency of patient care.  Receives patient payments, enters payment information per standard into billing system, and provides receipt for payment to all patients.    Pre-certifies third party payers; obtains referrals for 

patients; works closely with physicians and nurses regarding patient care issues.  Maintains knowledge of relevant CPT and ICD9 codes required for processing patient billing.  Ensures charges for services rendered are entered into system in 

timely and accurate manner.  Maintains knowledge of relevant billing issues to reduce automated edits in billing system.  Maintains patient confidentiality in accordance with university and department policy.       Attends minimum of three (3) 

hours of Clinic Staff Assistant Program continuing education per year.       Maintains neatness of customer waiting area; keeps area stocked with pamphlets and other materials as appropriate.       May ensure adequate inventory of items 

necessary for day-to-day functions of clinic, such as office supplies and sample medications.      May provide working supervision for Clinic Staff Assistants in training (CSA I's).       Performs other duties as assigned.          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINIC STAFF ASSISTANT III 1928 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4B2A Office-Clinic Staff Assist Sr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school graduate and 

successful completion of UT Southwestern CSA Career Development Program requirements; and one (1) year experience as CSA II or Float CSA II. Bachelor's degree in related field preferred but not required.Job DutiesPerform and demonstrate 

proficiency in a minimum of four (4) of the following clinical front office operations:Registration Scheduling Inbound call documentationInsurance Entry and VerificationReferrals ManagementCash Drawer, Payment Posting and Check-in/Check-

out Learn and maintain up-to-date knowledge of the EPIC electronic medical record (EMR) system, front office clinical workflows and policies and procedures and share knowledge with team.Deliver superior customer service, representing UT 

Southwestern in a positive and professional manner to patients, colleagues and the community.Build rapport and communication with internal and external team members to ensure best outcomes for the patient in a comprehensive clinical 

care model.Maintain patient confidentiality in accordance with HIPAA and UT Southwestern policy.Maintain neatness of customer waiting area; keep area stocked with pamphlets and other materials as appropriate.Ensure adequate inventory 

of items necessary for day-to-day functions of clinic, such as office supplies and patient forms.Serve as a resource and provide working support and direction for lower level Clinic Staff Assistants. Demonstrate problem solving skills and the 

ability to work independently to effectively resolve operational and customer issues that may arise in the course of the day.Duties performed may include one or more of the following core functions: (a)Directly interact with or care for 

patients; (b)Directly interact with or care for human-subjects research participants; (c)Regularly maintain, modify, release or similarly affect patient records (including patient financial records); or (d) Regularly maintain, modify, release or 

similarly affect human-subjects research records.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires basic computer data entry and typing skills.Work requires excellent written and oral communication skills.Work 

requires excellent internal and external customer service skills.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is primarily performed in outpatient clinical areas.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINIC STAFF ASSISTANT III U1928 Y T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4B2A Office-Clinic Staff Assist Sr CLIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation and successful completion of UT Southwestern training modules required; Bachelor's degree and one (1) year experience preferred.    Job Duties  Maintains high level of customer service to all internal and external customers.       

Answers patient phone calls utilizing UT Southwestern PROS concepts.  Schedules patient appointments utilizing demographic and registration best practices model.  When necessary, able to problem solve utilizing department protocols as 

necessary to meet patient's needs.  Documents detailed patient information onto either manual form or electronic medical system and forwards to appropriate medical personnel as established by department protocol.  Greets and directs 

patients and/or visitors to appropriate location, providing information as needed.  Confirms registration information and updates as appropriate; obtains pertinent information to complete all required forms.  Arrives patient in registration 

system.  Ensures all patients are continually informed of their visit status when appointments are delayed.   Per department standards, schedules appointments and follow-up visits and/or surgery, laboratory testing, etc. to ensure efficiency of 

patient care.  Receives patient payments, enters payment information per standard into billing system, and provides receipt for payment to all patients.    Pre-certifies third party payers; obtains referrals for patients; works closely with 

physicians and nurses regarding patient care issues.  Maintains knowledge of relevant CPT and ICD9 codes required for processing patient billing.  Ensures charges for services rendered are entered into system in timely and accurate manner.  

Maintains knowledge of relevant billing issues to reduce automated edits in billing system.  Maintains patient confidentiality in accordance with university and department policy.       Attends minimum of three (3) hours of Clinic Staff Assistant 

Program continuing education per year.       Maintains neatness of customer waiting area; keeps area stocked with pamphlets and other materials as appropriate.       May ensure adequate inventory of items necessary for day-to-day functions 

of clinic, such as office supplies and sample medications.      May provide working supervision for Clinic Staff Assistants in training (CSA I's).       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINIC STAFF COORDINATOR 1927 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4B8 Office-Clinic Staff Coord CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and two (2) years experience at the level of CSA II or equivalent performing in a patient care front office or back office environment (in areas such as admitting, insurance verification, billing, and scheduling); or 

Bachelor's degree in related field and six (6) months experience performing in a patient care front office or back office environment (in areas such as admitting, insurance verification, billing, and scheduling). Job Duties  Maintains high level of 

customer service to all internal and external customers.  Functions as patient "service recovery" expert as needed.      Oversees performance of tasks within function of clinic (patient phone calls, check-in, check-out, billing activities, scheduling, 

etc.).  Provides working supervision to Clinic Staff Assistants (CSA staff) to ensure appropriate guidelines are followed. Functions as preceptor to ensure CSA staff receive orientation to work tasks.  Creates and/or maintains templates for CSA 

staff functions as needed.  Provides regular feedback and training to CSA staff regarding performance. Gives feedback to Clinic Staff Supervisor for performance reviews of CSA staff.       Ensures adherence to policies and procedures; works with 

Clinic Staff Supervisor by assisting in recommendations and/or implementation of changes as necessary to maintain efficient clinic.     Monitors "bump" list, handling of appointment cancellations, and overbooking approvals.       Orders, stocks, 

and maintains variety of supplies, including office supplies and forms.       Ensures integrity and availability of patient information by staff; maintains patient confidentiality in accordance with university and department policy.      Performs CSA 

staff duties as necessary.        Functions as liaison with other departments, offices, and divisions regarding clerical clinic functions as needed.       Participates in phone audits as necessary.        Assists Clinic Staff Supervisor with preparation of 

monthly quality assurance documents as required. Gathers data for analysis and reporting.      Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting 

with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly 

affecting human-subjects research records. Performs other duties as assigned.   **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

CLINIC STAFF COORDINATOR U1927 N T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4B8 Office-Clinic Staff Coord CLIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and two (2) years experience at the level of CSA II or equivalent performing in a patient care front office or back office environment (in areas such as admitting, insurance verification, billing, and scheduling); or 

Bachelor's degree in related field and six (6) months experience performing in a patient care front office or back office environment (in areas such as admitting, insurance verification, billing, and scheduling). Job Duties  Maintains high level of 

customer service to all internal and external customers.  Functions as patient "service recovery" expert as needed.      Oversees performance of tasks within function of clinic (patient phone calls, check-in, check-out, billing activities, scheduling, 

etc.).  Provides working supervision to Clinic Staff Assistants (CSA staff) to ensure appropriate guidelines are followed. Functions as preceptor to ensure CSA staff receive orientation to work tasks.  Creates and/or maintains templates for CSA 

staff functions as needed.  Provides regular feedback and training to CSA staff regarding performance. Gives feedback to Clinic Staff Supervisor for performance reviews of CSA staff.       Ensures adherence to policies and procedures; works with 

Clinic Staff Supervisor by assisting in recommendations and/or implementation of changes as necessary to maintain efficient clinic.     Monitors "bump" list, handling of appointment cancellations, and overbooking approvals.       Orders, stocks, 

and maintains variety of supplies, including office supplies and forms.       Ensures integrity and availability of patient information by staff; maintains patient confidentiality in accordance with university and department policy.      Performs CSA 

staff duties as necessary.        Functions as liaison with other departments, offices, and divisions regarding clerical clinic functions as needed.       Participates in phone audits as necessary.        Assists Clinic Staff Supervisor with preparation of 

monthly quality assurance documents as required. Gathers data for analysis and reporting.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

CLINICAL CASE COORDINATOR 9950 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5A Technicians-AMB Voc Nurse RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Successful 

completion of Licensed Vocational Nurse program from approved school of nursing, five years clinical experience with a preferred two years experience on-campus.  Licensure as LVN by Board of Nurse Examiners for State of Texas.   Job Duties  

Facilitates transfer of information between clinic and university affiliated hospitals by ensuring all relevant clinical data is available to admitting physicians.  This may include the current medication list, problem list and pertinent study results.     

Notifies care providers of patient admission to hospitals.        Ensures discharge medications are entered into UTSmart system.        Ensures follow-up appointments and tests/procedures are scheduled for patients discharged from hospitals.       

Verifies home health orders, durable supplies and PT orders are placed.       Facilitates care of new patients in clinic by ensuring patients are scheduled in timely fashion at specialty clinics and that necessary clinical data is available to 

consultant.      Functions as liason with Special Assistance Office (SAO) clinic.        Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring 

for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.  Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

CLINICAL DATA SPECIALIST 1370 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4B1 Office-AMB Access CTR RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociate's degree in 

related field and no experience required. Commercial Driver's License may be required in certain areas.High school graduation or GED and two (2) years experience in research or clinical area or other related experience. May consider additional 

education in lieu of experience.Heart Savermay be required based on research study protocols or affiliate location requirements.Job DutiesIdentifies inclusion/exclusion criteria, reads medical charts and enters data on new subjects; if they 

meet registration requirements in research study, enrolls subjects and instructs them in protocol procedures. Submits confidential records and research materials to study group reviewers at other institutions when applicable.Prepares 

statistical information for each subject entered in or removed from research study.Assesses and documents subjects' response to treatment through physical assessment and/or data analysis; reports any evidence of toxicity to drugs or 

chemicals used in treatment of subjects.Reviews data to determine treatment modifications and alterations between research study plan and actual subject care.Confers with physicians and nurses to obtain statistical informa- tion concerning 

subjects when they have tests performed or receive treatment elsewhere.May assist with preparation of annual or terminal summary for each research study as well as other required information for Institutional Review Board.Prepares data of 

any new research study for Institutional Review Board and informed consent for subjects' families.Purchases office equipment and laboratory supplies maintaining inventory and expense records.Duties performed may include one or more of 

the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.



CLINICAL DENIALS SPECIALIST P2215 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3G7 Prof Fee Sched/Bill-Compl PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationTwo year degree in 

related field required. Experience in a revenue cycle role that includes denial management, knowledge of coding, medical record documentation, Gvt. billing requirements or five (5) years experience in hospital revenue cycle and claim 

appeals.Licensure as Registered Nurse or LVN by State of Texas required. Job DutiesCollect and review denial information to formulate appeals, sending appeal correspondence_and essential documentation to appropriate carrier.Perform 

patient account research to prevent billing rejections,work with various departments as needed.Analyze final claim denials to determine internal weakness in the organization and assist in developing action plans to avoid future 

denials.Develop reports/ feedback to be presented to Denials Management team and the monthly Committee Against Denials meeting.Assist as needed with chart audits, comparing the medical record against the patient's itemized bill to 

ensure complete and accurate charge capture.Complete special projects as identified and needed.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

CLINICAL DENIALS SPECIALIST U2215 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3G7 Prof Fee Sched/Bill-Compl PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationTwo year degree in 

related field required. Experience in a revenue cycle role that includes denial management, knowledge of coding, medical record documentation, Gvt. billing requirements or five (5) years experience in hospital revenue cycle and claim 

appeals.Licensure as Registered Nurse or LVN by State of Texas required. Job DutiesCollect and review denial information to formulate appeals, sending appeal correspondence_and essential documentation to appropriate carrier.Perform 

patient account research to prevent billing rejections,work with various departments as needed.Analyze final claim denials to determine internal weakness in the organization and assist in developing action plans to avoid future 

denials.Develop reports/ feedback to be presented to Denials Management team and the monthly Committee Against Denials meeting.Assist as needed with chart audits, comparing the medical record against the patient's itemized bill to 

ensure complete and accurate charge capture.Complete special projects as identified and needed.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

CLINICAL DOCUMENTATION INTEGRITY SPECIALIST U1082 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3M Prof Svcs-Strat/Phys Rltns Jr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe CDI Specialist facilitates 

appropriate clinical documentation reviews concurrently to ensure that the level of services and acuity of care are accurately reflected in the medical record to improve overall quality and completeness of clinical documentation. Communicates 

effectively with Physicians and the Healthcare Team. Initiates Provider queries as appropriate for documentation clarification and specificity.Experience and EducationRN required, BSN preferred Required - Three (3) years acute care Hospital 

nursing experience, preferred in critical care (i.e. ED, Trauma, Critical Care Units) andTwo (2) years of experience working in a Clinical Documentation Integrity program; an equivalent combination of education and experience may be 

consideredOr, Five (5) years' nursing experience in an acute care Hospital including Three (3) years in critical care (i.e. ED, Trauma, Critical Care Units), in lieu of Two (2) years of CDI experienceRequired - Certification: (CCDS) Certified Clinical 

Documentation Specialist, or (CDIP) Certified Documentation Improvement Practitioner; or must attain CCDS or CDIP within 6 months after eligibility requirements are met Must be proficient with computers, working knowledge of 3M 360 & 

Epic preferred; or similar electronic systemsExperience working in a remote environment preferredESSENTIAL FUNCTIONSReviews patient records concurrently to ensure that the level of services and acuity of care are accurately reflected in the 

medical record to improve overall quality and completeness of clinical documentation Communicates effectively with Physicians, Healthcare Team, and Multidisciplinary TeamsProvis education on clinical documentation opportunities to 

support acuity, quality, and coding Initiates Provider queries for clarification and specificity to ensure complete documentation for all relevant diagnoses, procedure, and treatments, following established query guidelines for compliant 

queriesPerforms follow-ups on queries, per process, to ensure clarification was documented prior to dischargePerforms timely follow-up reviews and updates the CDI/DRG worksheet to reflect changes in patient status, verify the most 

appropriate PDx and DRG, and validate supporting documentationProvide backup for other CDI Specialists as neededWorks collaboratively with Coding and Quality Teams to ensure the clinical documentation fills the &lsquo;gaps' ween clinical 

and coding languageSupport the Quality Standards set by UTSW and the HIM Coding & CDI DepartmentMaintains an expert level of knowledge of CDI related guidelines and practicesOther duties as assignedKNOWLEDGE, SKILLS, AND 

ABILITIESWork requires organizational skills along with a high level of accuracy and attention to detailWork requires the ability to set priorities and reprioritize as needed to meet performance goals, etc. Work requires excellent customer 

service, interpersonal, and communication skills (verbal and written)Work requires ability to handle multiple tasks, show initiative, and quickly adapt to changes as necessary Work requires strong analytical and critical thinking skillsWork 

requires ability to report and problem solve using discretion, judgment, and professionalismWork requires ability to perform in a conservative, fast-paced, and quality driven environmentWork requires ability to comprehend, understand, and 

follow established policies, procedures, and other guidelines of some complexityWork requires self-motivation, maturity, and being a team playerThe following is the acronym, "PACT", and is fundamental to all clinical positions at UT 

Southwestern Medical Center:P-Problem Solving: To achieve excellence in patient care and service, we take ownership for solving problems through innovation, discovery, and continuous improvement.A-Ability, Attitude and Accountability: 

We adhere to best practices in our daily work, honor the dignity and diversity of each person, and are accountable for our actions. We will appear and conduct ourselves in a professional and positive manner.C-Communication, Contribution, 

and Collaboration: All our communications are open, clear, and timely and delivered with respect and discrimination. We are sensitive to the physical, psychological, emotional, spiritual and cultural needs of every individual.T-Teamwork: We 

collaborate as one team to deliver patient-centered care with integrity, trust and confidentiality. We value the exchange of diverse ideas. Our goal is to individually work hard to contribute to our team, support our co-workers, and to achieve 

not only excellent patient care and service, but also a satisfying, caring environment for each other.WORKING CONDITIONSThis job is Majority Remote, however could include some minimal on-site participation for annual Consultant 

educational visits, and occasional internal provider CDI educational presentationsAny qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, 

or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual 

orientation,gender identity, gender expression, ¿age, disability, genetic information, citizenship status, or veteran status.KNOWLEDGE, SKILLS, AND ABILITIESWork requires organizational skills along with a high level of accuracy and attention to 

detailWork requires the ability to set priorities and reprioritize as needed to meet performance goals, etc. Work requires excellent customer service, interpersonal, and communication skills (verbal and written)Work requires ability to handle 

multiple tasks, show initiative, and quickly adapt to changes as necessary Work requires strong analytical and critical thinking skillsWork requires ability to report and problem solve using discretion, judgment, and professionalismWork 

requires ability to perform in a conservative, fast-paced, and quality driven environmentWork requires ability to comprehend, understand, and follow established policies, procedures, and other guidelines of some complexityWork requires self-

CLINICAL EDUCATOR 9958 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3A19 Specialized Nurse-Educator PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree (B.S.) 

in Education or Nursing plus 2 years related experience and/or training (applicable training would include `training in simulation education or TEAM STEPPS facilitation). A Master's degree in Education or Nurse Education with experience in 

adult education preferred.Job Duties1. Supports residents, medical students and fellow education; makes schedules, communicates with residents, medical students and fellows to assure completion of assigned training.2. Uses adult learning 

principles and instructional strategies to assess, design, implement and evaluate continuing education programs that enhance and promote clinical competency and standards of care.3. Develops curriculum, presentations and conduct training 

for education or enlist other training professionals to assist with specialized units of training.4. Develops and maintains documentation for classes or courses presented as needed.5. Conducts periodic (annual) needs assessment of residents 

and adjusts training curriculum to meet needs.6. Monitor best practices and incorporate into clinical training curriculum.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

CLINICAL EDUCATOR STERILE PROCESSING U9958 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3A19 Specialized Nurse-Educator NURS HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree 

preferred or equivalent combination of education and experience is required. Five (5) years of experience as a Sterile Processing Technician, Surgical Technician or related field. Three (3) years of experience in a hospital supervisory role 

preferred. Working knowledge of AORN standards, OSHA guidelines, and in depth knowledge of TJC, IAHSCMM, and AAMI standards is strongly preferred. Current Certified and Registered Central Service Technician (CRCST) or Certified Sterile 

Processing Technician (CSPDT) required. In addition, Certification as an Surgical Technician (CST) is preferred. Job Duties  1. Assures that the standards of operation of the Sterile Processing department comply with the standards set by 

regulatory agencies, such as the state Department of Health, TJC, IAHCSMM, AAMI, and AORN.2. Works in conjunction with Clinical Education to provide a comprehensive departmental orientation to all new personnel and required training to 

all staff on an ongoing basis.3. Develops and implements departmental performance improvement activities and assures ongoing staff participation.4. Maintains continued education in the field of Central Sterile Processing operations and 

equipment through education, literature and seminars.5. Provides instructions and in-service on new products, procedures and equipment in a manner that will identify and prevent resource loss and maintain safety.6. Provides 

recommendations to the Manager of Sterile Processing regarding staff's performance.7. Provides training and education to Sterile Processing Technicians to prepare them for the National Certification.8. Maintains open and active 

communication with the medical staff, patient care staff, and interdepartmental staff.9. Ensures the competency of all Sterile Processing Department staff.10. Working closely with the department manager, oversees quality and infection 

control initiatives for Sterile Processing and maintains the quality assurance and performance standards of the department.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

CLINICAL INFORMATICS PT SPEC U5582 P39 $67,708.00 $95,765.00 $122,091.00 $5,642.33 $7,980.42 $10,174.25 $260.42 $368.33 $469.58 $32.55 $46.04 $58.70 E 3F21 Prof Med Svcs-Clin Info-RN NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationRequires 3 to 5 years 

experience with implementation and/or optimization of clinical documentation and ordering in Epic.Bachelor's degree required; Master's or equivalent preferred.Licensure to practice in area of degree if applicable.Job Duties1. Is a primary 

facilitator of the process for development and optimization of order sets.2. Is responsible for EPIC optimization projects for quality and safety involving work flow in different clinical areas.3. Works closely with care providers on new work flows 

and helps develop meaningful and important education/tip sheets as well as just in time explanations in the EHR.4. Attend EHR governance meetings that have to do with UH and represent the quality perspective.5. Attend working groups as 

needed such as lab nursing partnership and medication safety as well as other quality and safety council meetings in ad hoc fashion.6. Identify opportunities for more effective clinical decision support that positively impact clinical operations 

on the hospital. Help drive implementation of that clinical decision support or work flow optimization.7. Work closely with other Quality and Safety staff on important topics such as mandatory reporting, registries, project management, 

medication safety, patient safety and accreditation as needed.8. Performs other duties as assigned.Knowledge, Skills & Abilities&gt; Work requires excellent written and verbal communication skills.&gt; Work requires ability to plan, manage, 

and monitor the effectiveness of projects.&gt; Work requires ability to lead meetings and to be an effective team member.Working ConditionsUT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CLINICAL LABORATORY ASSISTANT 1638 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 4B9 Office-Clinic Lab Assist CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent and 2 years experience in a clinical or laboratory environment required.     Job Duties  Performs more complex processing procedures in a clinical laboratory relieving technologists/technicians of routine duties and 

responsibilities. Functions as a lead in the laboratory and acts as a point of reference in the absence of a supervisor.     Processes laboratory samples according to procedure and if applicable, enters manual billing in a timely manner. Accurately 

enters laboratory test orders and lab test results for certification by technologists and monitors incoming reports and status of lab testing.    Assists in other areas of laboratory as needed, which may include performing phlebotomoy, greeting 

patients, entering data of patient demographics and lab order instructions, entering appropriate codes and prices for patient requisitions, and labeling and processing patient specimens accurately and distributing to appropriate areas of 

laboratory.   Assists in training of personnel of a lower rank.        Keeps area stocked with essential supplies.        Keeps work area decontaminated with proper cleaning solutions an disposal of wastes and trash in appropriate containers.       

Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, 

releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL LABORATORY ASSISTANT U1638 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 4B9 Office-Clinic Lab Assist ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent required; some college preferred. Two (2) years related laboratory experience required.  Related college laboratory classes may be accepted in lieu of experience.    Job Duties  Handle and process specimens according to 

departmental protocols.        Peform the following duties: specimen management (receive specimens from phlebotomists and nursing floors); specimen accession into LIS; prepare specimens for testing; basic technical tasks (placing samples in 

automated analyzer, streak culture plates, etc.); submit specimens to testing department; store and manage specimens according to retention protocols.   Maintain accurate and easy-to-use specimen storage systems. Monitor and maintain 

accurate patient identification and confidentiality for all samples in accordance with departmental protocol.     Ensure specimens sent to reference laboratories are submitted to referral department in a timely manner.       Answer telephone 

inquiries and provide verified test result information per the LIS system.       Establish priorities and organize activities to achieve optimum and efficient results.  Complete assigned functions in appropriate time intervals.      Perform other 

duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL LABORATORY SERVICES REPRESENTATIVE U1636 C03 $27,725.00 $38,690.00 $49,655.00 $2,310.42 $3,224.17 $4,137.92 $106.63 $148.81 $190.98 $13.33 $18.60 $23.87 N 5E11 Medical Technician-Lab ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent required. Completion of accredited phlebotomy program or one (1) year phlebotomy exp. required. Two (2) years related laboratory experience required. Experience in an outpatient setting strongly preferred. Pediatric experience 

may be required for certain areas.  Job Duties  Obtain blood specimens by venipuncture and/or capillary puncture with minimum trauma to patient. Instructs patients on proper collection of urine samples. Researches specimen requirements 

prior to specimen collection for esoteric or new tests.     Maintain positive patient identification for all specimens collected, using defined protocols.  Maintains patient confidentiality throughout all activities and communications.      Processes 

samples on-site, which may include centrifugation, preparing aliquots, decisions about refrigeration, freezing or room temperature storage, or immediate dispatch to the main laboratory or other designated testing facility.     Enters collected 

specimens into the LIS as received. Tracks every specimen to ensure specimen integrity and accounting, particularly for those samples which must be transported to other locations.      If order are in EPIC, releases orders from the system and 

prints specimen labels. For paper requisitions, registers patient in computer systems and orders tests, and ensures all tests on requisition are accounted for in the ordering system. If necessary, contacts physician's office to obtain order 

clarification/verification prior to collecting specimens.   Establish priorities and organize activities to achieve optimum and efficient results.  Ensures adequate stock of supplies and submits orders for supplies as needed. Complete assigned 

functions in appropriate time intervals.     Perform other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

Clinical Moonlighting 800WO 800 $20,000.00 $40,000.00 $60,000.00 $1,666.67 $3,333.34 $5,000.00 $76.92 $153.85 $230.77 $9.62 $19.23 $28.85 N 2E1 Faculty-Visiting FACU Faculty Salary Plan

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable      **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL NURSE EDUCATOR 9957 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3A19 Specialized Nurse-Educator NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

nursing, licensure as Registered Nurse by Board of Nurse Examiners for State of Texas, three (3) years experience in healthcare, one (1) year staff development experience, and CPR certification required or Basic Life Support (BLS) certification, 

course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Job DutiesEvaluates competence of newly-hired staff, identifies and sets plans for immediate and on-going educational needs of staff as they relate to 

changes in service, equipment, technique or other issues and follows-up as needed.Develops and implements educational plan for each assigned clinic, each year, in conjunction with clinic managers.Provides instruction and guidance for 

nursing staff in assigned clinics, with particular concern for newly hired staff.Maintains all needed records regarding CEU programs, for each assigned area.Develops clinical preceptor program for ambulatory clinic by identifying potential 

preceptors, training and monitoring current preceptors, and reviewing feedback from new hires to evaluate preceptor training.Oversees clinical orientation program for ambulatory personnel. Revises or develops competency evaluation and 

skills checklist for each job title. Oversees individual clinic based orientation with preceptors and provides appropriate feedback to preceptor and clinic manager.Develops on-going training programs, such as annual skills certification. Develops 

and trains "swat" team for clinical services to offer individual training capabilities as necessary. Develops training program for at-risk areas, in cooperation with performance improvement activities, which are designed to evaluate need for 

additional education due to patient safety issues, infection control, or compliance.Works with EPIC install team to assure appropriate training. Develops assessment tools to determine EPIC comprehension and develop annual assessment 

verification for EPIC. Utilizes feedback from annual assessments to alter orientation and training.Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly 

interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL NURSE MANAGER - PCS U4700 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationFive (5) years experience 

as a registered nurse, and two (2) years of management experience required. Specialty areas may have increased experience requirements as dictated by unit or standard of care. Graduate of NLN approved nursing program, Basic Life Support 

(BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required after 2009.Job Duties1. Collaborates with staff by developing and implementing an effective action plan to improve 

performance in the department.2. Meets or exceeds strategic financial goals based upon departmental and nursing staffing plans. Utilizes staffing guidelines and /or patient acuity system and employs most cost effective option in providing 

appropriate patient care. Utilizes resources in manner which is appropriate and which optimizes resources for benefit of organization and patient outcomes. Identifies and implements efficiency or cost saving ideas and reports same to Director 

and/or CNO. Develops unit's annual capital and operational budgets with assistance from nursing, staff and administration personnel. Completes payroll editing at the end of payroll cycle and maintains attendance records. Facilitates timely 

return of specialty equipment.3. Adheres and facilitates adherence by other personnel to all policies and procedures, ANA, code of ethics, TJC standards, and nationally recognized standards of nursing practice. Reviews nursing assignments and 

revises as necessary to meet specific needs of patients and /or to ensure adherence to policies, procedures and to monitor budget objectives. Implements disciplinary interventions, including termination, as appropriate and in compliance with 

policy.4. Reports monthly vacancy and turnover rates at the Clinical Leadership Board as a standing agenda item after implemented. Also presents this same data to the Staffing Effectiveness Committee for Nursing as a committee member. 

Participates in scheduled recruitment meetings with hospitals recruiters and HR leaders.5. Provides immediate counseling of nursing personnel, up to and including suspension, as appropriate. Follows-up with accurate and timely written 

reports in Nursing and/or Human Resources Director. Generates and /or supervises generated occurrence reports as appropriate. Provides appropriate and timely follow-up. Promotes teamwork within an interdisciplinary group of caregivers 

by providing support and leadership. Participates in routine and special care conferences.6. Completes and reviews weekly staffing reports that includes staff scheduled, new hire orientation completion dates, residency completions dates, 

FMLA, vacation, etc. Along with staffing supervisors leads staffing huddles. Manages daily staffing. Gathers, organizes, reviews, and presents data on actual hours and cost per patient day to nursing leadership. Includes ideas for improved 

performance.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL OPERATION ANALYST U9379 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F11 Prof Med Services-Clin Data ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors degree 

with certification as Medical Technologist (MT, ASCP) or equivalent clinical laboratory experience.  Three (3) years as an LIS Analyst with hands on development experience with a laboratory information system is highly preferred.  Experience as 

a Systems Analyst in a lab setting preferred. Experience with CoPath, Sunquest, Cerner Millenium and data base design and implementation  - SQL is highly desirable. Must be able to handle projects independently and meet deadlines.   Job 

Duties  Interacts with laboratory staff in managing laboratory information system needs and objectives.       Acts as a liaison between patient care departments, information technology, and network laboratories.  Serves as a resource for 

laboratory information system issues.      Maintains project status communication with appropriate staff.        Leads lab project teams and represents the lab on other project Teams.       Performs functions related to the maintenance of the 

laboratory information system (LIS).       Assists in the implementation of new information systems, system modifications and version upgrades.       Assists in maintaining the laboratory billing and revenue system.        Performs other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL OPERATIONS PROGRAM COORDINATOR EM 8140 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThis position works under minimal 

supervision to coordinate clinical operations within Emergency Medicine.Experience and EducationBachelor degree in Business Administration, Health Care Administration, Education/Social Science, or related field, and five (5) years experience 

in a related field are required.Job DutiesWith faculty/APP leadership (including, but not limited to, Medical Directors and Vice Chair of Clinical Operations), assists with preparation and coordination of budget for each clinical site and is 

responsible for ongoing management of approved budgets, totaling approximately $40 million. This requires a thorough understanding of departmental clinical operations at all clinical sites and payment mechanisms associated with each. 

Manages the Shift Admin scheduling system for the department, including creation, administration and oversight of all clinical schedules for faculty (90+), locums (100+), advanced practice providers (16) and residents (60+). EM has a complex 

schedule comprised of coverage for almost 1,000 clinical shifts monthly at three emergency departments: Parkland, Clements, and Children's, and the Parkland Urgent Care Center. Works closely with medical directors for both Parkland, 

Clements and Children's hospitals to ensure faculty compliance with UTSW and hospital policies and procedures related to patient care, credentialing and privileging, medical records, and billing/coding. Reviews clinical operations protocols and 

assists with recommendations for ensuring high degrees of effectiveness for clinical practice. Coordinates monthly clinical operations work group sessions and manages action items forthcoming from those meetings. Will work closely with 

future Vice-Chair of Clinical Operations as well.Monitors clinical metrics for each clinical site, prepares monthly clinical operations analysis reports to be reviewed/acted on by department leadership. Reviews Press Ganey reports and makes 

recommendations based on results. Also creates ad hoc reports on an as needed basis, as requested by department leadership. Going forward, may be asked to help assess needs and/or develop reporting related to other operational, quality, 

safety, and engagement initiatives. Develops and oversees faculty/provider staffing reporting, requiring full comprehension of all provider supply and demands (out-of-office, faculty effort, FMLA, vacation, etc.), hospital- and department-driven 

clinical needs, volume fluctuations, patient acuity, etc.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires Advanced Microsoft Office skills.Work requires working knowledge of EPIC and how to use data extracted from 

EPIC.Work requires the ability to use Charge Analyzer/Power BI/Health System Performance tools.Work requires quick adaptation to new software systems, understanding system interfaces with other tools.Work requires good verbal and 

written communication and interpersonal skills.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL OPERATIONS PROGRAM COORDINATOR IM 8125 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H17 Prof Services-Clinical Ops ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor degree in 

Business Admin., Health Care Admin., Education/Social Science, or related field, and four (4) years experience in a related field are required.    Job Duties  Assist the Vice-Chair of Clinical Operations and the Director of Finance in the coordination 

of the clinical program operations for the department.  Develop and maintain effective working relationships with internal and external affiliates.     Clarify and advise clinical team of clinical requirements, understand clinical project scope, 

deliverables, work plan, issues and risks including the need to keep the clinical change implementation on time, and with a high degree of quality.     Under the direction of the Vice-Chair, assist clinic managers with development and 

implementation of operational plans for new and existing business applications. Manage design, education, training and support of various clinical workflow needs. Work with clinic managers to establish effective internal controls.    Act as 

liaison for the Vice-Chair of Clinical Operations and the Director of Finance to enact and enforce clinical productivity expectations that include clinic template management and session length expectations. Monitor and report on key clinic 

information data including visit stats, patient access, patient satisfaction, session numbers and length.  Work for improvement in all key indicators.  Assist the Vice-Chair of Clinical Operations in developing and monitoring an effective 

onboarding and exiting process for faculty and mid-levels into the department clinical operations.      Prepare reports for the Director of Finance to monitor revenue and expense targets for each clinic within the department.       Assist the Vice-

Chair of Clinical Operations and the Director of Finance with their calendars, process travel arrangements, reimbursements, etc.  Ensure that all departmental communications regarding clinical operations are disseminated as appropriate.     

May provide supervision to administrative staff, to include setting work priorities and evaluating employee performance.       Perform other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



CLINICAL OUTREACH LIAISON U9104 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3M1 Prof Svcs-Strat/Phys Rltns Sr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree or 

higher in Nursing, Physical Therapy, Occupational Therapy, Speech Language Pathology, or Respiratory Therapy3 years of experience in clinical discipline; Liaison, marketing experience preferredNetworking abilities, computer skills and 

familiarity with Prospective Payment system for Rehab required.Licensure/CertificationCurrent Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesServes as a 

liaison and point of contact with all current and future referral sources to ensure that all processes related to patient admission/transfers is standardized, of consistently high quality and allows for seamless occurrence. Develops and plans all 

activities associated with community clinical outreach efforts. Develops and maintains a strong census enhancement program and a plan to maintain volumes and cover anticipated discharges each week. Establishes an ongoing marketing plan 

that clearly identifies: New referral contacts and plan for building a business relationship, identification of Top 20 referral sources and plan to assure their continued referral commitment, referral contacts that have fallen off and plan to 

recapture business, clear volume expectations, specific targets for building referred business from a diverse and extensive referral base, and implementation of strategies to create referrals/admissions to achieve appropriate patient census 

mix.Maintains process for assessing current referral patterns for selected target areas by identifying physician referral patterns, health related community events, established physician practices and major gatekeepers in outreach and network 

communities. Establishes and promotes collaborative relationships with physicians, payers and other members of the healthcare team, including non-UTSW physicians (vendor management). Seeks opportunities to increase the growth of 

business within the assigned communities, identifying and cultivating potential referral sources relevant to the population served.Interviews patient, family, physician and discharge planners to gather information and determine special needs. 

Communicates special needs to appropriate staff. Adheres to admission needs regarding patient transfer and coordination. Exceeds screening and admission targets by establishing influence in market segments, including, but not limited to 

physicians, practitioners, social services, hospitals, professional organizations, etc. through a variety of avenues such as personal appointments and visits, phone calls, letters, emails and conferences. Leads a pro-active business development 

program through by developing valid account relationships out in the field with key referral sources at least 80% of time.Serves as a resource to other staff members and promotes a collegiality between staff physicians and leaders. Participates 

in interdisciplinary healthcare teams to facilitate the integration of managed care concepts within the daily practice standards. Acts as a consultant within the organization and in the community.Maintains professional and technical knowledge 

by attending educational workshops, reviewing professional publications, establishing personal networks and participating in professional societies.Directs a community relations program consisting of speakers, tours, displays, etc. Assures 

hospital is considered an educational source for patient services information. Provides ongoing monitoring and analysis of trends, issues, and data to improve systems of communication between the hospital and its public, and to build 

confidence in the institution.Serves as a representative and member of the marketing team. Participates in community activities and educational in-services/seminars. Educates hospital based or other health care professionals and physicians 

as well as patients and families regarding services and programs. Attends meetings as required. **Other Duties: Performs other duties as assigned.Working ConditionsWork is primarily performed in a hospital unit/environment. The incumbent 

may be exposed to body fluids and infectious diseases. Constant walking, standing, bending, turning, and stooping.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for 

Human Resources, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, 

religion, national origin, sex,&iquest;sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

CLINICAL PASTORAL EDUCATOR U2902 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's Degree in 

Divinity/Theology or Equivalency and Five (5) years Pastoral Care experience is required. Ordiantion or Ecclessiastical endorsement. Certified Supervisor by the Association for Clinical Pastoral Education (ACPE) aslo required.  Job Duties  

Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.      Meets or exceeds financial goals and objectives of the department.        

Comply with all standards, certifications & ethics of the Clinical Pastoral Education. Recruits, interviews and selects students for CPE. Develop and maintain CPE educational programs, curriculum and training.     Arrange professional 

consultations for trainees, counsel trainees concerning educational progress, and provide evaluation of trainee for ACPE standards and departmental standards and guidelines.      Work with department Chaplains to structure clinical 

assignments for trainees in order to maximize educational experience. Communicate with department Chaplains and manager concerning work performance of trainees and assigned staff members in order to assess work performance.    

Supervise CPE students through case conferences, didactics, interpersonal relationship groups,  theological reflection; providing weekly feedback enhancing ministry learning.      Performs other related duties assigned or requested.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL PROGRAM COORDINATOR SR 1045 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H17 Prof Services-Clinical Ops NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree with 

Licensure in one of the following and four (4) years inpatient/outpatient experience in field of work is required. BLS certification by the American Heart Association (AHA) or American Red Cross (ARC) is required.Licensure as a Registered Nurse 

by Board of Nurse Examiners for the State of TexasLMSW with licensure in the State of TexasPharmD with licensure in the State of TexasOrMaster's degree in health or business administration or closely related field and four (4) years direct 

experience in developing or managing patient care or health related programs.Job DutiesMay perform some or all of the following.Serves as a point of contact for referring physicians, patients, and caregivers to assist with patient scheduling 

and coordination of care.Serves as an essential link between patients and all other care providers and functions as a patient advocate to help the patient and family along the health care continuum.Facilitates appointments for consults and 

support services within established service standards working with patient navigators and Patient Physician Referral Services as necessary.Coordinates multidisciplinary planning and facilitates care conferences as necessary.May develop 

patient education programs and tools.Responsible for outreach efforts based on registries and other tools to help close patient care gaps, facilitate referrals, and other services as needed to promote highest quality of care, and optimum 

health.Develop/implement program(s) to improve patient experience (such as surveys, impact analysis, metrics, recommendations for improvement, etc.).May coordinate special events.Duties performed may include one or more of the 

following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesSelf-directed and able to organize and 

manage multiple tasks/projects simultaneously.Ability to promote programs and services to the community.Ability to maintain strict confidentialityAbility to promote and build teamwork and multidisciplinary care concept.Work requires 

contact with physicians, residents, fellows, and allied health personnel to coordinate information necessary to provide optimal level of patient care.Work requires high level of verbal and written communication skills.Work requires effective 

interpersonal skills.Work requires telephone contact with patients, referring physicians, and pharmaceutical representatives outside of UT Southwestern, vendors, and third party payees.Work requires ability to stand for long periods of 

time.Work requires ability to lift, push, and/or pull up to 50 lbs.Work requires ability to read, write, and perform mathematical calculations.Working ConditionsWork is performed in an office and/or hospital environment.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL QUALITY DATA COORDINATOR I 9764 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F11 Prof Med Services-Clin Data PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides comprehensive clinical data and 

analytical support for the UTSW Health System through collaboration, innovation, and efficiency. Ensures reporting compliance in accordance with required guidelines from governmental, state, certifying bodies, national databases, and 

institutional initiatives. Experience and EducationA combination of education, experience and skill sets are required Bachelor's degree or 1-year equivalent experience: clinical or healthcare data managementRN or LVN preferred Epic experience 

preferred Data platform knowledge preferred Experience with using Microsoft Office Applications Job DutiesAcquire proficiency and maintain knowledge with the following: Electronic Medical Record (EMR) software Regulatory guidelines and 

certification(s) requirements, processes, and trends for data reportingPerformance improvement measures, reference materials, and definitionsVarious platforms using data management and querying skills to extract, validate and summarize 

dataClinical performance improvement initiatives to be able to provide comprehensive analytical support Demonstrate strong interpersonal and professional communication skills; both written and spokenWork with mentor to develop 

analytical ability sufficient to evaluate data, make sound judgments and recommendations Adhere to regulatory and data deadlines Participate and collaborate with multi-disciplinary teamsAttend stakeholder meetings Complete projects as 

assigned with assistanceFulfill department expectations and goalsPerform other duties as assignedKnowledge, Skills & AbilitiesOrganize, coordinate, and demonstrate judgement, professionalism, and diplomacyEstablish excellent customer 

service skills and a professional attitudeNavigate, abstract, and analyze data for performance monitoring and data reportingMeet mandatory deadlinesDemonstrate strong interpersonal and professional communication skills; both written and 

spokenWork in partnership with leadership, physicians, and additional stakeholders in a positive mannerDevelop problem-solving skills with the ability to work independentlyRecognizing and promoting good ideas/solutions Working 

ConditionsWork is performed primarily remotely.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President forHuman Resources Administration or his/her delegate. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CLINICAL QUALITY DATA COORDINATOR II 9765 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryThis position provides comprehensive 

clinical data and analytical support for the UTSW Health System through collaboration, innovation, and efficiency. Ensures reporting compliance in accordance with required guidelines from governmental, state, certifying bodies, national 

databases, and institutional initiatives. Experience and Education A combination of education, experience and skill sets are required Bachelor's degree or 3 years equivalent experience: registry, clinical or healthcare data managementRN or LVN 

preferredEpic experience required Data platform experience requiredProficient with using Microsoft Office Applications Job DutiesMaintain and advance knowledge with the following: Electronic Medical Record (EMR) software Regulatory 

guidelines and certification(s) requirements, processes, and trends for data reportingPerformance improvement measures, reference materials, and definitionsVarious platforms using data management and querying skills to extract, validate 

and summarize dataClinical performance improvement initiatives to be able to provide comprehensive analytical support Demonstrate strong interpersonal and professional communication skills; both written and spokenWork with mentor to 

advance analytical ability sufficient to evaluate data, make sound judgements and recommendationsAdhere to regulatory and data deadlinesParticipate and collaborate with multi-disciplinary teamsAttend stakeholder meetings, and efficiently 

disseminate accurate data and informationComplete projects as assignedFulfill department expectations and goalsUtilize appropriate resources to perform job responsibilitiesPerform other duties as assignedKnowledge, Skills & 

AbilitiesOrganize, coordinate, and demonstrate judgement, professionalism, and diplomacyEstablish excellent customer service skills and a professional attitudeNavigate, abstract and analyze data for performance monitoring and data 

reportingDemonstrate strong interpersonal and professional communication skills; both written and spokenWork in partnership with leadership, physicians, and other professionals in a positive mannerIdentify and utilize effective problem-

solving skills efficiently and to the satisfaction of stakeholders with minimal supportCollaborates with multi-disciplinary groups to support rich diversity of perspectives, backgrounds, and experiences.Continue professional growth through 

training and mentorshipActively engage in department projectsEvaluate and analyze data to make sound judgments and recommendationsAcquires knowledge of Quality Improvement methodologiesRecognizing and promoting good 

ideas/solutions Working ConditionsWork is performed primarily remotely.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President forHuman Resources Administration or his/her 

delegate.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CLINICAL QUALITY DATA COORDINATOR III 9766 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3J1 Quality Assurance-Not PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides comprehensive clinical data and 

analytical support for the UTSW Health System through collaboration, innovation, and efficiency. Ensures reporting compliance in accordance with required guidelines from governmental, state, certifying bodies, national databases, and 

institutional initiatives. Experience and EducationA combination of education, experience and skill sets are required: Bachelor's degree or 4 years equivalent experience: registry, clinical or healthcare data management; Master's Degree 

preferredRN or LVN preferredEpic experience required Data platform experience requiredIntermediate with using Microsoft Office ApplicationsJob DutiesHigh degree of knowledge in the overall field and subject matter expert (SME) in specific 

areas:Electronic Medical Record (EMR) software Regulatory guidelines and certification(s) requirements, processes, and trends for data reportingPerformance improvement measures, reference materials, and definitionsVarious platforms using 

data management and querying skills to extract, validate and summarize dataClinical performance improvement initiatives to be able to provide comprehensive analytical support Demonstrate strong interpersonal and professional 

communication skills; both written and spoken Adhere to regulatory and data deadlines Participate and collaborate in developing strategies, processes, and resources with multi-disciplinary teamsAttend stakeholder meetings, and efficiently 

disseminate accurate data and informationAcquires knowledge of Quality Improvement methodologiesComplete projects as assigned Fulfill department expectations and goalsUtilize appropriate resources to perform job 

responsibilitiesMentor others through preparing and analyzing reports, identifying performance improvement opportunities, and providing presentations for physician champion and medical departments Function with a high degree of 

autonomy Perform other duties as assignedKnowledge, Skills & AbilitiesFoster excellent customer service skills and a professional attitudeTake ownership to navigate, abstract, and analyze data for performance monitoring and data reporting 

with high level proficiencyProactively take initiative by identifying and solving problems efficiently and effectively to the satisfaction of all stakeholdersWork in conjunction with leadership, physicians, and other professionals to facilitate 

performance improvement projects in a positive mannerExhibits knowledge and skills to question and strategically evaluate processes/data to apply evidence-based practice for quality patient outcomes.Continue professional growth through 

training Collaborates with multi-disciplinary groups to support rich diversity of perspectives, backgrounds, and experiencesEvaluate and analyze data to make sound judgments and recommendationsRecognizing and promoting good 

ideas/solutions Working ConditionsWork is performed primarily remotely.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President forHuman Resources Administration or his/her 

delegate. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CLINICAL QUALITY DATA COORDINATOR III - PRN 9766P Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 3J1 Quality Assurance-Not PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides comprehensive clinical data and 

analytical support for the UTSW Health System through collaboration, innovation, and efficiency. Ensures reporting compliance in accordance with required guidelines from governmental, state, certifying bodies, national databases, and 

institutional initiatives. Experience and EducationA combination of education, experience and skill sets are required: Bachelor's degree or 4 years equivalent experience: registry, clinical or healthcare data management; Master's Degree 

preferredRN or LVN preferredEpic experience required Data platform experience requiredIntermediate with using Microsoft Office ApplicationsJob DutiesHigh degree of knowledge in the overall field and subject matter expert (SME) in specific 

areas:Electronic Medical Record (EMR) software Regulatory guidelines and certification(s) requirements, processes, and trends for data reportingPerformance improvement measures, reference materials, and definitionsVarious platforms using 

data management and querying skills to extract, validate and summarize data.Clinical performance improvement initiatives to be able to provide comprehensive analytical support. Demonstrate strong interpersonal and professional 

communication skills; both written and spoken Adhere to regulatory and data deadlines. Participate and collaborate in developing strategies, processes, and resources with multi-disciplinary teams.Attend stakeholder meetings, and efficiently 

disseminate accurate data and information.Acquires knowledge of Quality Improvement methodologiesComplete projects as assigned. Fulfill department expectations and goals.Utilize appropriate resources to perform job 

responsibilities.Mentor others through preparing and analyzing reports, identifying performance improvement opportunities, and providing presentations for physician champion and medical departments. Function with a high degree of 

autonomy Perform other duties as assigned.Knowledge, Skills & AbilitiesFoster excellent customer service skills and a professional attitudeTake ownership to navigate, abstract, and analyze data for performance monitoring and data reporting 

with high level proficiency.Proactively take initiative by identifying and solving problems efficiently and effectively to the satisfaction of all stakeholdersWork in conjunction with leadership, physicians, and other professionals to facilitate 

performance improvement projects in a positive manner.Exhibits knowledge and skills to question and strategically evaluate processes/data to apply evidence-based practice for quality patient outcomes.Continue professional growth through 

training. Collaborates with multi-disciplinary groups to support rich diversity of perspectives, backgrounds, and experiences.Evaluate and analyze data to make sound judgments and recommendations.Recognizing and promoting good 

ideas/solutions Working ConditionsWork is performed primarily remotely.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President forHuman Resources Administration or his/her 

delegate. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CLINICAL QUALITY DATA COORDINATOR IV 9767 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3J1 Quality Assurance-Not PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides comprehensive clinical data and 

analytical support for the UTSW Health System through collaboration, innovation, and efficiency. Ensures reporting compliance in accordance with required guidelines from governmental, state, certifying bodies, national databases, and 

institutional initiatives. Experience and EducationA combination of education, experience and skill sets are required: Bachelor's degree or 5 years equivalent experience: registry, clinical or healthcare data management; Master's Degree 

preferredRN or LVN preferredEpic experience required Data platform experience requiredAdvanced experience with using Microsoft Office ApplicationsJob DutiesExpert knowledge in the overall field and technical leader in specific 

areas:Electronic Medical Record (EMR) software Regulatory guidelines and certification(s) requirements, processes, and trends for data reportingPerformance improvement measures, reference materials, and definitionsVarious platforms using 

data management and querying skills to extract, validate and summarize dataClinical performance improvement initiatives to be able to provide comprehensive analytical support Demonstrate strong interpersonal and professional 

communication skills; both written and spoken Adhere to regulatory and data deadlines Participate and collaborate in developing strategies, processes, and resources with multi-disciplinary teamsAttend stakeholder meetings, and efficiently 

disseminate accurate data and information Apply knowledge of Quality Improvement methodologiesComplete and lead projects as assignedFulfill department expectations and goalsUtilize appropriate resources to perform job responsibilities 

Assume leadership role within department during manager and team lead absenceCoach others through preparing and analyzing reports, identifying performance improvement opportunities, and providing presentations for physician 

champion and medical departmentsDemonstrate leadership qualities in providing appropriate feedback when mentoring/coaching teammates Function with a high degree of autonomyPerform other duties as assignedKnowledge, Skills & 

AbilitiesFoster excellent customer service skills, professionalism, and diplomacy Demonstrate a high level of organization and coordination skillsCollaborates with multi-disciplinary groups to support rich diversity of perspectives, backgrounds, 

and experiencesEnhance professional growth through ongoing education and experienceTake ownership to navigate, abstract, and analyze data for performance monitoring and data reporting with high level proficiencyProactively take 

initiative by identifying and promoting good ideas/solutions to solve problems efficiently and effectively to the satisfaction of all stakeholdersEvaluate and analyze data/processes to make sound judgments, recommendations, and apply 

evidence-based practices for quality patient outcomes Working ConditionsWork is performed primarily remotely Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President forHuman 

Resources Administration or his/her delegate. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CLINICAL RESEARCH ASSISTANT I 2501 N 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3E1 Prof Research-Research Assist RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the direction of an 

Investigator(s) with general supervision, to primarily provide ongoing data management for local and national research studies. May coordinate observational (non-treatment) studies. Experience and EducationHigh School diploma or GED with 

no experience. A minimum of Heart Saver for non-licensure or BLS for Licensure may be required based on research study protocols or affiliate location requirements.Job DutiesMay perform some or all of the following based on research 

study:Enters data into case report forms or other data collection system based on research study. Assists with maintenance of study level documentation.Assists with data queries and possible edits for accuracy.Compiles data for regulatory 

requirements and /or deadlines for local or sponsor submissions.Maintains existing databases and ensures data integrity. Understands visit schedules, inclusion/exclusion criteria and protocol requirements for routine and low complexity trials 

(e.g., questionnaire, data registry, scripted); schedules research visits.Assists research staff by completing research protocol related tasks.Assists with preparing annual reports and/or modifications to institutional review board (IRB). This may 

include reportable events (UPIRSO).Reviews and abstracts information from medical records including eligibility criteria.Recruits and enrolls patients in research study that may include consenting patients after training and with 

supervision.Assists with ordering and maintaining research supplies following university/department procedures, ensuring that equipment is in good working order.With adequate training and supervision, assists with collecting and processing 

specimens following established procedures/protocols. Assists in preparing studies for closeout, (e.g. packing files, documenting files for storage, shipping extra supplies back to sponsor).With adequate training/credentialing and supervision, 

performs study procedures such as phlebotomy, vital signs, and EKG's needed for research study. Based on research study, other procedures/equipment/services may be required. Duties performed may include one or more of the following 

core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including 

patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesPossess strong computer skills (spreadsheets, 

databases, and interactive web-based software).Follows and understands the regulations for Protected Health Information (PHI).Proactively works to maximize results of the team and organization.Possess good communication skills.Possess 

the ability to problem solve.Work requires ability to conduct interviews with research subjects.Working ConditionsWork is performed primarily in an office environment but may require periodic visits to clinical and off-site clinical areas for 

purpose of interviewing patients. May require local or out-of-state travel based on research study.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

CLINICAL RESEARCH ASSISTANT I U2501 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3E1 Prof Research-Research Assist RESH HOSP Hospital Classified Salary Pln

ecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryWorks under the direction of an 

Investigator(s) with general supervision, to primarily provide ongoing data management for local and national research studies. May coordinate observational (non-treatment) studies.Experience and EducationHigh School diploma or GED with 

no experience. A minimum of Heart Saver for non-licensure or BLS for Licensure may be required based on research study protocols or affiliate location requirements.Job DutiesMay perform some or all of the following based on research 

study:Enters data into case report forms or other data collection system based on research study. Assists with maintenance of study level documentation.Assists with data queries and possible edits for accuracy.Compiles data for regulatory 

requirements and /or deadlines for local or sponsor submissions.Maintains existing databases and ensures data integrity.Understands visit schedules, inclusion/exclusion criteria and protocol requirements for routine and low complexity trials 

(e.g., questionnaire, data registry, scripted); schedules research visits.Assists research staff by completing research protocol related tasks.Assists with preparing annual reports and/or modifications to institutional review board (IRB). This may 

include reportable events (UPIRSO).Reviews and abstracts information from medical records including eligibility criteria.Recruits and enrolls patients in research study that may include consenting patients after training and with 

supervision.Assists with ordering and maintaining research supplies following university/department procedures, ensuring that equipment is in good working order.With adequate training and supervision, assists with collecting and processing 

specimens following established procedures/protocols.Assists in preparing studies for closeout, (e.g. packing files, documenting files for storage, shipping extra supplies back to sponsor).With adequate training/credentialing and supervision, 

performs study procedures such as phlebotomy, vital signs, and EKG's needed for research study. Based on research study, other procedures/equipment/services may be required.Duties performed may include one or more of the following 

core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including 

patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesPossess strong computer skills (spreadsheets, 

databases, and interactive web-based software).Follows and understands the regulations for Protected Health Information (PHI).Proactively works to maximize results of the team and organization.Possess good communication skills.Possess 

the ability to problem solve.Work requires ability to conduct interviews with research subjects.Working ConditionsWork is performed primarily in an office environment but may require periodic visits to clinical and off-site clinical areas for 

purpose of interviewing patients. May require local or out-of-state travel based on research study.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.



CLINICAL RESEARCH ASSISTANT II 2502 N 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3E1 Prof Research-Research Assist RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the direction of an 

Investigator(s) with general supervision, to provide ongoing data management for local and national research studies and may coordinate observational (non-treatment/treatment) trials/studies. May provide supporting role for more complex 

studies under the direction of the PI, Clinical Research Coordinatorand/or Clinical Research Assistant Lead.Experience and EducationHigh School and 2 years of experience, Associate's degree in medical or science related field and 1 year of 

experience, or Bachelor's degree in medical or science related field and no prior experience. A minimum of Heart Saver for non-licensure or BLS for Licensure may be required based on affiliate location requirements.Job DutiesMay perform 

some or all of the following based on research study:Understands visit schedules, inclusion/exclusion criteria and protocol requirements for low complexity trials (e.g., questionnaire, data registry, scripted); schedules research visits.Assists 

research staff by completing research protocol related tasks.Reviews and abstracts information from medical records including eligibility criteria.Enters data into case report forms or other data collection system based on research study. 

Assists with maintenance of study level documentation.Assists with data queries and possible edits for accuracy.Compiles data for regulatory requirements and /or deadlines for local or sponsor submissions.Maintains existing databases and 

ensures data integrity. Performs QA/QC clinical analysis and data checks using various databases based on trial.Assists with preparing annual reports and/or modifications to institutional review board (IRB). This may include reportable events 

(UPIRSO).Assist and prepare research records for formal sponsor audits or internal audits.Recruits and enrolls patients in research study that may include consenting patients after training and with supervision.With adequate training and 

supervision, assists with participant screening and recruitment for more complex trials.Conducts and documents consent for participants in studies. Assists with the development of consent plans and documents for participants.Identifies 

incomplete, inaccurate, or missing data for more complex studies and works with lead coordinator to correct errors.Assists with ordering and maintaining research supplies following university/department procedures, ensuring that 

equipment is in good working order.With adequate training and supervision, assists with collecting and processing specimens following established procedures/protocols. Assists in preparing studies for closeout, (e.g. packing files, 

documenting files for storage, shipping extra supplies back to sponsor).With adequate training/credentialing and supervision, performs study procedures such as phlebotomy, vital signs, and EKG's needed for research study. Based on research 

study, other procedures/equipment/services may be required. May perform patient care (basic skills) under the direction of PI following scope of work document.Duties performed may include one or more of the following core functions: a) 

Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesKnowledge of applicable Federal and institutional regulations 

governing clinical research.Knowledge of clinical research protocols.Effective organizational skills and attention to detail.Proactively works to maximize results of the team and organization.Follows and understands the regulations for Protected 

Health Information (PHI).Proactively works to maximize results of the team and organization.Possess strong computer skills (spreadsheets, databases, and interactive web-based software).Possess good communication skills.Possess the ability 

to problem solve.Work requires ability to conduct interviews with research subjects.Working ConditionsWork is performed primarily in an office environment but may require periodic visits to clinical and off-site clinical areas for purpose of 

interviewing patients. May require local or out-of-state travel based on research study.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

CLINICAL RESEARCH ASSISTANT LEAD 2503 N 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3E1 Prof Research-Research Assist RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the direction of an 

Investigator(s) with limited supervision, to provide ongoing data management for local and national research studies and may coordinate observational (non-treatment/treatment) trials/studies. Works on complex studies in a lead role, under 

the direction of the PI and/or Clinical Research Coordinator.Experience and EducationHigh School and 4 years of experience, or Associate's degree in medical or science related field and 2 years of experience, or Bachelor's degree or higher 

degree in medical or science related field and one year prior research experience. May consider additional years of experience or advanced degree in lieu of education or experience, respectively. A minimum of Heart Saver for non-licensure or 

BLS for Licensure may be required based on research study protocol or affiliate location requirements.Job DutiesMay perform some or all of the following based on research study:Assists with participant screening and recruitment for complex 

trials or multiple research studies at any given time.Conducts and documents consent for participants in studies. Develops consent plans and documents for participants.Independently corrects and documents incomplete, inaccurate, or 

missing data for more complex studies.Understands visit schedules, inclusion/exclusion criteria and protocol requirements for complex trials; schedules research visits, etc.Completes research protocol related tasks.Reviews and abstracts 

information from medical records including eligibility criteria.Recruits and enrolls patients in research study that may include consenting patients.Enters data into case report forms or other data collection system based on research study. 

Assists with maintenance of study level documentation.Assists with data queries and possible edits for accuracy.Compiles data for regulatory requirements and /or deadlines for local or sponsor submissions.Maintains existing databases and 

ensures data integrity. Assists with ordering and maintaining research supplies following university/department procedures, ensuring that equipment is in good working order.Assists with collecting and processing specimens following 

established procedures/protocols. With adequate training/credentialing and supervision, performs study procedures such as phlebotomy, vital signs, and EKG's needed for research study. Based on research study, other 

procedures/equipment/services may be required. May perform patient care (basic skills) under the direction of PI following scope of work document.Duties performed may include one or more of the following core functions: a) Directly 

interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing, or similarly affecting patient records (including patient financial records); or d) 

Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.May provide working supervision or direction of lower level Clinical Research Assistants.Performs QA/QC clinical analysis and data checks using 

various databases based on trial.Assists with preparing annual reports and/or modifications to institutional review board (IRB). This may include reportable events (UPIRSO).Assist and prepare research records for formal sponsor audits or 

internal audits.Performs other duties as assigned.Knowledge, Skills & AbilitiesKnowledge of applicable Federal and institutional regulations governing clinical research.Knowledge of clinical research protocols.Effective organizational skills and 

attention to detail.Proactively works to maximize results of the team and organization.Follows and understands the regulations for Protected Health Information (PHI).Proactively works to maximize results of the team and 

organization.Possess strong computer skills (spreadsheets, databases, and interactive web-based software).Possess good communication skills.Possess the ability to problem solve.Work requires ability to conduct interviews with research 

subjects.Working ConditionsWork is performed primarily in an office environment but may require periodic visits to clinical and off-site clinical areas for purpose of interviewing patients. May require local or out-of-state travel based on 

research study.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. 

To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

CLINICAL RESEARCH COORDINATOR I 2504 N 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3E1A

Prof Research-Research 

Coord RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the direction of an 

Investigator(s) with general supervision, to coordinate research projects. This position primarily performs patient/participant coordination, however, may conduct data management in smaller departments on as needed basis. Collects and 

ensures quality control of clinical or basic research data in support of multiple and/or complex research studies.Experience and EducationBachelor's or higher degree in medical or science related field and one-year clinical research experience. 

May consider additional years of experience or advanced degree in lieu of education or experience, respectively. ACRP or SOCRA certification a plus. A Heart Saver for non-licensure or BLS for Licensure may be required based on research study 

protocols or affiliate location requirements. Job DutiesMay perform some or all the following:Directly interacts with clinical research participants, as required, for the research study. Interacts via telephone, telehealth or in-person. Coordinate 

regulatory aspects of the trial including maintaining and developing regulatory information to comply with industry standards, University policies, FDA requirements or other hospital policiesCoordinate and schedule study procedures as per 

protocol. Approved study protocols which have order sets built may be pended by the non-licensed coordinator with oversight by PI.When outside of protocol, presents evidence and provides options (within scope of protocol) to PI.Screen, 

recruit, enroll and follow subjects according to protocol guidelines. May also assist with the consent processMaintain and coordinate data collection information required for each study which may also include developing CRF's or data 

collection toolsAssist in developing and implementing research studies to include writing clinical research protocols.Conduct study procedures according to the protocol with proper training and check offs to maintain scope of workRequires 

familiarity with research budgets to assist with or develop study budgets. May perform research billing activities, as needed, based on size of department (including linking patient calendars). May review and abstract information from medical 

records for verification of eligibility for trials, as needed based on size of department.Monitors patient safety by reviewing records and ensuring appropriate reporting per protocol and HRPP standards. Review research study protocols to 

ensure feasibilityAssist in developing website or other social media for marketing/recruiting of clinical research studyDevelop proficiency in the clinical trial management system, electronic medical record and other required data entry systems 

Maintain subject level documentationDuties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; 

c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of basic and clinical research terminology, regulations, and procedures. Work requires strong computer skills (spreadsheets, databases, and interactive web-based 

software).Work requires ability to communicate effectively with various levels of internal and external contacts. Work requires ability to work with confidential information on daily basisProactively works to maximize results of the team and 

organizationFollows and understands the regulations for Protected Health Information (PHI)Work requires good communication skills.Work requires the ability to problem solve.Working ConditionsWork is performed primarily in office 

environment but may require periodic visits to clinic areas for purpose of interviewing patients.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. Asan equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression,age, disability, genetic information, citizenship status, or veteran status.

CLINICAL RESEARCH COORDINATOR I PART TIME NON EX 2504PN Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3E1 Prof Research-Research Assist RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the direction of an 

Investigator(s) with general supervision, to coordinate research projects. This position primarily performs patient/participant coordination, however, may conduct data management in smaller departments on as needed basis. Collects and 

ensures quality control of clinical or basic research data in support of multiple and/or complex research studies.Experience and EducationBachelor's or higher degree in medical or science related field and one-year clinical research experience. 

May consider additional years of experience or advanced degree in lieu of education or experience, respectively. ACRP or SOCRA certification a plus. A Heart Saver for non-licensure or BLS for Licensure may be required based on research study 

protocols or affiliate location requirements. Job DutiesMay perform some or all the following:Directly interacts with clinical research participants, as required, for the research study. Interacts via telephone, telehealth or in-person. Coordinate 

regulatory aspects of the trial including maintaining and developing regulatory information to comply with industry standards, University policies, FDA requirements or other hospital policiesCoordinate and schedule study procedures as per 

protocol. Approved study protocols which have order sets built may be pended by the non-licensed coordinator with oversight by PI.When outside of protocol, presents evidence and provides options (within scope of protocol) to PI.Screen, 

recruit, enroll and follow subjects according to protocol guidelines. May also assist with the consent processMaintain and coordinate data collection information required for each study which may also include developing CRF's or data 

collection toolsAssist in developing and implementing research studies to include writing clinical research protocols.Conduct study procedures according to the protocol with proper training and check offs to maintain scope of workRequires 

familiarity with research budgets to assist with or develop study budgets. May perform research billing activities, as needed, based on size of department (including linking patient calendars). May review and abstract information from medical 

records for verification of eligibility for trials, as needed based on size of department.Monitors patient safety by reviewing records and ensuring appropriate reporting per protocol and HRPP standards. Review research study protocols to 

ensure feasibilityAssist in developing website or other social media for marketing/recruiting of clinical research studyDevelop proficiency in the clinical trial management system, electronic medical record and other required data entry systems 

Maintain subject level documentationDuties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; 

c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of basic and clinical research terminology, regulations, and procedures. Work requires strong computer skills (spreadsheets, databases, and interactive web-based 

software).Work requires ability to communicate effectively with various levels of internal and external contacts. Work requires ability to work with confidential information on daily basisProactively works to maximize results of the team and 

organizationFollows and understands the regulations for Protected Health Information (PHI)Work requires good communication skills.Work requires the ability to problem solve.Working ConditionsWork is performed primarily in office 

environment but may require periodic visits to clinic areas for purpose of interviewing patients.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. Asan equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression,age, disability, genetic information, citizenship status, or veteran status.

CLINICAL RESEARCH COORDINATOR II 2505 N 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3E1A

Prof Research-Research 

Coord RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the direction of an 

Investigator(s) with limited supervision, to coordinate research projects. This position primarily performs patient/participant coordination, however, may conduct data management in smaller departments on as needed basis. Collects and 

ensures quality control of clinical or basic research data in support of multiple and/or complex research studies.Experience and EducationBachelor's degree in medical or science related field and two years clinical research experience. May 

consider additional years of experience or advanced degree in lieu of education or experience, respectively. ACRP or SOCRA certification a plus. A Heart Saver for non-licensure or BLS for Licensure may be required based on research study 

protocols or affiliate location requirements. Job DutiesMay perform some or all the following:Directly interacts with clinical research participants, as required, for the research study (non-clinical and clinical procedures). Interacts via telephone, 

telehealth or in-person. Coordinates regulatory documentation for research studies that includes maintaining information to comply with industry standards, University policies, FDA requirements or other hospital policies.Coordinates and 

schedules procedures as per research study. A non-licensed coordinator may pend study order sets with oversight by PI. Screens, recruits, enrolls and follows subjects according to research protocol guidelines (non-clinical and clinical 

procedures). May also assist with the consent processes.Maintains and coordinates data collection information required for each study that may also include developing CRF's (case report form) or data collection tools.Assists in developing and 

implementing research studies, may include writing clinical research protocols.Conducts research procedures according to the protocol with proper training and check offs to maintain scope of service.May assist the PI on the fiscal 

management of the trial including budget preparation.Monitors patient safety by reviewing records and ensuring appropriate reporting per protocol and HRPP standards. May perform research billing activities, as needed, based on size of 

department (including linking patient calendars).Coordinates data management and collection for national (larger/more complex) research studies or multiple research studies at a given time. Serves as primary liaison/lead in preparing annual 

reports for federal, state, and or/or local agencies on assigned studies. Prepares protocols for Institutional Review Board (IRB) submission. May also submit amendments and continuing review documents.Provides in-service training to all 

study team members and communicates to involved groups.Reviews research study protocols to ensure feasibility requirements of the study.Assists in developing website or other social media for marketing/recruiting based on assigned 

clinical research study.Enters data or assists in assembling data to enter in the assigned clinical trial management system, electronic medical record and/or other required data entry systems. Maintains required subject documentation for each 

study protocol.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires knowledge of basic and clinical research terminology, regulations, and procedures. Work requires strong computer skills (spreadsheets, databases, and interactive web-based software).Work 

requires ability to communicate effectively with various levels of internal and external contacts. Work requires ability to work with confidential information on daily basisProactively works to maximize results of the team and 

organizationFollows and understands the regulations for Protected Health Information (PHI)Work requires good communication skills.Work requires the ability to problem solve.Working ConditionsWork is performed primarily in an office 

environment but may require periodic visits to clinical and off-site clinical areas for purpose of interviewing patients. May require local or out-of-state travel based on research study.UTSouthwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. Asan equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,age, disability, genetic information, citizenship status, or veteran status.

CLINICAL RESEARCH COORDINATOR II U2505 N T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3E1 Prof Research-Research Assist RESH HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under the direction of an 

Investigator(s) with limited supervision, to coordinate research projects. This position primarily performs patient/participant coordination, however, may conduct data management in smaller departments on as needed basis. Collects and 

ensures quality control of clinical or basic research data in support of multiple and/or complex research studies.Experience and EducationBachelor's degree in medical or science related field and two years clinical research experience. May 

consider additional years of experience or advanced degree in lieu of education or experience, respectively.ACRP or SOCRA certification a plus. A Heart Saver for non-licensure or BLS for Licensure may be required based on research study 

protocols or affiliate location requirements. Job DutiesMay perform some or all of the following:Directly interacts with clinical research participants, as required, for the research study (non-clinical and clinical procedures). Interacts via 

telephone, telehealth or in-person. Coordinates regulatory documentation for research studies that includes maintaining information to comply with industry standards, University policies, FDA requirements or other hospital 

policies.Coordinates and schedules procedures as per research study. A non-licensed coordinator may pend study order sets with oversight by PI. Screens, recruits, enrolls and follows subjects according to research protocol guidelines (non-

clinical and clinical procedures). May also assist with the consent processes.Maintains and coordinates data collection information required for each study that may also include developing CRF's (case report form) or data collection 

tools.Assists in developing and implementing research studies, may include writing clinical research protocols.Conducts research procedures according to the protocol with proper training and check offs to maintain scope of service.May assist 

the PI on the fiscal management of the trial including budget preparation.Monitors patient safety by reviewing records and ensuring appropriate reporting per protocol and HRPP standards. May perform research billing activities, as needed, 

based on size of department (including linking patient calendars).Coordinates data management and collection for national (larger/more complex) research studies or multiple research studies at a given time. Serves as primary liaison/lead in 

preparing annual reports for federal, state, and or/or local agencies on assigned studies. Prepares protocols for Institutional Review Board (IRB) submission. May also submit amendments and continuing review documents.Provides in-service 

training to all study team members and communicates to involved groups.Reviews research study protocols to ensure feasibility requirements of the study.Assists in developing website or other social media for marketing/recruiting based on 

assigned clinical research study.Enters data or assists in assembling data to enter in the assigned clinical trial management system, electronic medical record and/or other required data entry systems. Maintains required subject 

documentation for each study protocol.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research 

participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of basic and clinical research terminology, regulations, and proceduresWork requires strong computer skills (spreadsheets, databases, and 

interactive web-based software).Work requires ability to communicate effectively with various levels of internal and external contacts. Work requires ability to work with confidential information on daily basisProactively works to maximize 

results of the team and organizationFollows and understands the regulations for Protected Health Information (PHI)Work requires good communication skills.Work requires the ability to problem solve.The following is the acronym, "PACT", 

and is fundamental to all positions at UT Southwestern Medical Center:P-Problem Solving: Employees take ownership in solving problems effectively, efficiently, and to the satisfaction of customers, or managers. They show initiative in 

addressing areas of concern before they become problems.A-Ability, Attitude and Accountability: Employees exhibit ability to perform their job and conduct themselves in a professional and positive manner reflecting a professional 

environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who are our Customers? Anyone who requests our help, needs our work product, or receives our services. 

Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely delivery and communication. Sharing ideas with others helps expand our contribution to department 

goals.T-Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work product and customer service, and in maintaining a satisfying, caring environment for each other.Working 

ConditionsWork is performed primarily in an office environment but may require periodic visits to clinical and off-site clinical areas for purpose of interviewing patients. May require local or out-of-state travel based on research study.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, 

color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

CLINICAL RESEARCH COORDINATOR II PN 2505PN 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3E1A

Prof Research-Research 

Coord RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the direction of an 

Investigator(s) with limited supervision, to coordinate research projects. This position primarily performs patient/participant coordination, however, may conduct data management in smaller departments on as needed basis. Collects and 

ensures quality control of clinical or basic research data in support of multiple and/or complex research studies.Experience and EducationBachelor's degree in medical or science related field and two years clinical research experience. May 

consider additional years of experience or advanced degree in lieu of education or experience, respectively. ACRP or SOCRA certification a plus. A Heart Saver for non-licensure or BLS for Licensure may be required based on research study 

protocols or affiliate location requirements.Job DutiesMay perform some or all the following:Directly interacts with clinical research participants, as required, for the research study (non-clinical and clinical procedures). Interacts via telephone, 

telehealth or in-person. Coordinates regulatory documentation for research studies that includes maintaining information to comply with industry standards, University policies, FDA requirements or other hospital policies.Coordinates and 

schedules procedures as per research study. A non-licensed coordinator may pend study order sets with oversight by PI. Screens, recruits, enrolls and follows subjects according to research protocol guidelines (non-clinical and clinical 

procedures). May also assist with the consent processes.Maintains and coordinates data collection information required for each study that may also include developing CRF's (case report form) or data collection tools.Assists in developing and 

implementing research studies, may include writing clinical research protocols.Conducts research procedures according to the protocol with proper training and check offs to maintain scope of service.May assist the PI on the fiscal 

management of the trial including budget preparation.Monitors patient safety by reviewing records and ensuring appropriate reporting per protocol and HRPP standards. May perform research billing activities, as needed, based on size of 

department (including linking patient calendars).Coordinates data management and collection for national (larger/more complex) research studies or multiple research studies at a given time. Serves as primary liaison/lead in preparing annual 

reports for federal, state, and or/or local agencies on assigned studies. Prepares protocols for Institutional Review Board (IRB) submission. May also submit amendments and continuing review documents.Provides in-service training to all 

study team members and communicates to involved groups.Reviews research study protocols to ensure feasibility requirements of the study.Assists in developing website or other social media for marketing/recruiting based on assigned 

clinical research study.Enters data or assists in assembling data to enter in the assigned clinical trial management system, electronic medical record and/or other required data entry systems. Maintains required subject documentation for each 

study protocol.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires knowledge of basic and clinical research terminology, regulations, and procedures. Work requires strong computer skills (spreadsheets, databases, and interactive web-based software).Work 

requires ability to communicate effectively with various levels of internal and external contacts. Work requires ability to work with confidential information on daily basis.Proactively works to maximize results of the team and 

organization.Follows and understands the regulations for Protected Health Information (PHI).Work requires good communication skills.Work requires the ability to problem solve.Working ConditionsWork is performed primarily in an office 

environment but may require periodic visits to clinical and off-site clinical areas for purpose of interviewing patients. May require local or out-of-state travel based on research study.Any qualifications to be considered as equivalents in lieu of 

stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CLINICAL RESEARCH COORDINATOR LEAD 2506 N 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3E1A

Prof Research-Research 

Coord RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the direction of an 

Investigator(s) with limited supervision, to coordinate research projects. This position primarily performs patient/participant coordination, however, may conduct data management in smaller departments on as needed basis. Collects and 

ensures quality control of research data in support of multiple and/or complex research studies.Experience and EducationBachelor's degree in medical or science related field and four years of clinical research experience. May consider 

additional years of experience or advanced degree in lieu of education or experience, respectively. ACRP or SOCRA certification a plus. A Heart Saver for non-licensure or BLS for Licensure may be required based on research study protocols or 

affiliate location requirements. Job DutiesMay perform some or all the following:Maintains required subject documentation for each study protocol.Directly interacts with clinical research participants, as required, for the research study (non-

clinical and clinical procedures). Interacts via telephone, telehealth or in-person. Coordinates regulatory documentation for research studies that includes maintaining information to comply with industry standards, University policies, FDA 

requirements or other hospital policies.Coordinates and schedules procedures as per research study. A non-licensed coordinator may pend study order sets with oversight by PI. Screens, recruits, enrolls and follows subjects according to 

research protocol guidelines (non-clinical and clinical procedures). May also assist with the consent processes.Maintains and coordinates data collection information required for each study that may also include developing CRF's (case report 

form) or data collection tools.Assists in developing and implementing research studies, may include writing clinical research protocols.Conducts research procedures according to the protocol with proper training and check offs to maintain 

scope of service.May provide supervision to other members of the research team as necessary.May perform research billing activities, as needed, based on size of department (including linking patient calendarsMonitors patient safety by 

reviewing records and ensuring appropriate reporting per protocol and HRPP standards. Assists PI/supervisor with daily activities of the research team and functions as a liaison between clinical research investigators and various 

organizations/departments and agencies including, but not limited to HRPP, FDA, Sponsored Programs, and affiliated hospitals.Coordinates data management and collection for national (larger/more complex) research studies. Serves as lead in 

preparing annual reports for federal, state, and or/or local agencies on assigned studies. Prepares protocols for Institutional Review Board (IRB) submission. May also submit amendments and continuing review documents.Assists and monitors 

and/or maintain research study budgets. Assists the PI with the fiscal management of the trial. Ensures that the patient care charges are allocated appropriately for various research studies.Provides in-service training to all study team 

members and communicates to involved groups.Reviews research study protocols to ensure feasibility requirements of the study.Assists in developing website or other social media for marketing/recruiting based on assigned clinical research 

study.Enters data in the assigned clinical trial management system, electronic medical record and/or other required data entry systems. Duties performed may include one or more of the following core functions: a) Directly interacting with or 

caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of basic and clinical research terminology, regulations, and 

procedures. Work requires strong computer skills (spreadsheets, databases, and interactive web-based software).Work requires ability to communicate effectively with various levels of internal and external contacts. Work requires ability to 

work with confidential information on daily basisProactively works to maximize results of the team and organizationFollows and understands the regulations for Protected Health Information (PHI)Work requires good communication 

skills.Work requires the ability to problem solve.Working ConditionsWork is performed primarily in an office environment but may require periodic visits to clinical and off-site clinical areas for purpose of interviewing patients. May require 

local or out-of-state travel based on research study.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. Asan equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,age, disability, genetic 

information, citizenship status, or veteran status.



CLINICAL RESEARCH EDUCATOR 6110 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3A19 Specialized Nurse-Educator RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWork under minimal supervision to meet 

the educational needs of the clinical research enterprise. Support staff and faculty learning to promote the safe and ethical conduct of human research including good clinical practices, regulatory requirements, and organizational policies for 

Human Research at UT Southwestern.Experience and EducationMaster's degree with a minimum of five (5) years of related human subjects research experience or a Bachelor's degree in related field and seven (7) years of related experience is 

required. Advanced knowledge of the federal research regulations and industry standards for the conduct of human subjects research required. Demonstrated experience developing and delivering educational materials preferred. Related 

research certification(s) (CIP, CCRP, etc.) preferred.Job DutiesAssess the research-related education and training needs for the UT Southwestern campus. Identify learning gaps and barriers, and develop a comprehensive educational program for 

the human subject research enterprise.Use principles of clinical research adult learning to plan and develop materials for use in educational programs geared to the target audiences and experience levels. Working with subject matter experts as 

needed, deliver educational offerings in appropriate and varied advanced technology formats. Develop and maintain applicable websites. Develop tools to evaluate the effectiveness of research-related training programs.Plan, develop, and 

coordinate of new employee orientation for research personnel in collaboration with the Clinical Research Offices and the Center for Translational Medicine (CTM).Assist in the planning, development, and coordination related to initial and 

ongoing competencies of research personnel in collaboration with the Office of Clinical Research.Collaborate in the planning, development, and coordination of research staff development initiatives of the Human Research Protection Program, 

Office of Clinical Research, and aims of the Clinical and Translational Science Award (CTSA). Collaborate with other stakeholders in the planning development and coordination of educational materials geared to the public to promote 

understanding of research, recruitment efforts and participation in research.Develop and maintain policies, procedures, and guidance documents to be used throughout the UT Southwestern campus.Perform other duties as assigned. 

Knowledge, Skills & AbilitiesWork requires ability to communicate clearly.Work requires ability to effectively interpret organizational policies, procedures, and systems.Work requires good interpersonal, organizational, and analytical 

skills.Work requires demonstrated ability to manage multiple projects and exercise problem solving skills.Work requires ability to read, write, develop plans, procedures, and coordinate with persons and other resources to accomplish 

goals.Work requires knowledge of learning management systems.Work may require ability to lead committees or working groups as appropriate.Work may require telephone and personal contact with all levels of internal and external 

personnel and organizations.Working ConditionsWork is performed primarily in general office environment. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human 

Resources or his/her designee.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

CLINICAL RESEARCH FINANCE ANALYST 8117 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3C2

Prof Accounting-Fin Analyst 

Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociate's degree and 

RN, or Bachelor's degree, and a minimum of four (4) years working in a clinical research setting, or equivalent combination of education and experience. Previous coverage determination analyst, research coordinator, research nurse, or 

research-related budget work preferred; ANDCertified Professional Coder (CPC), Certified Medical Coder (CMC), or the ability to obtain an appropriate/approved coding certification within 18months of employment/start date required. Job 

DutiesPerform review of research protocols, informed consent documents, contracts, Notices of Grant Award, FDA letters, and other research documents to develop clinical trial budgets and comprehensive Coverage Analyses.Analyze Medicare 

benefit policies, coverage determinations (NCD, LCDs), and medical practice guidelines related to study specific interventions.Facilitate effective work-flow by accurately reporting the status of CAs that are in development and issues causing 

delays in completion.Recommend policies, procedures, and processes to ensure compliance with federal and state rules and regulations regarding research compliance billing.Solve problems pro-actively to facilitate project start up as 

efficiently as possible.Keep abreast of Medicare and other regulatory documents to best inform the CA process.Provide information to University Billing Compliance Committee and other appropriate committees, as requested.Perform other 

duties as assigned.Investigates and documents complaints from study participant and others.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

CLINICAL RESEARCH FINANCE ANALYST II 8131 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3C2

Prof Accounting-Fin Analyst 

Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree and a 

minimum of seven (7) years working in a clinical research setting, or equivalent combination of education and experience required. Previous coverage determination analyst, research coordinator, research nurse, or research-related budget 

work preferred.Current certification as Certified Clinical Research Coordinator (CCRC), Certified Professional Coder (CPC), or Certified Medical Coder (CMC) required.Job Duties1. Perform Quality Assurance (QA) of all Coverage Analyses (CA) 

completed by lower level team members. Perform QA of all Coverage Analyses completed within clinical departments.2. Perform multiple arm clinical study review of research protocols, informed consent documents, contracts, Notices of 

Grant Award, FDA letters, and other research documents to develop clinical trial budgets and comprehensive CA grids.3. Analyze Medicare benefit policies, coverage determinations (NCDs, LCDs), and medical practice guidelines related to study 

specific interventions.4. Facilitate effective work-flow by accurately reporting the status of CAs that are in development, and issues causing delays in completion. Recommend changes to processes to alleviate unnecessary delays.5. Research 

and recommend policies, procedures, and processes to ensure compliance with federal and state rules and regulations regarding research compliance billing.6. Solve problems pro-actively to facilitate project start up as efficiently as possible. 

Investigate, document, and propose solutions to complaints from study participants and others.7. Keep abreast of Medicare and other regulatory documents to best inform the CA process.8. Develop and create reports to provide information 

to University Billing Compliance Committee and other appropriate committees, as requested.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CLINICAL RESEARCH FINANCE ANALYST III 8132 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H17 Prof Services-Clinical Ops PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree and a 

minimum of ten (10) years working in a clinical research setting, or equivalent combination of education and experience required. Previous coverage determination analyst, research coordinator, research nurse, or research-related budget work 

preferred.Current certification as Certified Clinical Research Coordinator (CCRC), Certified Professional Coder (CPC), or Certified Medical Coder (CMC) requiredJob Duties1. Serve as team leader and/or project manager while conducting complex 

clinical trial analysis reviews. Establish goals, objectives, timelines, and quality measures for the team's work and deliverables.2. Perform Quality Assurance (QA) of more complex Coverage Analyses (CA) completed by lower level team 

members.3. Perform multiple arm clinical study review of more complex research protocols, informed consent documents, contracts, Notices of Grant Award, FDA letters, and other research documents to develop clinical trial budgets and 

comprehensive CA grids.4. Lead complex analyses of Medicare benefit policies, coverage determinations (NCDs, LCDs), and medical practice guidelines related to study specific interventions.5. Facilitate effective work-flow by accurately 

reporting the status of CAs that are in development, and issues causing delays in completion. Recommend and/or implement changes to processes to alleviate unnecessary delays.6. Research, recommend, and implement policies, procedures, 

and processes to ensure compliance with federal and state rules and regulations regarding research compliance billing.7. Solve problems pro-actively to facilitate project start up as efficiently as possible. Investigate, document, and propose 

solutions to complaints from study participants and others.8. Keep abreast of Medicare and other regulatory documents to best inform the CA process.9. Develop and create reports to provide information to University Billing Compliance 

Committee and other appropriate committees, as requested.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CLINICAL SIMULATION EDUCATOR 1634 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H32 Prof Services-Clinic Simulat PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position partners with content 

experts to develop, implement, and facilitate simulated based education through the development of curricula, instructional design methods, scenarios, debriefing scripts, as well as an evaluation plan for SBE. Experience and EducationBachelor 

degree in Business Administration, Health Care Administration, Education/Social Science, or related field, and five (5) years' experience in appropriate field required. Two (2) years in simulation capacity preferred. Preferred Certified Simulation 

Healthcare Educator. Job DutiesAssists faculty in the development of scenarios in simulation for the teaching and formative assessment of learners. Assists in the integration of simulation educational activities into medical school and discipline 

specific curricula. Program cases/scenarios to be used for high fidelity simulation and tests them to ensure performance meets educational needs and goals. Runs high fidelity manikin and standardized patient simulation sessions including 

simultaneous, multi-manikin sessions and multi station-task training ones. Assists with teaching and debriefing of simulation sessions. Identifies opportunities for improvement, innovation and development of initiatives for the integration of 

simulation in clinical education and curriculum. Creates and delivers presentations regarding all aspects of simulation.                                         Maintains knowledge of use, operation and programming of different simulator technologies ranging 

from anatomic models, task trainers and high fidelity mannequins. Facilitates training session for faculty, fellows, and staff as needed. Supports and promote simulation use across campus. Provides demonstrations to all prospective groups 

and visitors. Participates in the revision/development of cases to be used in teaching settings or OSCEs with standardized patients and other simulations. Coordinates and conduct training of standardized patients for high stakes Objective 

Structured Clinical Exam (OSCE) exams for learners. Assists in the quality assurance of all evaluation tools and exam write ups in the high stakes OSCE.Assists in the administration of the high stakes OSCE for learners. Develops and supports 

hybrid simulation event using both high fidelity manikin and standardized patients. Participates in simulation related educational research, analyze data, and write for publications. Represents the University in outside meeting and 

presentations. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good verbal and written communication and interpersonal skills.Work requires ability to read, write, analyze data, develop plans and procedures, and 

coordinate resources to accomplish goals.Work requires responsibility for review, recommendation, development, and implementation of policies related to program.Work requires responsibility for development, maintenance, and tracking of 

program accounts/budgets.Working ConditionsWork is performed primarily in general office or health care environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for 

Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance 

with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; 

and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL SIMULATION EDUCATOR SR 1676 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H32 Prof Services-Clinic Simulat PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under minimal 

supervision to direct operation of program or project, exercising independent judgment and authority as required.Experience and EducationBachelor degree in Business Administration, Nursing, Health Care Administration, Education/Social 

Science, or related field, and seven (7) years experience in appropriate field required. Preferred is an advanced degree (masters) is education or related field. Preferred Certified Simulation Healthcare Educator by the Society of Simulation in 

Healthcare. Job DutiesPartners with faculty in the development of scenarios in simulation for the teaching and formative assessment of learners. Assists in the integration of simulation educational activities into medical school and discipline 

specific curricula.Program cases/scenarios to be used for high fidelity simulation and tests them to ensure performance meets educational needs and goals. Runs high fidelity manikin and standardized patient simulation sessions including 

simultaneous, multi-manikin sessions and multi station-task training ones. Assists with teaching and debriefing of simulation sessions.Identifies opportunities for improvement, innovation and development of initiatives for the integration of 

simulation in clinical education and curriculum. Creates and delivers presentations regarding all aspects of simulation.Maintains knowledge of use, operation and programming of different simulator technologies ranging from anatomic models, 

task trainers and high fidelity mannequins. Facilitates training session for faculty, fellows, and staff as needed.Supports and promotes simulation use across campus. Provides demonstrations to all prospective groups and visitors.Participates 

and makes recommendations in the revision/development of cases to be used in teaching settings or OSCEs with standardized patients and other simulations. Participates in simulation research endeavors. Coordinates and conducts training of 

standardized patients for high stakes Objective Structured Clinical Exam (OSCE) exams for learners. Assists in the quality assurance of all evaluation tools and exam write ups in the high stakes OSCE. Assists in the administration of the high 

stakes OSCE for learners. Develops and supports hybrid simulation event using both high fidelity manikin and standardized patients. Participates in simulation related educational research, data analysis, and publications. Represents the 

University in outside meeting and presentations. Advises program faculty/stakeholders in simulation methodology, technology, and best practices with a focus on standardization and efficiencies. May provide working supervision, mentor, 

and/or train staff. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good verbal and written communication and interpersonal skills.Work requires ability to read, write, analyze data, develop plans and procedures, 

and coordinate resources to accomplish goals.Work requires responsibility for review, recommendation, development, and implementation of policies related to program.Work requires responsibility for development, maintenance, and 

tracking of program accounts/budgets.Working ConditionsWork is performed primarily in general office or health care environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice 

President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL SITE COORDINATOR 9899 N 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

healthcare administration, business administration, education, or related field and at least three (3) years experience in recruiting, sales, education coordination, and/or clinical or research management required.Master's degree preferred.  

Previous clinical site coordinator preferred.  Evaluation, research, or data management experience preferred. Job Duties  1.  Serves as a community liaison building positive relationships to establish and maintain clinical rotation sites for 

physician assistant students.2.  Recruits new clinical rotation sites.3.  Maintains current clinical rotation sites.4.  Performs regular site visits to develop new clinical rotation sites and monitor current clinical rotation sites to include evaluation 

of site/preceptor and preceptor development.5.  Begins initial contract paperwork (affiliation agreement) for new clinical rotation sites.6.  Ensures clinical contracts are current with necessary documentation aligning with ARC-PA standards.7.  

Creates, updates, and maintains necessary reports (Access database, contracts, ARC-PA portal).8.  Builds and maintains community awareness of the physician assistant role in order to develop clinical rotations for physician assistant student 

placement.9.  Ensures ARC-PA accreditation compliance regarding clinical standards.10.  Develops housing opportunities for students for clinical placements outside of the DFW metroplex.11.  Maintains knowledge of current health care trends 

as it relates to physician assistants.  Updates preceptors and faculty on relevant issues.12.  Develops and maintains a positive working relationship with medical education offices and personnel of hospital-system partners.  **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL SPECIALIST ANALYST I 9882 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3D4D Prof Svcs-IR Dev/Architect PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationPharmacy degree from 

ACPE accredited school, current licensure by State Board of Pharmacy, and three (3) years of experience in clinical systems and/or project management, required. Experience in clinical setting preferred. Or Physician assistant graduate from an 

ARC-PA accredited school, current licensure by the State of Texas, and three (3) years of experience in clinical systems and/or project management, required. Experience in a clinical setting preferred.OrNurse Practitioner with Master's degree in 

Nursing (MSN). Must have current licensure as a Registered Nurse through the National Council Licensure Examination - Registered Nurses (NCLEX-RN). Must be credentialed through the American Academy of Nurse Practitioners or American 

Nurses Credentialing Center. Three (3) years of experience in clinical systems and/or project management, required. Experience in a clinical setting preferred.OrPACS Administrator (Must have knowledge and training of Imaging Informatics, 

Solutions Engineer, Clinical Analys, Application Analyst or System Engineer). Preferred but not required a PACS certification (Certified PACS Associate- CPAS, Certified DICOM Integration Professional- CDIP, Certified PACS Systems Analyst- 

CPSA)Job DutiesManages projects and serves as primary customer contact. Defines and maintains project plan and schedules. Monitors compliance with definitions of project scope, timelines, and deliverables. Provides regular project status 

reports to customer and internal management. Assists business analysts of lower grade to coordinate projects.Collects, interprets, and documents specifications required to develop new and revise existing software applications. Develops and 

implements operational plans for new and existing business computer applications. Participates in development of project proposals for customers.Monitor PACS activities and resources, diagnoses system hardware and software problems, 

perform monitor calibrations, validates computer workstations, resolves problems according to established policies and procedures as required by assigned team. Coordinates testing of new applications and changes to existing applications to 

ensure integrity and quality of data while providing and/or assisting in training of system users. Defines and develops test scenarios. Documents and tracks status of application errors and related issues in problem log. Assist programmers and 

business analysts of lower grade in analyzing and resolving problems.Other preferred technical skills: Citrix, VM (knowledge of ESX features), storage concepts, system administration, networking, IP routing, VLAN, troubleshooting connectivity 

and latency issues, shell scripting, SQ:, integration with cloud hosted apps, database clusters, backup strategies, hardware configuration and server requests.Compiles complete, concise, and comprehensive policies and operation procedures to 

assist in communicating issues to applicable management staff.Develops new system administrative procedures required utilizing new functionality resulting from system changes.Assists in developing and implementing business strategies in 

departments to improve operational processing and productivity.Monitors development of specifications and establishes priorities for accomplishing design and testing of various projects.Reviews, develops, recommends, and implements 

activities, programs or functions as assigned. Maintains and tracks accounts assigned to projects or programs. Develops and maintains project plans. Provides project status reports.Assists with a process improvement/quality improvement 

project committee to develop a solution to identified problems. Routinely recommends and documents clinical interventions that should be taken in the electronic medical record. Super user trainer for a new program or initiative and provides 

training to staff for Implementation.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. Working ConditionsWork is performed primarily in office environment or in the work locations of programming staff, 

administrative users, or end users.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including 

discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CLINICAL SPECIALIST ANALYST II 9883 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3D4D Prof Svcs-IR Dev/Architect PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationPharmacy degree from 

ACPE accredited school, current licensure by State Board of Pharmacy, and four (4) years of experience in clinical systems and/or project management, required. Experience in clinical setting preferred. Or Physician assistant graduate from an 

ARC-PA accredited school, current licensure by the State of Texas, and four (4) years of experience in clinical systems and/or project management, required. Experience in a clinical setting preferred.OrNurse Practitioner with Master's degree in 

Nursing (MSN). Must have current licensure as a Registered Nurse through the National Council Licensure Examination - Registered Nurses (NCLEX-RN). Must be credentialed through the American Academy of Nurse Practitioners or American 

Nurses Credentialing Center. Four (4) years of experience in clinical systems and/or project management, required. Experience in a clinical setting preferred.OrPACS Administrator (Must have knowledge and training of Imaging Informatics, 

Solutions Engineer, Clinical Analys, Application Analyst or System Engineer). Preferred but not required a PACS certification (Certified PACS Associate- CPAS, Certified DICOM Integration Professional- CDIP, Certified PACS Systems Analyst- 

CPSA)Job DutiesManages projects and serves as primary customer contact. Defines and maintains project plan and schedules. Monitors compliance with definitions of project scope, timelines, and deliverables. Provides regular project status 

reports to customer and internal management. Assists business analysts of lower grade to coordinate projects.Collects, interprets, and documents specifications required to develop new and revise existing software applications. Develops and 

implements operational plans for new and existing business computer applications. Participates in development of project proposals for customers.Coordinates testing of new applications and changes to existing applications to ensure 

integrity and quality of data while providing and/or assisting in training of system users. Defines and develops test scenarios. Documents and tracks status of application errors and related issues in problem log. Assist programmers and 

business analysts of lower grade in analyzing and resolving problems.Monitor PACS activities and resources, diagnoses system hardware and software problems, perform monitor calibrations, validates computer workstations, resolves 

problems according to established policies and procedures as required by assigned team. Compiles complete, concise, and comprehensive policies and operation procedures to assist in communicating issues to applicable management 

staff.Develops new system administrative procedures required utilizing new functionality resulting from system changes.Assists in developing and implementing business strategies in departments to improve operational processing and 

productivity.Monitors development of specifications and establishes priorities for accomplishing design and testing of various projects.Reviews, develops, recommends, and implements activities, programs or functions as assigned. Maintains 

and tracks accounts assigned to projects or programs. Develops and maintains project plans. Provides project status reports.Assists with a process improvement/quality improvement project committee to develop solutions to identified 

issues. Chairperson, co-chair, or subject matter expert on two or more quality council (e.g. P&T or subcommittee, CQT, OQT, EQT, MS) or on a hospital based committee/task force or ambulatory governance committee and attend at least 85% 

of the meetings. Routinely recommends and documents clinical interventions that should be taken in the electronic medical record. Super user trainer for new programs or initiatives and provides training to staff for 

implementation.Involvement and precepting pharmacy, nursing, or medical students, or be an approved resident preceptor. Provide feedback and recommendations to the CMIO's and HSIR leadership as needed. Providing technical guidance 

and/or business knowledge and direction to project team members with occasional supervision. Monitors industry trends for applicability, evaluating software and related technologies for recommendations. Has a leading role in the 

medication safety perspective of technology initiatives and ongoing support of systems. Analyzes clinical data, recommending and developing system solutions that support patient care.Performs other duties as assigned.**Other Duties: 

Performs other duties as assigned.Working ConditionsWork is performed primarily in office environment or in the work locations of programming staff, administrative users, or end users.Any qualifications to be considered as equivalents in 

lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual 

orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CLINICAL SPECIALIST ANALYST LEAD 9884 Y 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 3D4D Prof Svcs-IR Dev/Architect PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under minimal supervision to 

provide technical or specialized operational support of information systems for client community and aides in development of systems capabilities in light of user needs. Coordinates and develops more efficient operational processing controls 

and functional enhancements. Experience and EducationPharmacy degree from ACPE accredited school, current licensure by State Board of Pharmacy, and five (5) years of experience in clinical systems and/or project management, required. 

Experience in clinical setting preferred. Or Physican assistant graduate from an ARC-PA accredited school, current licensure by the State of Texas, and five (5) years of experience in clinical systems and/or project management, required. 

Experience in a clinical setting preferred.OrNurse Practitioner with Master's degree in Nursing (MSN). Must have current licensure as a Registered Nurse through the National Council Licensure Examination - Registered Nurses (NCLEX-RN). Must 

be credentialed through the American Academy of Nurse Practitioners or American Nurses Credentialing Center. Five (5) years of experience in clinical systems and/or project management, required. Experience in a clinical setting 

preferred.OrPACS Administrator (Must have knowledge and training of Imaging Informatics, Solutions Engineer, Clinical Analyst, Application Analyst or System Engineer). Preferred but not required a PACS certification (Certified PACS Associate- 

CPAS, Certified DICOM Integration Professional- CDIP, Certified PACS Systems Analyst- CPSA)Job DutiesManages projects and serves as primary customer contact. Defines and maintains project plan and schedules. Monitors compliance with 

definitions of project scope, timelines, and deliverables. Provides regular project status reports to customer and internal management. Assists business analysts of lower grade to coordinate projects.Collects, interprets and documents 

specifications required to develop new and revise existing software applications. Develops and implements operational plans for new and existing business computer applications. Participates in development of project proposals for 

customers.Coordinates testing of new applications and changes to existing applications to ensure integrity and quality of data while providing and/or assisting in training of system users. Defines and develops test scenarios. Documents and 

tracks status of application errors and related issues in problem log. Assist programmers and business analysts of lower grade in analyzing and resolving problems.Monitor PACS activities and resources, diagnoses system hardware and 

software problems, perform monitor calibrations, validates computer workstations, resolves problems according to established policies and procedures as required by assigned team. Compiles complete, concise, and comprehensive policies 

and operation procedures to assist in communicating issues to applicable management staff.Develops new system administrative procedures required utilizing new functionality resulting from system changes.Assists in developing and 

implementing business strategies in departments to improve operational processing and productivity.Monitors development of specifications and establishes priorities for accomplishing design and testing of various projects.Reviews, 

develops, recommends, and implements activities, programs or functions as assigned. Maintains and tracks accounts assigned to projects or programs. Develops and maintains project plans. Provides project status reports.Assists with a 

process improvement/quality improvement project committee to develop solutions to identified issues. Chairperson, co-chair, or subject matter expert on two or more quality council (e.g. P&T or subcommittee, CQT, OQT, EQT, MS) or on a 

hospital based committee/task force or ambulatory governance committee and attend at least 85% of the meetings. Routinely recommends and documents clinical interventions that should be taken in the electronic medical record. Super 

user trainer for new programs or initiatives, and provides training to staff for implementation.Involvement and precepting pharmacy, nursing or medical students, or be an approved resident preceptor. Provide feedback and recommendations 

to the CMIO's and HSIR leadership as needed. Providing technical guidance and/or business knowledge and direction to project team members with occasional supervision. Monitors industry trends for applicability, evaluating software and 

related technologies for recommendations. Has a leading role in the medication safety perspective of technology initiatives and ongoing support of systems. Analyzes clinical data, recommending and developing system solutions that support 

patient care.Ability to mentor junior application analysts.Ability to represent Clinical Department needs in a complex multi departmental setting to then to be able to offer focused solutions that take all angles into consideration.Primary 

ownership for the build and maintenance of highly complex system dictionaries, profiles, tables and other configuration points.Independently resolves the most complex, multi-function application errors and system issues.Manages system 

enhancement requests directly with the vendor and various IT technical teams.Leads and/or facilitates system design, validation and/or remediation sessions.Leads large projects and functions as a subject matter expert on complex, cross-

functional projects.Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires good written and verbal communication skills.Functional knowledge of HL7 interfaces and the ability to analyze interface errors from clinical 

systems.Knowledgeable in Citrix, VM (knowledge of ESX features), storage concepts, system administration, networking, IP routing, VLAN, troubleshooting connectivity and latency issues, shell scripting, SQ:, integration with cloud hosted apps, 

database clusters, backup strategies, hardware configuration and server requests.Work requires ability to prioritize and meet deadlines.Work requires familiarity with use of personal computers.Work requires telephone and personal contact 

with all levels of faculty and staff within UT Southwestern to assist in information system and project coordination.Work requires minimal physical exertion, but may require sitting and standing for long periods of time.Work requires ability to 

CLINICAL TECHNOLOGIST 1643 N 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5G9 Clin Supp Svcs-Gen Med Tech ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent and four (4) years of research and/or clinical experience in specified clinical setting.    Job Duties  Performs highly specialized clinical analysis and evaluation in area such as OB/GYN, Surgery, Internal Medicine, or 

other clinical field.      Assembles and operates laboratory equipment and apparatus.        Maintains laboratory including ordering supplies, cleaning equipment, etc.       Records clinical data following laboratory and/or federal and state 

guidelines.       May provide working supervision to staff of lower grade.        Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for 

human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.  Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.



CLINICAL THERAPIST 1526 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3F4A

Prof Med Services-Soc Work 

Sr ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide advanced professional skills in development of social service programs and to provide advanced social service to patients with multiple and/or complex needs in clinical and/or hospital environment.Experience and EducationMaster's 

Degree in Social Work, Counseling, or other related field and a current and valid license by the Texas State Board of Social Worker Examiners as Licensed Clinical Social Worker (LCSW), Licensed Professional Counselor (LPC), or Licensed Marriage 

and Family Therapy (LMFT) with at least 3 years experience working face to face with patients required.Job DutiesProvides comprehensive mental health intake evaluations that document patients' relevant personal and medical history, as well 

as, primary symptoms and presumptive diagnosis. Uses information obtained in these evaluations to make appropriate treatment recommendations to patients based on their needs and the availability of services in the clinic or community. 

Documentation of evaluations is timely and complete and allows other providers in the clinic to have a clear sense of the patient's needs and clinical presentation.Provides individual and/or group psychotherapy intervention to assigned 

patients at a level consistent with the standards of care in the clinic. Therapy practice is evidence-based whenever possible, time-limited, and responsive to patients needs while maintaining a strategy for the course of treatment. Therapy 

intervention is tailored to the needs of the patient both in content and in length of treatment. Documentation of therapy work is timely, complete and meets compliance standards for billing encounters.Provides referrals to care as needed 

based on evaluation of patient needs. Initiates referrals, coordinates services and identify resources to meet patient needs.Works closely with clinic leadership team to identify, develop and implement workflows and programs that enhance 

utilization of clinic services and patient centered care.Provides independent evaluation, diagnostic clarity and psychotherapy treatment for complex and time-sensitive patient management.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires ability to develop internal systems, create credibility with physicians, and develop relationships and credibility with various community resources.Work requires internal contact to refer patients as necessary to various 

departments.Work requires frequent external contact with home health agencies, hospices, and any specialty society/resource available within community to assists patients. Work requires responsibility for developing and recommending 

policies regarding social worker referrals, support groups, etc.Work requires exercise of considerable judgment in interpretation of policies and the application of procedures, techniques, and practices to work problems. Work requires personal 

contact with community social service agencies or patients and their families in the resolution of problems of non-routine, non-recurring nature.Working ConditionsWork is performed in a clinical or office setting.Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

CLINICAL THERAPIST U1526 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3F4A

Prof Med Services-Soc Work 

Sr ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide advanced professional skills in development of social service programs and to provide advanced social service to patients with multiple and/or complex needs in clinical and/or hospital environment.Experience and EducationMaster's 

Degree in Social Work, Counseling, or other related field and a current and valid license by the Texas State Board of Social Worker Examiners as Licensed Clinical Social Worker (LCSW), Licensed Professional Counselor (LPC), or Licensed Marriage 

and Family Therapy (LMFT) with at least 3 years experience working face to face with patients required.Job DutiesProvides comprehensive mental health intake evaluations that document patients' relevant personal and medical history, as well 

as, primary symptoms and presumptive diagnosis. Uses information obtained in these evaluations to make appropriate treatment recommendations to patients based on their needs and the availability of services in the clinic or community. 

Documentation of evaluations is timely and complete and allows other providers in the clinic to have a clear sense of the patient's needs and clinical presentation.Provides individual and/or group psychotherapy intervention to assigned 

patients at a level consistent with the standards of care in the clinic. Therapy practice is evidence-based whenever possible, time-limited, and responsive to patients needs while maintaining a strategy for the course of treatment. Therapy 

intervention is tailored to the needs of the patient both in content and in length of treatment. Documentation of therapy work is timely, complete and meets compliance standards for billing encounters.Provides referrals to care as needed 

based on evaluation of patient needs. Initiates referrals, coordinates services and identify resources to meet patient needs.Works closely with clinic leadership team to identify, develop and implement workflows and programs that enhance 

utilization of clinic services and patient centered care.Provides independent evaluation, diagnostic clarity and psychotherapy treatment for complex and time-sensitive patient management.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires ability to develop internal systems, create credibility with physicians, and develop relationships and credibility with various community resources.Work requires internal contact to refer patients as necessary to various 

departments.Work requires frequent external contact with home health agencies, hospices, and any specialty society/resource available within community to assists patients. Work requires responsibility for developing and recommending 

policies regarding social worker referrals, support groups, etc.Work requires exercise of considerable judgment in interpretation of policies and the application of procedures, techniques, and practices to work problems. Work requires personal 

contact with community social service agencies or patients and their families in the resolution of problems of non-routine, non-recurring nature.Working ConditionsWork is performed in a clinical or office setting.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

CLINICAL WORKFLOW INFORMATICIST I 2050 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3F20 Prof Med Services-Clin Inform PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryAssists in the coordination and 

development of more efficient operational processing controls and functional enhancements. Experience and EducationBachelor's Degree with training in a healthcare profession required and two (2) years clinical experience, Ambulatory 

preferred; one (1) year experience utilizing EPIC EMR; Nursing degree preferred.Job DutiesParticipate in detailed workflow analysis of current state clinical and business operations with supervision.Learn to identify gaps between current and 

best practice workflows and make recommendations for improvement.Assist clinic leadership with identifying areas of opportunity and implementing new processes / modifications to existing processes.Work with clinical technology team to 

understand the application requirements and customer needs to effectively integrate workflow and patient care processes.Support for Upgrades and clinical workflow processes.Be an active participant in assigned projects by meeting 

deadlines, attending meetings, and providing relevant feedback to meet the needs of the project.Develop and maintain competency on pertinent applications and technologies.Perform other duties as assigned.Knowledge, Skills, & 

AbilitiesWork requires good written and verbal communication skills.Work requires good organizational skills.Work requires ability to prioritize and meet deadlines.Work requires familiarity with use of personal computers.Work requires 

telephone and personal contact with all levels of faculty and staff within UT Southwestern to assist in project coordination.Work requires telephone and personal contact with other public and private organizations to obtain assistance in 

development and establishment of programs.Work requires minimal physical exertion, but may require sitting and standing for long periods of time.Work requires ability to read, write, and analyze data.Work requires ability to develop plans, 

procedures, and coordinate persons and other resources to accomplish goals. Work requires ability to perform under broad direction and desired results are indicated in broad terms or objectives. Work requires determination of methods and 

approaches to work problems.Working ConditionsWork is performed primarily in office environment or in the work locations of programming staff, administrative users, or end users.Any qualifications to be considered as equivalents in lieu of 

stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. Asan equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression,age, disability, genetic information, citizenship status, or veteran status.

CLINICAL WORKFLOW INFORMATICIST II 2051 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3F20 Prof Med Services-Clin Inform PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryCoordinates and develops efficient 

operational processing controls and functional enhancements. Experience and EducationBachelor's Degree with training in a healthcare profession required with three (3) years clinical experience, two (2) years employed as UTSW Clinical 

Workflow Informaticist ISuccessful course completion of EpicCare Ambulatory proficiency and Yellow Belt in LEAN Six Sigma; CS&E Course preferred.Job DutiesProvide detailed workflow analysis of current state clinical and business operations 

with minimal supervision.Lead the practice through workflow redesign by identifying gaps between current and best practice workflows.Assist clinic leadership with development and implementation of new processes and modifications to 

existing processes.Collaborate with clinical technology team to define application requirements by integrating customer workflow and patient care processes.Support EMR Upgrades and clinical workflow processes.Volunteer for projects and be 

an active participant and leader in identifying solutions and providing relevant feedback to facilitate the success of the project.Develop subject matter expertise of system functionality.Perform other duties as assigned.Knowledge, Skills, & 

AbilitiesWork requires good written and verbal communication skills.Work requires good organizational skills.Work requires ability to prioritize and meet deadlines.Work requires familiarity with use of personal computers.Work requires 

telephone and personal contact with all levels of faculty and staff within UT Southwestern to assist in project coordination.Work requires telephone and personal contact with other public and private organizations to obtain assistance in 

development and establishment of programs.Work requires minimal physical exertion, but may require sitting and standing for long periods of time.Work requires ability to read, write, and analyze data.Work requires ability to develop plans, 

procedures, and coordinate persons and other resources to accomplish goals. Work requires ability to perform under broad direction and desired results are indicated in broad terms or objectives. Work requires determination of methods and 

approaches to work problems.Working ConditionsWork is performed primarily in office environment or in the work locations of programming staff, administrative users, or end users.Any qualifications to be considered as equivalents in lieu of 

stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. Asan equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression,age, disability, genetic information, citizenship status, or veteran status.

CLINICAL WORKFLOW INFORMATICIST SR 2052 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3F20 Prof Med Services-Clin Inform PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryCoordinates and develops of more 

efficient operational processing controls and functional enhancements. Experience and EducationBachelor's Degree with training in a healthcare profession required with four (4) years clinical experience, minimum of one (1) year employed as a 

UTSW Clinical Workflow Informaticist II;Successful course completion of EPIC Certified Clinical Informaticist; Green Belt in LEAN Six Sigma; and Preceptor Workshop - Developing Preceptors for Clinical PracticeJob DutiesOnboard and provide 

mentorship to workflow analysts.Provide detailed workflow analysis of current state clinical and business operations with minimal supervision.Lead the practice through workflow redesign by identifying gaps between current and best practice 

workflows with minimal supervision.Assist clinic leadership with development and implementation of new processes and modifications to existing processes.Collaborate with clinical technology team to define application requirements by 

integrating customer workflow and patient care processes.Support for upgrades and clinical workflow processes. Provide oversight for larger group of clinics.Provide detailed project plans, timelines, and reports for large projects. Assist other 

analysts in implementation of large projects in their clinics.Develop subject matter expertise of system functionality and assists with the development of this expertise with other staff.Perform other duties as assigned.Knowledge, Skills, & 

AbilitiesWork requires good written and verbal communication skills.Work requires good organizational skills.Work requires ability to prioritize and meet deadlines.Work requires familiarity with use of personal computers.Work requires 

telephone and personal contact with all levels of faculty and staff within UT Southwestern to assist in project coordination.Work requires telephone and personal contact with other public and private organizations to obtain assistance in 

development and establishment of programs.Work requires minimal physical exertion, but may require sitting and standing for long periods of time.Work requires ability to read, write, and analyze data.Work requires ability to develop plans, 

procedures, and coordinate persons and other resources to accomplish goals. Work requires ability to perform under broad direction and desired results are indicated in broad terms or objectives. Work requires determination of methods and 

approaches to work problems.Working ConditionsWork is performed primarily in office environment or in the work locations of programming staff, administrative users, or end users.Any qualifications to be considered as equivalents in lieu of 

stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. Asan equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression,age, disability, genetic information, citizenship status, or veteran status.

CLINICAL WORKFLOW/TRAINING ANALYST 9260 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H17 Prof Services-Clinical Ops CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, nursing, or other related field preferred and two (2) years clinical experience (nursing, physician assistant or like ambulatory clinical professional position) required. Knowledge of Lean Six Sigma principals. Experience 

with electronic medical record (preferably EPIC) in ambulatory environment. Prior ambulatory care or clinical education experience preferred.Job DutiesThis position will perform duties at the analyst level, trainer level or a combination of both. 

May perform some or all of the following. Clinical WorkflowProvide detailworkflow analysis of current state practiceclinical and business operations.Lead the practice through workflowredesign by identifying thegap between current and 

bestpractice workflows. Identify, manage, communicate and mitigate risks/issues with the project manager throughout the project life cycle Collect and interpret specifications required to develop new and revise existing processes. Gather and 

validate practice specific data and test system functions/processes. Assist managers with development and implementation of operational plans for new and existing business applications, including preparation of user specifications. Manage 

the design, education, training and support of various clinic workflow needs. Review, develop, recommend, and implement activities related to assigned activity, program, or function.Work with clinical IT team to define application 

requirements by understanding customer workflow and patient care processes. Maintain a high level of interaction with clinical IT team and business customers (Physicians, Nurses and others).Facilitate communication between project team 

members, including key stakeholders (physicians and nurses).Clarify and advise clinical team of clinical requirements, understand project scope, deliverables, work-plan, issues and risks including the need to keep the build project on-time, and 

with a high degree of quality.Support clinical workflow processes. Provide support for EPIC and the different modules that are integrated.Identify successful build design strategies for changing environments. Develop procedures, guidelines and 

documentation on new functionality with tool. Perform other duties as assigned.TrainingDevelop and implement the training program for Ambulatory EpicCare functionality for clinical staff. Develop and maintain a training schedule for new 

hires and refresher training for existing staff. Develop and maintain training material.Coordinate post-live training for updates, new hires, roll-outs, and optimizations.Stay abreast of changes/updates for assigned Ambulatory Epic 

applications.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires good written and verbal communication skills.Work requires good organizational skills.Work requires ability to prioritize and meet deadlines.Work 

requires familiarity with use of personal computers.Work requires telephone and personal contact with all levels of faculty and staff within UT Southwestern to assist in project coordination.Work requires telephone and personal contact with 

other public and private organizations to obtain assistance in development and establishment of programs.Work requires minimal physical exertion, but may require sitting and standing for long periods of time.Work requires ability to read, 

write, and analyze data.Work requires ability to develop plans, procedures, and coordinate persons and other resources to accomplish goals. Work requires ability to perform under broad direction and desired results are indicated in broad 

terms or objectives. Work requires determination of methods and approaches to work problems.Working ConditionsWork is performed primarily in office environment or in the work locations of programming staff, administrative users, or 

end users.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICAL WORKFLOW/TRAINING ANALYST SR 9258 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H17 Prof Services-Clinical Ops CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, nursing or 10 years relevant and progressive experience in lieu of degree Four (4) years clinical experience (nursing, physician assistant or like ambulatory clinical professional position) and 2 years of job related or 

workflow experience is required. Knowledge of Lean Six Sigma principals preferred. Experience with electronic medical record (preferably EPIC) in ambulatory environment. Job DutiesThis position will perform duties at the analyst level, trainer 

level or a combination of both.Clinical WorkflowPrecept new workflow analysts and assist with integration into assigned clinics.Serve as lead and be a resource for team members during and after the on-boarding process.Provide leadership to 

team in the absence of manager.Provide detailworkflow analysis of current state practiceclinical and business operations.Lead the practice through workflowredesign by identifying thegap between current and bestpractice workflows. Identify, 

manage, communicate and mitigate risks/issues with the project manager throughout the project life cycle Collect and interpret specifications required to develop new and revise existing processes. Gather and validate practice specific data 

and test system functions/processes. Assist managers with development and implementation of operational plans for new and existing business applications, including preparation of user specifications. Manage the design, education, training 

and support of various clinic workflow needs. Review, develop, recommend, and implement activities related to assigned activity, program, or function.Work with clinical IT team to define application requirements by understanding customer 

workflow and patient care processes. Maintain a high level of interaction with clinical IT team and business customers (Physicians, Nurses and others).Facilitate communication between project team members, including key stakeholders 

(physicians and nurses).Clarify and advise clinical team of clinical requirements, understand project scope, deliverables, work-plan, issues and risks including the need to keep the build project on-time, and with a high degree of quality.Support 

clinical workflow processes. Provide support for EPIC and the different modules that are integrated.Identify successful build design strategies for changing environments. Develop procedures, guidelines and documentation on new functionality 

with tool. Perform other duties as assigned.TrainingDevelop and implement the training program for Ambulatory EpicCare functionality for clinical staff. Develop and maintain a training schedule for new hires and refresher training for existing 

staff. Develop and maintain training material.Coordinate post-live training for updates, new hires, roll-outs, and optimizations.Stay abreast of changes/updates for assigned Ambulatory Epic applications.Perform other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires good written and verbal communication skills.Work requires good organizational skills.Work requires ability to prioritize and meet deadlines.Work requires familiarity with use of personal 

computers.Work requires telephone and personal contact with all levels of faculty and staff within UT Southwestern to assist in project coordination.Work requires telephone and personal contact with other public and private organizations to 

obtain assistance in development and establishment of programs.Work requires minimal physical exertion, but may require sitting and standing for long periods of time.Work requires ability to read, write, and analyze data.Work requires 

ability to develop plans, procedures, and coordinate persons and other resources to accomplish goals. Work requires ability to perform under broad direction and desired results are indicated in broad terms or objectives.Work requires 

determination of methods and approaches to work problems.Working ConditionsWork is performed primarily in office environment or in the work locations of programming staff, administrative users, or end users.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CLINICIAN PRACTICE ANALYST 1948 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3M1 Prof Svcs-Strat/Phys Rltns Sr CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Must have training 

as an MD, DO, NP, or PA with five years' experience as a healthcare provider in an ambulatory setting.  Strong EMR background (preferably with EPIC).  Strong communication skills required with the ability to facilitate development of 

documentation standards for clinical providers. Job Duties  1.Provide detailed workflow analysis of current state practice clinical and business operations, with a focus on physician and non-physician provider workflows. Collect and interpret 

specifications required to develop new and revise existing processes.  Gather and validate practice specific data and test system functions/processes.  Lead the practice through workflow redesign by identifying the gap between current and 

best practice workflows.2.Manage the design, education, training and support of various clinic workflow needs with focus on physician and non-physician provider workflows.  Review, develop, recommend, and implement activities related to 

assigned activity, program, or function.3.Develop procedures, guidelines and documentation on new EMR functionality.  Develop new hire training material specific to the system.4.Assist and/or lead classroom training for multiple groups of 

clinical/end users ranging from physicians to front office staff.5.Work with clinical IT team to define application requirements by understanding customer workflow and patient care processes.  Maintain a high level of interaction with clinical IT 

team and business customers (Physicians, Nurses and others).6.Clarify and advise clinical team of clinical requirements, understand project scope, deliverables, work-plan, issues, and risks including the need to keep the build project on-time, 

and with a high degree of quality.7.Assist managers with development and implementation of operational plans for new and existing business application, including preparation of user specifications.8.Identify, manage, communicate and 

mitigate risks/issues with the project manager throughout the project life cycle.9.Facilitate communication between project team members, including key stakeholders (physicians and nurses).10.Develop and maintain competency on pertinent 

applications and technologies.11.Develop subject matter expertise of system functionality.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

CNTRL STERILE TECHN II - ENDO U5064 P14 $36,365.00 $48,316.00 $63,297.00 $3,030.42 $4,026.33 $5,274.75 $139.87 $185.83 $243.45 $17.48 $23.23 $30.43 N 5E3 Medical Technician-CtrlSter Jr CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks independently and efficiently to 

manually clean and do High Level Disinfection of the various Endoscopes which includes specialized scopes and instruments that are used in the Operating Room, ICUs and Endoscopy Lab.MINIMUM QUALIFICATIONSOne (1) year minimum 

experience is required as a Sterile Processing and Distribution Technician (CSPDT) or Certified Registered Central Service Technician (CRCST) as well as a Certified Endoscope Reprocessor (CER) or Certified Flexible Endoscope Reprocessor (CFER) 

required.Ability to operate basic/standard pieces of Endoscopic High Level Disinfectors and associated equipment ESSENTIAL FUNCTIONSJob Duties: Handle equipment carefully as per the required standards in order to prevent damage and 

repairPerform manual cleaning as outlined by the manufacturer's instructions for use Performs ATP tests on all ERCP and Linear EUS scopes as outlined in policy and keeps record in logbook ***Identifies appropriate adaptors for specific scopes 

prior to placement in High Level Disinfectors Maintains thorough and accurate record keeping of patient use cardsEnsures that all the steps of HLD is complete by verifying the reprocessing printout for every scopeHangs scopes in appropriate 

cabinet in such a way that they do not touch each other. Performs weekly scope reprocessing on outdated scopes as per policyLabels all packaged items, sterilization tags and log books with the initials of the preparerLoads, operates and 

unloads High Level Disinfectors according to manufacturer's instructions Performs correct biological monitoring and testing per method of HLDInspects and cleans High Level Disinfectors as needed and according to IFUEnsure all supplies are 

maintained and expirations are kept up to dateAble to distinguish between items that need to be reprocessed and that are disposable Communicates and utilizes proper telephone etiquette and speaks clearlyEscalates any problems and 

communicates with supervisor if help is neededServes as a subject matter resource person and or preceptor of new staff Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESMust be able to read, write, speak and understand 

EnglishMust be able to key in data into touchscreen programmable devicesWork requires good organizational and communication skillsCertification and annual competencies must be maintainedWORKING CONDITIONSWork is performed 

primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CODER I U2805 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G4A Prof Fee Sched-Coding Spec Jr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationPreferred minimum one 

(1) year acute hospital outpatient based coding experience. An equivalent combination of education and experience may be considered. Experience working in a remote environment preferred.Preferred Bachelor's Degree or Associate Degree in 

Health Information Management and/or closely related fieldOne of the following certifications is required: Registered Health Information Administrator (RHIA), Registered Health Information Technician (RHIT), AHIMA Certified Coding Specialist 

(CCS), AAPC Certified Outpatient Coder (COC), AAPC Certified Professional Coder (CPC), or AAPC Certified Professional Coder-Hospital (CPC-H)Job DutiesResponsible for coding retrospective outpatient accounts using ICD-10 CM and CPT, in 

compliance with the Official Coding Guidelines and conventions. Accurately identifies most appropriate Reason for Visit, First Listed (Primary) Diagnosis, Procedure(s), Modifiers, and all secondary diagnoses to accurately support medical 

necessity (LCD/NCD edits) and CCI edits.Accurately abstracts required data elements including, discharge disposition, discharge destination, procedure dates and physician(s), Occurrence Codes, and other designated data. a) Identifies when a 

physician query is appropriate for further clarification. b) Recognizes when the documentation is missing or incomplete and routes appropriately. c) Validates chargemaster driven CPT code assignment and routes appropriately. d) Completes 

review and final coding when query and/or documentation is available. Maintain the Quality Standards set by UTSW/HIM Coding.Maintain the Productivity Standards set by UTSW/HIM Coding.Other duties as assignedWorking ConditionsThis 

job is remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice 

President for Human Resources Administration, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, 

genetic information, citizenship status, or veteran status.

CODER II U2802 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3G4A Prof Fee Sched-Coding Spec Jr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationRequired minimum two 

(2) years acute hospital outpatient based coding experience. An equivalent combination of education and experience may be considered. Experience working in a remote environment preferred; required for PRN Coders.Preferred Bachelor's 

Degree or Associate Degree in Health Information Management and/or closely related fieldOne of the following certifications is required: Registered Health Information Administrator (RHIA), Registered Health Information Technician (RHIT), 

AHIMA Certified Coding Specialist (CCS), Certified Outpatient Coder (COC), Certified Professional Coder (CPC), Certified Professional Coder-Hospital (CPC-H), or Certified Interventional Radiology Cardiovascular Coder (CIRCC)Job 

DutiesResponsible for coding retrospective outpatient accounts using ICD-10 CM and CPT, in compliance with the Official Coding Guidelines and conventions. Accurately identifies most appropriate Reason for Visit, First Listed (Primary) 

Diagnosis, Procedure(s), Modifiers, and all secondary diagnoses to accurately support medical necessity (LCD/NCD edits) and CCI edits.Accurately abstracts required data elements including, discharge disposition, discharge destination, 

procedure dates and physician(s), Occurrence Codes, and other designated data. a) Identifies when a physician query is appropriate for further clarification. b) Recognizes when the documentation is missing or incomplete and routes 

appropriately. c) Validates chargemaster driven CPT code assignment and routes appropriately. d) Completes review and final coding when query and/or documentation is available. Maintain the Quality and Productivity Standards set by 

UTSW/HIM Coding.Mentor/train on designated coding service lines as requested to ensure quality. Maintains an expert level of knowledge of coding related guidelines and practices.Other duties as assigned. Working ConditionsThis job is 

remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for 

Human Resources Administration, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic 

information, citizenship status, or veteran status.

CODER SPEC  III - INPAT U2803 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3G4C

Prof Fee Sched-Spclized 

Coding ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationRequired three to five (3-

5) years acute hospital based coding experience. An equivalent combination of education and experience may be considered. Experience working in a remote environment preferred; required for PRN Coders.Preferred Bachelor's Degree or 

Associate Degree in Health Information Management and/or closely related fieldRegistered Health Information Administrator (RHIA), or Registered Health Information Technician (RHIT), or AHIMA Certified Coding Specialist (CCS) credentialJob 

DutiesResponsible for coding concurrent or retrospective inpatient accounts using ICD-10 CM/PCS, in compliance with the Official Coding Guidelines and conventions.Accurately identifies most appropriate Admit Diagnosis, Principal Diagnosis, 

and Procedure for the DRG, and all secondary diagnoses to accurately reflect all CC/MCC's, POA status, and Severity of Illness and Risk of Mortality. Accurately abstracts required data elements including, discharge disposition, discharge 

destination, procedure dates and physician(s), and other designated data. a) Identifies when a physician query is appropriate for further clarification. b) Recognizes when the documentation is missing or incomplete and routes appropriately. c) 

Completes review and final coding when query and/or documentation is available. Maintain the Quality Standards set by UTSW/HIM Coding.Maintain the Productivity Standards set by UTSW/HIM Coding.Mentor/train on designated coding 

service lines as requested to ensure quality.Maintains an expert level of knowledge of coding related guidelines and practices.Other duties as assigned**Other Duties: Performs other duties as assigned. Working ConditionsThis job is remote 

only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human 

Resources Administration, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic 

information, citizenship status, or veteran status.



CODING AUDIT/EDUCATOR U2801 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 4F Office - Medical Billing ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Coding Audit/Educator primary 

responsibilities are to audit inpatient and/or outpatient University of Texas Southwestern Medical Center (UTSW) hospital medical records, for coding accuracy, provide individual educational feedback, and identify educational 

trends/opportunities that would be relevant for the entire Coding Team. Research and prepare educational tutorials and submit to AHIMA for approval to provide Continuing Education Units for the attendees. The UTSW medical records are 

maintained in electronic format and reviews will be in accordance with current coding guidelines, and in compliance with organizational, departmental, and regulatory requirements. The Coding Audit/Educator is identified as the highest level 

coding subject matter expert due to education, training, and experience and as such will receive assignments in accordance with that level of expertise. Additionally, the Coding Audit/Educator may be asked to mentor and proctor employees at 

the Coding Specialist I, II, and III levelsExperience and EducationRequired three to five (3-5) years' acute hospital-based coding experience. An equivalent combination of education and experience may be consideredRequired Registered Health 

Information Administrator (RHIA), or Registered Health Information Technician (RHIT), or AHIMA Certified Coding Specialist (CCS), or AAPC credential - Certified Professional Coder (CPC) (Prior to 2014); or Certified Outpatient Coder (COC) 

(excludes AAPC Apprentice) Preferred AHIMA-Approved I10 Trainer CertificationPreferred Bachelor's Degree or Associate Degree in Health Information Management and/or closely related fieldExperience working in a remote environment 

preferred.ESSENTIAL FUNCTIONSIdentify educational opportunities by auditing inpatient and/or outpatient accounts using ICD-10 CM and/or I10-PCS or CPT, in compliance with the Official Coding Guidelines and conventions.Accurately audits 

records for the most appropriate Principal Diagnosis, Reason for Visit, and Procedures, for the DRG or APC; and all secondary diagnoses to accurately reflect all CC/MCC's, POA status, Severity of Illness & Risk of Mortality, SDOH, and HCC's. 

Accurately audits abstracting for required data elements including, discharge disposition, discharge destination, procedure dates and physician(s), and other designated data.Identifies when a physician query is appropriate for further 

clarification.Research and prepare educational materials Recognizes when the documentation is missing or incomplete and recommends appropriate action Support the Quality Standards set by UTSW/HIM Coding.Mentor/train on designated 

coding service lines as requested to ensure quality.Maintains an expert level of knowledge of coding related guidelines and practices.Performs other duties as assigned.KNOWLEDGE, SKILLS, AND ABILITIESWork requires strong analytical and 

critical thinking skills. Work requires excellent customer service, interpersonal, and communication skills (verbal and written).Work requires organizational skills along with a high level of accuracy and attention to detail.Work requires ability to 

report and problem solve using discretion, judgment, and professionalism.Work requires ability to handle multiple tasks, show initiative, and adjust to changes as appropriate under a stressful environment. Work requires ability to perform in 

a conservative, fast-paced, and quality driven environment.Work requires ability to comprehend, understand, and follow established policies, procedures, and other guidelines of some complexity.Work requires self-motivation, maturity, and 

being a team player.WORKING CONDITIONSThis job is 100% remote.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, 

sexual orientation,gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

CODING SPEC III - HOME HEALTH U9910 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3G4

Prof Fee Sched-Codng-Chrg 

Mast ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryWorks under general supervision to 

perform complex coding activities in a manner that meets productivity and quality standards as established by the coding leadership.Experience and EducationHigh School Diploma or equivalent and certification as a professional coder to 

include Certified Professional Coder (CPC), CMC, RHIT, RHIA, or Certified Coding Associate (CCA) and six (6) years coding experience. Knowledge of Correct Coding Initiatives (CCI), Epic electronic health record systems and 3M coding software is 

preferred. Proficiency in EPIC is preferred. May consider education in lieu of experience, or experience in lieu of other criterion.Job DutiesPerforms accurate and timely review of complex coding and abstracting of UTSW accounts utilizing ICD-10-

CM code sets as indicated and according to department procedures.Performs complex coding activities in a manner that meets productivity and quality standards as established by the coding leadership.Ability to review and resolve coding 

edits and back-end coding denials.Maintains a thorough understanding of anatomy and physiology, medical terminology, disease processes, coding guidelines, and teaching physician documentation guidelines through participation in 

continuing education programs.Maintains a thorough understanding of the intricacies of home healthcare services provided at UTSW, so work assignment adjustments can be made with little workflow disruption and coding coverage can be 

appropriately provided.May lead, train and/or mentor the work of lower-level designated coding employees to ensure quality of work and growth in knowledge and expertise.Assists in upholding coding team expectations of effective 

communications, including customer service standards, professionalism, operating procedures, processes, and other team strategies and goals.Assists in promoting a culture of support, continuous learning, and teamwork.Adheres to all UTSW 

and departmental policies and procedures to include the Remote Coding Agreement where applicable.May perform and support home healthcare authorizations processes, as needed.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires knowledge of ICD-10 and CPT coding.Work requires knowledge of medical terminology.Work requires knowledge of regulatory issues affecting medical specialty.Work requires basic knowledge of computers.The following 

is the acronym, "PACT", and is fundamental to all non clinical positions at UT Southwestern Medical Center:P-Problem Solving: Employees take ownership in solving problems effectively, efficiently, and to the satisfaction of customers, or 

managers. They show initiative in addressing areas of concern before they become problems.A-Ability, Attitude and Accountability: Employees exhibit ability to perform their job and conduct themselves in a professional and positive manner 

reflecting a professional environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who are our Customers? Anyone who requests our help, needs our work product, or 

receives our services. Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely delivery and communication. Sharing ideas with others helps expand our 

contribution to department goals.T-Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work product and customer service, and in maintaining a satisfying, caring 

environment for each other.Working ConditionsThis job is remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalent in lieu of stated 

minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CODING SPEC III - OUPAT HH284 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3G4

Prof Fee Sched-Codng-Chrg 

Mast ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

perform complex coding activities in a manner that meets productivity and quality standards as established by the coding leadership.Experience and EducationHigh School Diploma or equivalent and certification as a professional coder to 

include Certified Professional Coder (CPC), CMC, RHIT, RHIA, or Certified Coding Associate (CCA) and six (6) years coding experience. Knowledge of Correct Coding Initiatives (CCI), Epic electronic health record systems and 3M coding software is 

preferred. Proficiency in EPIC is preferred. May consider education in lieu of experience, or experience in lieu of other criterion.Job DutiesPerforms accurate and timely review of complex coding and abstracting of UTSW accounts utilizing ICD-10-

CM code sets as indicated and according to department procedures.Performs complex coding activities in a manner that meets productivity and quality standards as established by the coding leadership.Ability to review and resolve coding 

edits and back-end coding denials. Maintains a thorough understanding of anatomy and physiology, medical terminology, disease processes, coding guidelines, and teaching physician documentation guidelines through participation in 

continuing education programs.Maintains a thorough understanding of the intricacies of home healthcare services provided at UTSW, so work assignment adjustments can be made with little workflow disruption and coding coverage can be 

appropriately provided.May lead, train and/or mentor the work of lower-level designated coding employees to ensure quality of work and growth in knowledge and expertise.Assists in upholding coding team expectations of effective 

communications, including customer service standards, professionalism, operating procedures, processes, and other team strategies and goals.Assists in promoting a culture of support, continuous learning, and teamwork.Adheres to all UTSW 

and departmental policies and procedures to include the Remote Coding Agreement where applicable.May perform and support home healthcare authorizations processes, as needed.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires knowledge of ICD-10 and CPT coding.Work requires knowledge of medical terminology. Work requires knowledge of regulatory issues affecting medical specialty.Work requires basic knowledge of computers.The 

following is the acronym, "PACT", and is fundamental to all non clinical positions at UT Southwestern Medical Center:P-Problem Solving: Employees take ownership in solving problems effectively, efficiently, and to the satisfaction of 

customers, or managers. They show initiative in addressing areas of concern before they become problems.A-Ability, Attitude and Accountability: Employees exhibit ability to perform their job and conduct themselves in a professional and 

positive manner reflecting a professional environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who are our Customers? Anyone who requests our help, needs our 

work product, or receives our services. Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely delivery and communication. Sharing ideas with others helps 

expand our contribution to department goals.T-Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work product and customer service, and in maintaining a satisfying, 

caring environment for each other.Working ConditionsThis job is remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalent in lieu of 

stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CODING SPEC III - OUTPAT U2840 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3G4C

Prof Fee Sched-Spclized 

Coding ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationRequired three to five (3-

5) years acute hospital based coding experience. An equivalent combination of education and experience may be considered. Experience working in a remote environment preferred; required for PRN Coders.Preferred Bachelor's Degree or 

Associate Degree in Health Information Management and/or closely related fieldRegistered Health Information Administrator (RHIA), Registered Health Information Technician (RHIT), AHIMA Certified Coding Specialist (CCS), AAPC Certified 

Outpatient Coder (COC),AAPC Certified Professional Coder (CPC), AAPC Certified Professional Coder-Hospital (CPC-H), or AAPC Certified Interventional Radiology Cardiovascular Coder (CIRCC)Job DutiesResponsible for coding retrospective 

outpatient accounts using ICD-10 CM and CPT, in compliance with the Official Coding Guidelines and conventions. Accurately identifies most appropriate Reason for Visit, First Listed (Primary) Diagnosis, Procedure(s), Modifiers, and all 

secondary diagnoses to accurately support medical necessity (LCD/NCD edits) and CCI edits.Accurately abstracts required data elements including, discharge disposition, discharge destination, procedure dates and physician(s), Occurrence 

Codes, and other designated data. May be assigned to review accounts in the denials work queues and make recommendations to the Coding Manager.a) Identifies when a physician query is appropriate for further clarification. b) Recognizes 

when the documentation is missing or incomplete and routes appropriately. c) Validates chargemaster driven CPT code assignment and routes appropriately. d) Completes review and final coding when query and/or documentation is available. 

Maintain the Quality and Productivity Standards set by UTSW/HIM Coding.Mentor/train on designated coding service lines as requested to ensure quality.Maintains an expert level of knowledge of coding related guidelines and practices.Other 

duties as assignedWorking ConditionsThis job is remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalents in lieu of stated minimums 

require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members 

of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender 

expression,¿age, disability, genetic information, citizenship status, or veteran status.

CODING SPEC IV-OP INTERVENTIONAL U2841 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3G4C

Prof Fee Sched-Spclized 

Coding ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Coding Specialist IV is responsible 

to review and code outpatient University of Texas Southwestern Medical Center (UTSW) medical records. The UTSW medical records are maintained in electronic format and will be coded according to current coding guidelines, and in 

compliance with organizational, departmental, and regulatory requirements. The Coding Specialist IV is identified as the highest level subject matter expert for interventional coding due to education, training, and experience and as such will 

receive coding assignments in accordance with that level of expertise. MINIMUM QUALIFICATIONSEducation/ExperienceRequired - AAPC Certified Interventional Radiology Cardiovascular Coder (CIRCC)Required three to five (3-5) years' acute 

hospital based coding experience. An equivalent combination of education and experience may be considered. Experience working in a remote environment preferred; required for PRN Coders.Preferred Bachelor's Degree or Associate Degree in 

Health Information Management and/or closely related fieldRegistered Health Information Administrator (RHIA), or Registered Health Information Technician (RHIT), AHIMA Certified Coding Specialist (CCS) credential, AAPC Certified Outpatient 

Coder (COC), AAPC Certified Professional Coder (CPC), or, AAPC Certified Professional Coder-Hospital (CPC-H)ESSENTIAL FUNCTIONSResponsible for coding retrospective Outpatient accounts using ICD-10 CM, & CPT code sets in compliance with 

the Official Coding Guidelines and conventions.Accurately identifies most appropriate Reason for Visit, First Listed Diagnosis, and Procedure(s), and all secondary diagnoses to accurately support medical necessity, LCD/NCD edits and CCI edits. 

Accurately abstracts required data elements including, discharge disposition, discharge destination, procedure dates and physician(s), and other designated data. a) Identifies when a physician query is appropriate for further clarification. b) 

Recognizes when the documentation is missing or incomplete and routes appropriately. c) Completes review and final coding when query and/or documentation is available.May be assigned to review accounts in the denials work queue, 

resolve, and/or make recommendations to the Coding Manager Maintain the Quality Standards set by UTSW/HIM Coding.Maintain the Productivity Standards set by UTSW/HIM Coding.Mentor/train on designated coding service lines as 

requested to ensure quality.Maintains an expert level of knowledge of coding related guidelines and practices.Other duties as assignedKNOWLEDGE, SKILLS, AND ABILITIESWork requires strong analytical and critical thinking skills.Work requires 

excellent customer service, interpersonal, and communication skills (verbal and written).Work requires organizational skills along with a high level of accuracy and attention to detail.Work requires ability to report and problem solve using 

discretion, judgment, and professionalism.Work requires ability to handle multiple tasks, show initiative, and adjust to changes as appropriate under a stressful environment. Work requires ability to perform in a conservative, fast-paced, and 

quality driven environment.Work requires ability to comprehend, understand, and follow established policies, procedures, and other guidelines of some complexity.Work requires self-motivation, maturity, and being a team player.WORKING 

CONDITIONSThis job is remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of 

the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis 

ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

CODING SPECIALIST I 2805 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G4A Prof Fee Sched-Coding Spec Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma or 

General Equivalency Degree (GED) and certification as an entry level coder to include Certified Professional Coder (CPC) or Certified Coding Associate (CCA). Must have knowledge of medical terminology, anatomy, and physiology. Knowledge of 

Correct Coding Initiatives (CCI), Epic electronic health record systems and 3M coding software is preferred.Job Duties1. Performs accurate and timely review of entry level, coding, and abstracting of UTSW accounts utilizing ICD-9-CM, ICD-10-

CM, and CPT-4 code sets as indicated and according to coding team procedures.2. Performs basic coding activities in a manner that meets productivity and quality standards as established by the coding leadership.3. Maintains current 

understanding of anatomy and physiology, medical terminology, disease processes, coding guidelines, and teaching physician documentation guidelines and grows knowledge through participation in continuing education programs.4. Assists 

in upholding coding team expectations of effective communications, including , customer service standards, professionalism, operating procedures, processes, and other team strategies and goals.5. Assist in promoting a culture of support, 

continuous learning, and team work.6. Adheres to all UTSW and departmental policies and procedures to include the Remote Coding Agreement where applicable.**Other Duties: Performs other duties as assigned. Working ConditionsThis job 

is remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for 

Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance 

with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; 

and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CODING SPECIALIST I - REVENUE CYCLE 2842 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G4

Prof Fee Sched-Codng-Chrg 

Mast INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under general supervision to 

perform entry level coding activities in a manner that meets productivity and quality standards as established by the coding leadership.Experience and EducationHigh School Diploma or General Equivalency Degree (GED) and certification as an 

entry level coder to include Certified Professional Coder (CPC), CMC, RHIT, RHIA, or Certified Coding Associate (CCA). Must have knowledge of medical terminology, anatomy, and physiology. Knowledge of Correct Coding Initiatives (CCI), Epic 

electronic health record systems and 3M coding software is preferred. May consider experience in lieu of other criterion.Job DutiesPerforms accurate and timely review of entry level, coding, and abstracting of UTSW accounts utilizing, ICD-10-

CM, HCPCS, and CPT code sets as indicated and according to coding team procedures.Performs basic coding activities in a manner that meets productivity and quality standards as established by the department leadership.Maintains current 

understanding of anatomy and physiology, medical terminology, disease processes, coding guidelines, and teaching physician documentation guidelines and grows knowledge through participation in continuing education programs.Assists in 

upholding coding team expectations of effective communications, including customer service standards, professionalism, operating procedures, processes, and other team strategies and goals.Assist in promoting a culture of support, 

continuous learning, and team work.Adheres to all UTSW and departmental policies and procedures to include the Remote Coding Agreement where applicable.Performs other duties as assigned.Working ConditionsThis job is remote only and 

individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources 

Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, 

or veteran status.

CODING SPECIALIST II 2802 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3G4A Prof Fee Sched-Coding Spec Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma or 

equivalent and certification as a coder to include Certified Professional Coder (CPC) or Certified Coding Associate (CCA) and three (3) years professional coding experience. Knowledge of Correct Coding Initiatives (CCI), Epic electronic health 

record systems and 3M coding software is preferred. May consider education in lieu of experience.Job Duties1. Performs accurate and timely review of intermediate coding and abstracting of UTSW accounts utilizing ICD-9-CM, ICD-10-CM, and 

CPT-4 code sets as indicated and according to coding team procedures.2. Performs basic to intermediate coding activities in a manner that meets productivity and quality standards as established by the coding leadership.3. Ability to review 

and resolve front-end charge review coding edits.4. Maintains current understanding of anatomy and physiology, medical terminology, disease processes, coding guidelines, and teaching physician documentation guidelines, and grows 

knowledge through participation in continuing education programs.5. May mentor the work of lower level designated coding employees to ensure quality of work and growth in knowledge and expertise.6. Assists in upholding coding team 

expectations of effective communications, including customer service standards, professionalism, operating procedures, processes, and other team strategies and goals.7. Assists in promoting a culture of support, continuous learning, and 

team work.8. Adheres to all UTSW and departmental policies and procedures to include the Remote Coding Agreement where applicable.**Other Duties: Performs other duties as assigned. Working ConditionsThis job is remote only and 

individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources 

Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CODING SPECIALIST II - REVENUE CYCLE 2843 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3G4C

Prof Fee Sched-Spclized 

Coding INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under general supervision to 

perform intermediate coding activities in a manner that meets productivity and quality standards as established by the coding leadership.Experience and EducationHigh School Diploma or equivalent and certification as a coder to include 

Certified Professional Coder (CPC), CMC, RHIT, RHIA, or Certified Coding Associate (CCA) and three (3) years professional coding experience. Knowledge of Correct Coding Initiatives (CCI), Epic electronic health record systems and 3M coding 

software is preferred. Proficiency in EPIC is preferred. May consider education in lieu of experience, or experience in lieu of other criterion.Job DutiesPerforms accurate and timely review of intermediate coding and abstracting of UTSW accounts 

utilizing, ICD-10-CM, HCPCS and CPT code sets as indicated and according to department procedures.Performs basic to intermediate coding activities in a manner that meets productivity and quality standards as established by the coding 

leadership.Ability to review and resolve front-end charge review coding edits.Maintains current understanding of anatomy and physiology, medical terminology, disease processes, coding guidelines, and teaching physician documentation 

guidelines, and grows knowledge through participation in continuing education programs.May lead, train and/or mentor the work of lower level designated coding employees to ensure quality of work and growth in knowledge and 

expertise.Assists in upholding coding team expectations of effective communications, including customer service standards, professionalism, operating procedures, processes, and other team strategies and goals.Assists in promoting a culture 

of support, continuous learning, and team work.Adheres to all UTSW and departmental policies and procedures to include the Remote Coding Agreement where applicable.May support multiple specialties in a hybrid role as needed.Performs 

other duties as assigned.Working ConditionsThis job is remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalent in lieu of stated 

minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status.

CODING SPECIALIST III 2803 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3G4B

Prof Fee Sched-Coding Spec 

Sr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma or 

equivalent and certification as a professional coder to include Certified Professional Coder (CPC) or Certified Coding Associate (CCA) and six (6) years coding experience. Knowledge of Correct Coding Initiatives (CCI), Epic electronic health record 

systems and 3M coding software is preferred. Proficiency in EPIC is preferred. May consider education in lieu of experience.Job Duties1. Performs accurate and timely review of complex coding and abstracting of UTSW accounts utilizing ICD-9-

CM, ICD-10-CM, and CPT-4 code sets as indicated and according to coding team procedures.2. Performs complex coding activities in a manner that meets productivity and quality standards as established by the coding leadership.3. Ability to 

review and resolve front-end charge review coding edits and back-end coding denials, including composing and sending appeal letters.4. Maintains a thorough understanding of anatomy and physiology, medical terminology, disease processes, 

coding guidelines, and teaching physician documentation guidelines through participation in continuing education programs.5. Maintains a thorough understanding of the intricacies of the various patient types cared for at UTSW (inpatient, 

same day surgery, interventional procedures as examples) so work assignment adjustments can be made with little workflow disruption and coding coverage can be appropriately provided.6. Mentors the work of lower level designated coding 

employees to ensure quality of work and growth in knowledge and expertise.7. Assists in upholding coding team expectations of effective communications, including customer service standards, professionalism, operating procedures, 

processes, and other team strategies and goals.8. Assists in promoting a culture of support, continuous learning, and team work.9. Adheres to all UTSW and departmental policies and procedures to include the Remote Coding Agreement 

where applicable.**Other Duties: Performs other duties as assigned. Working ConditionsThis job is remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be 

considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

CODING SPECIALIST III - REVENUE CYCLE 2844 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3G4C

Prof Fee Sched-Spclized 

Coding INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under general supervision to 

perform complex coding activities in a manner that meets productivity and quality standards as established by the coding leadership.Experience and EducationHigh School Diploma or equivalent and certification as a professional coder to 

include Certified Professional Coder (CPC), CMC, RHIT, RHIA, or Certified Coding Associate (CCA) and six (6) years coding experience. Knowledge of Correct Coding Initiatives (CCI), Epic electronic health record systems and 3M coding software is 

preferred. Proficiency in EPIC is preferred. May consider education in lieu of experience, or experience in lieu of other criterion.Job DutiesPerforms accurate and timely review of complex coding and abstracting of UTSW accounts utilizing ICD-10-

CM, HCPCS, and CPT code sets as indicated and according to department procedures.Performs complex coding activities in a manner that meets productivity and quality standards as established by the coding leadership.Ability to review and 

resolve front-end charge review coding edits and back-end coding denials Maintains a thorough understanding of anatomy and physiology, medical terminology, disease processes, coding guidelines, and teaching physician documentation 

guidelines through participation in continuing education programs.Maintains a thorough understanding of the intricacies of the various subspecialty care provided at UTSW, so work assignment adjustments can be made with little workflow 

disruption and coding coverage can be appropriately provided.May lead, train and/or mentor the work of lower level designated coding employees to ensure quality of work and growth in knowledge and expertise.Assists in upholding coding 

team expectations of effective communications, including customer service standards, professionalism, operating procedures, processes, and other team strategies and goals.Assists in promoting a culture of support, continuous learning, and 

team work.Adheres to all UTSW and departmental policies and procedures to include the Remote Coding Agreement where applicable.May support multiple specialties in a hybrid role as needed.Performs other duties as assigned.Working 

ConditionsThis job is remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of 

Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, 

genetic information, citizenship status, or veteran status.



CODING/CDI DENIALS ANALYST U5573 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3G4C

Prof Fee Sched-Spclized 

Coding PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Coding/CDI Denials Analyst primary 

responsibilities are to review coding denials for inpatient hospital medical records, for accuracy of assigned codes, and ensure all Official Coding Guidelines and conventions were followed. Also, to ensure the clinical evidence and provider 

documentation supports the assigned codes and DRG.Compose and submit appeal letters as appropriate, identify coding trends/opportunities for root causes of denials, which would be relevant for additional education to individual 

Coders/CDI Specialist's and/or the entire Coding/CDI Teams. Report these trends/opportunities to the Lead Denials Analyst to ensure education is developed and provided to the Coders and/or CDI Teams. Identify and communicate front-end 

activities that influence the denials/appeals process, seeking opportunities for process improvement. Experience and EducationMINIMUM QUALIFICATIONSEducation/ExperienceRequired - three to five (3-5) year's acute hospital-based Coding 

and/or CDI experience. An equivalent combination of education and experience may be consideredRequired - Registered Health Information Administrator (RHIA), or Registered Health Information Technician (RHIT), or AHIMA Certified Coding 

Specialist (CCS), or (CCDS) Certified Clinical Documentation Specialist, or (CDIP) Certified Documentation Improvement PractitionerPreferred - RN with CDI experienceRequired - Denials and Appeals experience in an acute Hospital 

settingRequired - Experience working in a remote environmentJob DutiesESSENTIAL FUNCTIONSReview coding and/or clinical denials, ensuring all coding guidelines and conventions were followed, and ensuring all clinical evidence and provider 

documentation supports the assigned codes and DRG.Compose an effective appeal utilizing appropriate coding guidelines, relevant and effective clinical documentation, current industry guidelines, evidence-based medicine, and local and 

national medical management standards and protocols.Identify coding and/or documentation trends for root causes of denials.Identify and communicate DRG changes and financial impact.Identify coding and clinical educational opportunities 

and report these to the Lead Denials Analyst.Identify front-end activities that influence denial/appeals process.Support the Quality Standards set by UTSW and the HIM Coding & CDI Department.Maintains an expert level of knowledge of 

Coding/CDI guidelines and practices.Other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong Coding/CDI knowledge and skills, including but not limited to I-10CM & I-10PCS, Official Coding Guidelines, and conventions, 

knowledge to interpret and apply Coding and CDI guidelines, etc. Work requires strong analytical and critical thinking skills Work requires excellent communication skills (written and verbal), customer service, and interpersonal skillsWork 

requires organizational skills along with a high level of accuracy and attention to detailWork requires ability to report and problem solve using discretion, judgment, and professionalismWork requires ability to handle multiple tasks, show 

initiative, and adjust to changes as appropriate, in an environment where change is commonWork requires ability to perform in a conservative, fast-paced, and quality driven environmentWork requires ability to comprehend, understand, and 

follow established policies, procedures, and other guidelines of some complexityWork requires self-motivation, maturity, and being a team playerWorking ConditionsThis job is Majority Remote.This position will report to the Assistant 

Director, Coding & CDI.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including 

discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

COMMERCIALIZATION SUCCESS PARTNER 1461 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H26 Prof Services-Comerc Success PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to draft 

and negotiate agreements related to assets and intellectual property on behalf of the university, build trust and relationships, open doors, foster effective communication and facilitate collaboration with all internal and external partners in 

order to take scientific discoveries and turn them into commercialized assets.Experience and EducationBachelor's degree in a science or business related field and five (5) years professional experience in university technology transfer, 

grant/contract administration, university research administration, business administration, or related field. Job DutiesWork with partners to learn and understand how a broad range of research and clinical departments and industry functions 

turning ideas into movement/action in a courteous and timely manner.Lead our partners, with the help of our collective team and resources, through all aspects of technology commercialization process. Assist partners with implementing 

ideas and assist with the risk and stress.Establish and build relationships with key internal and external partnersCommunicate effectively with our internal and external partners to garner relationships, brainstorm and find solutions.Performs 

challenging problem solving for creative solutionsSupport the team and grow your own skills and abilitiesInteract with university faculty to clarify descriptions of new technologies and obtain information concerning development of intellectual 

property and it commercial potentialAssists in initial evaluation of new intellectual properties, including conducting the due diligence required to ensure the university possesses unencumbered rights to such intellectual properties and, if not, 

identify and manage those encumbrances (e.g., external joint owners, revenue-sharing obligations with third parties, etc.)Manages and markets intellectual property developed by university investigators/inventors; prepares marketing 

materials. Identifies companies best suited for commercial development of intellectual property consistent with university's licensing strategy. Performs follow-up on licensing opportunities.Interacts with university faculty to clarify 

descriptions of new technologies and obtain information concerning development of intellectual property and its commercial potential.Develops policies, procedures, and strategies for assessment and management of intellectual 

propertiesDrafts and negotiates license agreements for intellectual properties in areas of biotechnology, medical devices, and copyrighted material (including software) arising from UT Southwestern's research enterprise, up to and including 

those license agreements that underpin the establishment of UT Southwestern startups. Drafts and negotiates Sponsored Research Agreements, Collaboration Agreements, Material Transfer Agreements, Visiting Scientist Agreements, Data Use 

Agreements and Confidentiality Agreements in compliance with law, Regent's Rules and UT Southwestern policy.Partner with the Business Development team to develop marketing strategies, identify potential licensees, and contacts within 

companies as they commercialize UT Southwestern assets.Actively participate in UT Southwestern, local and regional events/activities promoting innovation, entrepreneurship and intellectual property awareness.Engage and lead activities that 

promote or develop and enhance the formation of startup companies from UT Southwestern technologies.Work with the university's finance and accounting functions to ensure that the license revenue and sponsored research funding 

received through the agreements managed by the OTD are distributed in accordance with contractual obligations and university policy.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent customer service, 

interpersonal, and verbal and written communication skills.Work requires problem solving and negotiation skills.Work requires ability to utilize word processing and spreadsheet software.Work requires ability to utilize spreadsheet 

software.Work requires various media venues and personal contact with all levels of internal and external personnel and organizations.Work requires the ability to plan and organize work in logical and efficient manner.Working 

ConditionsWork is performed primarily in a general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an 

equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

COMMUNICATION ADMINISTRATOR II 9103 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D3 Prof Svcs-IR InfraServices TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

a Telecommunication, Computer Science, technical field or equivalent with four (4) years work experience in a Siemens Enterprise ACD environment, including ACD design, ProCenter/Contact Center design and configuration, problem 

identification and resolution OR High School diploma or GED equivalent with eight (8) years experience in the above mentioned areas. Requires experience and expertise with telecommunications systems (PBX,IP/TDM, call center, adjuncts and 

integration of quality monitoring systems with telephony solutions).  Job Duties  Works with other technical members to design, review, analyze and maintain the voice communication systems.       Assist in the gathering of business 

requirements to support call center initiatives and work closely wiht clinics, hospitals and other business operations to evaluate and propose new technologies and improvements.     Provide infrastructure support and testing for system 

patching, hardening and hardware/software upgrades, system updates and break/ fix activities.      Provide training to customers on software features and services.        Comply with all infrastructure process and procedures and escalate all 

issues as quickly as possible.       Ensures uninterrupted access to all voice telecommunication features including voicemail, ACD, or PBX systems.       Configure and support Voice and Screen Capture quality monitoring.        Act as custodian of 

ACD, Contact Center and IVR Systems.        Implement New Call flows and redistribute IVR Channels as and when required.       Responsible for continuous function of monitoring ACD and IVR performance.       Performs other duties as assigned.        

x          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMMUNICATIONS ANALYST 9102 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3D6B Prof Services-IR Support Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates degree in 

a Telecommunication, Computer Science, or technical/vocational certification or equivalent with two (2) years work experience in support of unified communications in an IT environment, OR High School diploma or GED equivalent and four (4) 

years work experience in support of unified communications in an IT environment.System administration experience in a large digital voice communications environment and some working experience with data and wireless communications 

preferred. Working experience with Siemens PBX HiPath switch, OSV, servers and voice messaging systems are preferred.  Job Duties  Works under moderate supervision to provide communications technical support and troubleshooting 

assistance for the university, hospitals and clinical personnel and staff including support for enterprise wide area network for voice and data with resolution of problems to assure service levels are achieved; maintain a customer-centric focus 

to ensure that quality customer service and support is the top priority goal.1.Confer with telephone users and vendors to determine the most efficient software design for call handling and call processing.  Compile user requirements into 

telecommunications proposals and service orders for implementation.2.Configure telephone system software using various applications on multiple platforms. Configure necessary translations for integration and uninterrupted service when 

moving users between telephony platforms.3.Develop and write procedures for configuration, testing, use and troubleshooting of communications hardware and software.4.Diagnose and troubleshoot basic telephone and data failures; 

dispatch unresolved issues to the appropriate personnel for resolution; process electronic orders for entry level moves, adds and changes.5.Plan and coordinate small departmental moves and small construction projects; update analysts and 

databases as needed; maintain information database and documentation.6.Coordinate with project teams for medium to large telecommunication system installations.  Meet with customers to compile user requirements and communicate 

them to the project implementation team.7.Provide project budget allocations for phone activations, cable pulls, access points, etc.  Communicate potential budgetary issues with primary project coordinator/manager.8.Provide timely updates 

to project team and/or database regarding status of assigned project tasks.9.Provide end user training to customers on software features and functionality.  Provide onsite end user support for medium to large project implementations.  

Conduct final walkthroughs with customers upon project completion.10.Generate and process service tickets in accordance to departmental service levels; clearly document all customer issues and their resolution; follow all infrastructure 

process and procedures and escalate all customer issues as quickly as possible.11.Perform weekly uploads of phone configuration database into phoneguide live program.12.Complete all documentation associated with assigned projects in a 

timely and accurate manner.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMMUNICATIONS SPECIALIST 8677 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  A Bachelor's degree.  

One year of experience in public relations and working with the media.  Two years of specific writing experience.    Job Duties  Finds and develops stories on specific topics and writes news releases or articles for internal publications.       Pitches 

these stories to local and national reporters.        Maintains close working relationships with major local reporters, editors, and feature writers who cover medicine and science to ensure frequent coverage of UT Southwestern's research and 

clinical care activities.     Writes quality magazine stories for annual magazine/annual report or other magazines as assigned, submitting story ideas for magazine with art/photo possibilities. Also gathers and writes monthly newstips from 

assigned clinical areas.     Arranges for and oversees taking of still and motion pictures to supplement news releases and internal publications.       Acts as guide for reporters and photographers.        Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMMUNICATIONS SPECIALIST SR 8674 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H9B

Prof Services-Comm & 

Mkting Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree.  

Minimum five years' experience in journalism or public and media relations, including at least two years of writing experience.Experience with health care, medical, and scientific content a plus. Job Duties  1.  Elevates the UT Southwestern 

brand through strategic planning and execution of proactive media and public relations.2.  Identifies and writes newsworthy stories and communications for news releases, magazine articles, newsletters, web copy, brochures, and other 

materials for internal and external publications and websites to meet assigned goals. Knowledge of AP style guidelines required.3.  Successfully pitches and places stories in traditional print, online, and broadcast media venues, social media 

outlets, blogs, and targeted scientific and medical publications, to meet assigned goals.4.  Provides media training, media prep, key messaging and other advice and support to Medical Center personnel for media and other appearances; 

provides media and other escorts; assists in planning and executing press conferences, media events, community and internal presentations and conferences, and other events as needed; and assists with issues, emergency, and crisis 

communications as needed.5.  Identifies, assigns, and manages photos, videos, and graphics affiliated with stories; works with editors and print and web designers to ensure appropriate presentations; conceives, produces, and assists in audio-

visuals, such as videos, audio podcasts, and presentations for exhibits.6.  Develops and maintains media contact list and media placement database; manages content production database; develops and tracks ROI for campaigns; and handles 

security-sensitive, legal and privacy communications.7.  Develops media outreach strategy and communications plans; evaluates and advises on media and Public Relations opportunities; leverages content and messaging across UT 

Southwestern communications platforms to meet goals and other objectives in support of brand management and messaging.8.  Develops and manages close working relationships with major local, regional, national and international 

reporters, editors, and feature writers to ensure frequent coverage of UT Southwestern's research, educational, and clinical care activities.9.  Builds positive relationships with faculty, leadership, staff, and community leaders, and fosters 

collaboration and teamwork among the Communications, Marketing and Public Affairs staff.10.  Performs other duties as assigned, including on-call duties and off-campus activities as needed.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMMUNITY OUTREACH COORDINATOR - MONCRIEF 6046 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business, healthcare administration, marketing, communications, or related field, and two (2) years of related experience, preferably in a healthcare environment.Ability to speak/read/write Spanish preferred, but not required. Job Duties  

1.Supports and assists with the community outreach endeavors for various oncology programs including, but not limited to, the breast & cervical screening program, colon cancer screening program, and survivor & support services.  Works 

under supervision of the Community Outreach Manager at the Moncrief Cancer Institute in implementing program strategies and goals.2.Assists in development and/or promotion of various projects, programs and special events related to 

community outreach and the community identity of the Moncrief Cancer Institute, including the mobile clinic.  Develops and/or oversees marketing and public relations activities for all screening events.3.Reviews county and community data 

for service area.  Uses data to determine appropriate locations for mobile screening units.4.Travels extensively (up to 60%) to current and prospective outreach locations throughout the North Texas region, including hospitals and clinics, to 

build and maintain collaborative working  relationships with healthcare providers and other community partners, as well as targeted referring physicians.5.Assists with patient recruitment efforts for the breast health program and the 

community survivorship program.6.Interacts with oncology patients and family members while explaining available breast health and survivorship services.7.May deliver informational/educational programs for patients, family members, 

and/or the public.  Attends a variety of outreach events throughout the region.8.Provides input and assists with the development of materials & resources necessary for program implementation and evaluation.9.Coordinates and maintains 

social media and marketing efforts related to assigned oncology programs and survivorship & support services.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

COMMUNITY OUTREACH COORDINATOR - POPULATION SCIENCE 6047 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H9

Prof Services-Comm & 

Mkting Jr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title6047- Population Science Community Outreach 

Coordinator  SalarySalary Negotiable Job SummaryWork under moderate supervision to support and assist with community outreach endeavors for Population Sciences.Experience and EducationBachelor's degree in business, healthcare 

administration, marketing, communications, or related field. Two (2) years of related experience, preferably in a healthcare environment or six (6) years of related experience, preferably in a healthcare environment. Experience may be 

substituted for education.Job DutiesSupport and assist with the community outreach endeavors for various Population Science programs including, but not limited to, the Community Research Registry, Spanish Language Validation Resource 

Committee, and Community Advisory Panels.Assist with the development and/or promotion of various projects, programs, and special events related to community outreach and the community identity of the Department of Population and 

Data Sciences.Travel to current and prospective outreach locations throughout the North Texas region to build and maintain collaborative working relationships with community partners.Assist with recruitment efforts and interact with 

community members while explaining available Population Science Programs and research opportunities.Deliver information/educational programs for community members, and/or the public. Attends a variety of outreach events throughout 

the region.Provide input and assist with the development of materials and resources necessary for Population Science project implementation and evaluation.Coordinate and maintain social media and marketing efforts related to assigned 

Population Science programs and support services.Supervise staff by orienting, training, and giving ongoing feedback and assist in development of work plans. Meet regularly to ensure timelines are met; make suggestions to improve workflow 

and reporting.Assist with developing and submitting proposals (specific to budget and staffing needs). Assist with synthesizing and presenting findings.Knowledge, Skills & AbilitiesStrong interpersonal, organizational, and decision-making 

skillsExcellent writing, proofing, and editing experience, knowledge of English and Spanish grammarKnowledge of medical terminology a plusExcellent written/verbal communication/presentation skillsWork requires ability to prioritize and 

organize work to meet deadlinesWork requires ability to attend meetings and events scheduled outside the standard work dayWorking ConditionsWork is performed primarily in a general office space.Any qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 

51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMMUNITY OUTREACH SPECIALIST 6060 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3H9

Prof Services-Comm & 

Mkting Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in pre-

health or public health related field or high school diploma or equivalent and 4 years of related experience, preferably in a healthcare environment. Ability to speak/read/write Spanish preferred.Job DutiesThis position works under close 

supervision to provide administrative functionsto support theday to day operations of the community outreach function in the department. Maintains community data for catchment area.Assists in the development and/or promotion of 

various projects that further the mission of reducing health disparities via community outreach and engagement.Performs administrative functions to support departmental community outreach and engagement efforts. Duties include but not 

limited to procurement of materials and supplies, timekeeping, responsibility for meeting logistics, daily support of community inquires, and expense tracking.Maintains community data and contact information for catchment area. 

Responsible for development of tracking systems for community outreach as well as ongoing maintenance and metrics.Delivers informational/educational programs for patients, family members, and/or the public.Assists in building and 

maintaining collaborative working relationships with healthcare providers and other community partners.Supports and assists with patient recruitment for community outreach programs.Assists in development and/or promotion of various 

projects that further the mission of reducing health disparities via community outreach.Attends and represents organization at various health fairs and community events.Performs other duties as assigned.Knowledge, Skills & AbilitiesCapable 

of prioritizing multiple projects with strong attention to detail, accuracy and deadlines. Possess strong interpersonal skills.Excellent written/verbal communication/presentation skills.Professional appearance and demeanor.Proficient in 

Microsoft Office, Excel and Powerpoint.Knowledge of community health issues related to cancer prevention, screening, treatment and survivorship is preferred.Working ConditionsWork is performed primarily in general office area. Be able to 

travel within the North Texas region. Ability to attend evening and weekend events.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPENSATION ANALYST 9541 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3H29 Prof Services-Comp Anlys Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree or 

equivalent experience and minimum of 2 years of job-relatedexperience.Job DutiesMaintains the survey analysis system and the third party salary survey submissions.In conjunction with consultants, benchmarks and matches jobs to third 

party surveys and UT System components.Develops and revises job descriptions.Gathers and analyzes data regarding individual title/salary change requests.Formulates recommendations regarding individual title/salary actions.May consult 

with client managers to address compensation issues and develops solutions using sound compensation practices in a timely manner.Functions as project coordinator for Rewards and Recognition Programs.Assists consultants with special 

projects as needed.Peforms other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPENSATION CONSULTANT 9540 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H29 Prof Services-Comp Anlys Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree or 

equivalent experience and a minimum of four (4) years of job-relatedexperience. Certified Compensation Professional (CCP), Professional in Human Resources (PHR), or Senior Professional in Human Resources (SPHR) certifications preferred.Job 

DutiesMaintains survey database by performing benchmark matching and data submission and by influencing survey committees to enhance survey contents with updated information.Supports clients during the Annual Merit Planning 

process by developing accurate client spreadsheets, amending as necessary, rolling up expenditures, and performing analysis as directed.Compiles analytical interpretation of competitive compensation data through sourcing survey 

information both formally and informally.Assists with developing recommendations for job leveling, salary structure movement and job family design using internal compensation information and practices, and external market data.Consults 

with client managers to address compensation issues and develops solutions using sound compensation practices.Maintains and edits Classified Employee Pay Plan. Maintains HRMS and job descriptions databases.Participates in ad hoc 

compensation projects.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPENSATION CONSULTANT LEAD 9553 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H30 Prof Services-Comp Anlys Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal direction to 

provide professional and technical expertise in the planning of compensation projects and programs. Leads large-scale compensation projects and design analysis; and provides leadership, mentoring and technical expertise to the department. 

Researches and analyzes emerging trends, best practices and designs, costs and recommends program changes. Experience and EducationRequiredBachelor's degree in Human Resources, Business Administration, or a related field and seven (7) 

years of experience with at least two (2) years of progressive, professional experience in compensation program design, implementation, and administration. PreferredCertified Compensation Professional (CCP) or PHR or SPHR certification. 

Work Experience with data analytics software and HCM applications such as PeopleSoft or MarketPay/Payscale. Working knowledge of the healthcare industry and complexities of developing and administering compensation programs in an 

academic healthcare setting. Experience within a matrixed environment in project management or change management.Job DutiesCompensation Lead and Subject Matter Expert for one or more institutional areas (e.g., Hospital, University, 

Research, Business Affairs, Executives, etc.).Leads large-scale and complex compensation projects (e.g., job architecture, career and reward framework, salary structure design, technology implementation and optimization, etc.) with overall 

accountability for completing projects on-time and on-budget.Leads upgrade and development of compensation software systems and platforms. Develops tools, reports, and highly complex queries. Serves as primary resource for modeling 

compensation programs and mentoring professionals on the analytical process. Conducts extensive qualitative/quantitative analysis on overall structure and pay programs including market analysis, cost/benefit analysis, compliance, and 

organizational impact. Identifies and recommends best practices for compensation programs.Assists in developing and implementing compensation strategies to improve operational processing and productivity.Assists in training or job 

orientation of newly employed and/or assigned professional staff members.May supervise Compensation staff team members and/or have dotted line oversight. May provide coaching, training, and mentoring, manage performance, and 

determine staffing needs.Provides backup assistance to Compensation Manager.Works collaboratively with all UT Southwestern administrative support functions, e.g., Audit, Compliance, Legal, Finance, Information Resources, etc., as well as 

the UT System and State Auditor's Office. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of compensation strategies, theories, best practices, and regulations.Work requires the ability to consult, drive 

and lead organizational change in a dynamic environment.Work requires excellent verbal, written, and interpersonal communication skills.Work requires advanced Microsoft Office (Word, Excel, Outlook, PowerPoint, Access, and Project) 

skills.Work requires the ability to manage complex projects in a large complex academic medical center.Work requires strong analytical skills with high attention to detail and accuracy.Work requires solid to expert knowledge of FLSA and Wage 

and Hour laws.Work requires proven skills managing high volume of small projects in parallel with strategic longer term projects.Work requires strong consultative skills to work with all levels of management in a relationship driven 

organization.Work requires the ability to balance conceptual thinking with the delivery of results. Work requires the ability to function independently with a high level of autonomy and discretion. Work requires the ability to clearly and 

concisely present information of complex nature. Work requires the ability to develop and foster key business relationships with members of executive and leadership teams. Working ConditionsWork is performed primarily in general office 

area. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

COMPENSATION CONSULTANT SR 9539 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H30 Prof Services-Comp Anlys Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree or 

equivalent experience and a minimum of six (6) years of job-related experience. Certified Compensation Professional (CCP), Professional in Human Resources (PHR), or Senior Professional in Human Resources (SPHR) certification preferred. Job 

Duties  Develops recommendations for job leveling, salary structure development and job family design using internal compensation information and practices and external market information.      Manages the compilation and analytical 

interpretation of competitive compensation data through sourcing survey information formally and informally.      Consults with client managers to address complex compensation issues and develops solutions using innovative compensation 

practices in a timely manner.      Consults with clients about business goals and objectives and designs jobs and develops compensation programs and processes to support them.      Supports clients during the Annual Merit Planning process by 

developing accurate client spreadsheets, amending as necessary, rolling up expenditures, and performing ad hoc analysis upon request.     Manages the survey database by assuring benchmark matching and data submission are completed 

correctly, and by influencing survey committees to enhance survey contents with updated information.      Maintains and edits Classified Employee Pay Plan.  Maintains compensation elements in HRMS.       Leads large and complex 

compensation projects.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.



COMPLIANCE ANALYST I 9571 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3K2 Regulatory Compliance-NE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business or healthcare administration, regulatory compliance, consulting, project management or related area, as well as 1 year of professional experience. An equivalent combination of education and/or directly related experience may be 

considered in lieu of stated requirements.Job DutiesWorks under close supervision to analyze compliance effectiveness by conducting reviews of various functions and activities of UT Southwestern. Conducts segments of basic assurance 

activities to determine departmental/unit/program adherence to internal controls, education/training requirements, and compliance with established policies and procedures.Conducts basic to intermediate assurance/effectiveness reviews 

involving compliance activities in accordance with appropriate standards, metrics, established compliance plan(s) and prescribed departmental/unit/program policies.Evaluates effectiveness of compliance controls used by reviewed 

department/unit/program, as well as compliance with all applicable University policies and procedures.Provides input to and/or assists in drafting compliance reports, including development of review findings and recommendations for 

specific remedial/corrective actions.Prepares work papers to support work performed, as well as findings and recommendations included in compliance reports.Assists in investigations of alleged breaches of policy, misconduct,or other acts of 

non-compliance to determine the cause, extent of loss and mechanisms for prevention.Maintains effective working relationships with compliance personnel to achieve objectives of assurance-related assignments.Remains abreast of current 

developments in compliance.Performs other duties, as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPLIANCE ANALYST II 9570 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business or healthcare administration, regulatory compliance, consulting, project management, or related area, as well as 3 years of professional experience in a compliance-related field. An equivalent combination of education and/or directly 

related experience may be considered in lieu of stated requirements.Job DutiesWorks under moderate supervision to manage and perform compliance assurance/effectiveness reviews of various functions and activities of UT Southwestern. 

Conducts basic assurance activities to determine departmental/unit/program adherence to internal controls, education/training requirements and compliance with established policies and procedures.Conducts relatively complex 

assurance/effectiveness reviews of compliance activities in accordance with appropriate standards, metrics, established compliance plan(s) and prescribed departmental/unit/program policies.Evaluates effectiveness of compliance controls 

used by reviewed department/unit/program, as well as compliance with all applicable University policies and procedures.Provides input to and assists in drafting compliance reports, including development of review findings and 

recommendations for specific remedial/corrective actions.Prepares work papers to support work performed, as well as findings and recommendations included in compliance reports.Assists in investigations of alleged breaches of policy, 

misconduct or other acts of non-compliance to determine the cause, extent of loss and mechanisms for prevention.Maintains effective working relationships with compliance personnel to achieve objectives of assurance-related 

assignments.Remains abreast of current developments in compliance.Develops and maintains compliance-related education and training materials and, when necessary, conducts training sessions on compliance-related topics.Performs other 

duties, as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPLIANCE ANALYST III 9576 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business or healthcare administration, regulatory compliance, consulting, project management, or related area, as well as 5 years of professional experience in a compliance-related field. Compliance Certification preferred.Job DutiesServes as 

team leader and project manager while conducting complex assurance/effectiveness reviews or other department projects, including the establishment of goals, objectives, timelines and quality measures for the team's work and 

deliverables.Conducts complex assurance/effectiveness reviews of compliance activities in accordance with appropriate standards, metrics, established compliance plan(s) and prescribed departmental/ unit/ program policies.Evaluates 

effectiveness of compliance controls used by reviewed department/unit/program, as well as compliance with all applicable University policies and procedures.Prepares compliance reports and is capable of providing supporting evidence and 

defend the findings and recommendations made regarding identified compliance deficiencies or gaps.Assists in investigations of alleged breaches of policy, misconduct other acts of non-compliance to determine the cause, extent of loss and 

mechanisms for prevention.Maintains effective working relationships with compliance to achieve objectives of assurance-related assignments.Remains abreast of current developments in compliance.Develops and maintains compliance-

related education and training materials and, when necessary, conducts training sessions on compliance-related topics.Performs other duties, as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPLIANCE AUDITOR 9186 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under close 

supervision to provide professional auditing skills in the conduction of audits of various functions and activities of UT Southwestern. This role will work with the selected third-party Internal Audit partner to conduct less complex auditing 

assignments or segment of more complex audit to determine effectiveness of internal controls and compliance with established policies and procedures.Experience and EducationBachelor's degree in Business, Healthcare Administration, or a 

related field is required; two (2) years of related professional experience required. Experience working with a healthcare entity is preferred. Completion of the Certified Internal Auditor, Certified Public Accountant, or Certified Information 

Systems Auditor preferred within a 2 year period from hire.Job DutiesConducts less complex audits or parts of larger audits involving accounting, financial, and operational activities in accordance with appropriate accrediting standards and 

prescribed departmental policies.Evaluates effectiveness of management controls surrounding activities under audit and their compliance with all applicable university policies and procedures.Provides input for, and assists in, drafting of audit 

reports, including development of audit findings and recommendations for specific remedial actions.Prepares work papers to support work performed, findings, and recommendations included in audit reports.Assists or conducts investigations 

of alleged theft, misuse of funds, or other defalcations to determine their cause, extent of loss, and means of prevention.Maintains effective working relationships with internal audit and third-party Internal Audit partner personnel to achieve 

objectives of auditing assignments.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to ensure adherence to all policies and procedures of university.Work requires ability to effectively interpret and apply 

organizational policies, procedures, and systems.Work requires proven supervisory, customer service, written and verbal communication skills. Effective negotiating skills to communicate and interact with senior management team 

physicians.Work requires proven ability to handle multiple complex assignments. Planning and problem skills with results driven solutions.Work requires knowledge of personal computers.Work requires ability to plan, organize, coordinate, 

and supervise work of employees as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to work with 

confidential information as appropriate.Working ConditionsWork is performed primarily in general office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

COMPLIANCE CONTENT EDITOR 9187 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3K1 Regulatory Compliance Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Editor is responsible for ensuring the 

accuracy and quality of the Office of Compliance and Internal Audit's written materials. Responsible for planning and creating all written materials, including the materials for the Executive Compliance Committee and the Audit Committee. A 

few of the main duties of the Editor are editing copy and improving on it, partnering with personnel to create high-quality, comprehensive materials, identifying ways to improve the flow of materials, and advising personnel on content 

pieces.Experience and EducationBachelor's degree in English, journalism, or relevant study. Two (2) years of experience in professional writing and/or editing required, with a preference in the healthcare space. Demonstrates excellent verbal 

and written communication skills and proofreading skills, and ability to communicate complex concepts at comprehension levels appropriate to groups across campus. Has strong analytic abilities and demonstrates wise independent 

judgement, detail-oriented and a strategic thinker.Job DutiesResponsible for editing reports, memos, letters, and other Office of Compliance and Internal Audit documents.Produces website content and informational materials.Delivers high-

quality, polished content to provide stakeholders with the necessary information.Performs reviews of Audit Committee materials, investigation reports, audit reports, and patient letters produced by personnel within the Office of Compliance 

and Internal Audit to ensure professional standards are met. Ensures compliance with the Office of Compliance and Internal Audit corporate branding requirements.Assists with the creation, storage, protection, retrieval, and retirement of 

templates.Maintains effective working relationships with personnel to achieve objectives of report assignments.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to ensure adherence to all policies and 

procedures of university.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires proven supervisory, customer service, written and verbal communication skills. Effective 

negotiating skills to communicate and interact with senior management team physicians.Work requires proven ability to handle multiple complex assignments. Planning and problem skills with results driven solutions.Work requires 

knowledge of personal computers.Work requires ability to plan, organize, coordinate, and supervise work of employees as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of 

internal and external personnel and organizations.Work requires ability to work with confidential information as appropriate.Working ConditionsWork is performed primarily in general office environment.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

COMPLIANCE COORDINATOR 9578 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business or healthcare administration, regulatory compliance, consulting, project management, or related area, as well as five (5) years of experience with complex regulatory and compliance environments.  Certification in HealthCare 

Compliance (CHC) or similar certification or credential preferred. Job Duties  1.Coordinates day-to-day management of compliance investigation process including: a) Evaluates concerns/issues reported and assigns cases to the appropriate 

investigating office; b) Ensures timely resolution and complete documentation of investigations; c) Responds to data requests under the Freedom of Information Act or in regards to potential/actual litigation; d) Maintains a database of all 

reported compliance issues/concerns/allegations and e) Ensures metrics are accurate, monitored, and reported to mgmt. regularly, at least monthly.2.Coordinates with or assists the Manager and/or Compliance Officer in preparing status and 

operational monitoring reports for senior management and Compliance Committees.  Compiles data and analyzes for accuracy; identifies any trends or issues and brings to Manager's attention. (ECC packet, etc.)3.Coordinates, participates in, 

or executes compliance audits and due diligence activities, as assigned, to thoroughly review specific functional areas of the organization for compliance with applicable laws, regulations, policies and procedures.4.Assists in the development, 

review, and update of policies and procedures. Proactively evaluates policies and procedures against regulatory requirements; submits recommendations for new policies; edits policies and procedures as needed to meet regulatory 

guidance.5.Conducts research, analyzes and interprets laws, regulations, guidelines, contracts, policies and procedures, and other resources/documentation in order to serve as a lead resource for online presence and compliance questions.6.As 

appropriate, conducts independent investigations.  This includes developing and executing all phases of a plan of investigation including reviewing and analyzing data, information and records; conducting interviews; and drafting findings and 

conclusions.7.Creates or assists in the development of compliance or specialized departmental training relative to operational processes and/or compliance with laws and regulations, as needed. Works with Manager and functional unit 

leadership to ensure effective and timely delivery of training, and the appropriate documentation of such training.8.Provides assistance with compliance awareness campaigns, initiatives and events.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPLIANCE INVESTIGATOR 9188 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H3

Prof Services-HR-Emp 

Relations PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Investigator is tasked with assisting 

in the conduction of prompt, equitable and impartial investigations of alleged non-compliance with federal and state laws and University policies and procedures. The Investigator is responsible for assisting with effective case management of 

reported concerns and conducts workplace investigations with the goal of ensuring institutional compliance with applicable laws and regulations. The Investigator also assists the Office of Compliance and Internal Audit leadership team in 

developing and facilitating appropriate educational programming and outreach activities to all students and employees on campus. Provides guidance to other compliance professionals. Assists in initiatives that require high-level oversight 

with general instruction provided on new or more complex compliance or internal audit work by the AVP of Compliance and Internal Audit Operations.Experience and EducationBachelor's degree in business administration, healthcare 

administration, criminal justice field, or relevant study. Master's degree in related field or Juris Doctor preferred. Three (3) years of related compliance experience, inclusive of at least one (1) year of experience in the healthcare regulatory space 

required. Background in investigations and training obtained with the state or federal agency highly preferred. Demonstrates excellent verbal and written communication skills, and ability to communicate complex concepts at comprehension 

levels appropriate to target learner groups. Has strong analytic abilities and demonstrates wise independent judgement, detail-oriented and a strategic thinker.Job DutiesServes as a subject-matter expert on requirements of and compliance 

with related federal and state laws and University policies and procedures. Assists the Lead Investigator in managing the Compliance Hotline including the triage and management of cases and investigations.Assists the Lead Investigation in 

investigating and ensuring timely resolution of all reports of non-compliance involving members of the UT Southwestern community.In conjunction with the Lead Investigator, analyzes complaints, develops investigative plans, conducts fact-

finding, reviews documents, conducts related research, prepares any related correspondence, and submits confidential reports containing investigative findings.Prepares compliance dashboards and relevant work papers and communicates 

results to results to Clinical Departments, Division Administrators, and revenue cycle operations, on a routine basis.Provides direct supervision to subordinate Investigator positions, including performance appraisals, training, scheduling and 

handling various personnel issues as needed. Conducts analysis regarding methods to enhance overall compliance with regulatory guidance specific to compliance and internal audit operations.Provides input on compliance or internal audit-

related standards, policies and procedures and its related activities to prevent, detect, identify and mitigate illegal, unethical or improper conduct.Maintains effective working relationships with investigation personnel to achieve objectives of 

investigation assignments.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to ensure adherence to all policies and procedures of university.Work requires ability to effectively interpret and apply 

organizational policies, procedures, and systems.Work requires proven supervisory, customer service, written and verbal communication skills. Effective negotiating skills to communicate and interact with senior management team 

physicians.Work requires proven ability to handle multiple complex assignments. Planning and problem skills with results driven solutions.Work requires knowledge of personal computers.Work requires ability to plan, organize, coordinate, 

and supervise work of employees as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to work with 

confidential information as appropriate.Working ConditionsWork is performed primarily in general office environment. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

COMPUTATIONAL BIOLOGIST I 4420 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3E2 Prof Research-Biologist RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryPerform professional work in support 

of scientific research using technical knowledge of software, software development, networking, and/or hardware in a complex computing environment. Subject matter expert in multiple areas of computing technology, and specific knowledge 

of molecular biology and genetics. Works collaboratively with Principal Investigator ("PI") to determine the most suitable computational methods and tools to analyze large-scale biological data sets. Prepare reports for presentation or 

publication. Responsible for assisting PI in meeting the system needs for multiple research projects and/or labs. Experience and EducationMaster's degree in Computer Science or a related field of biological science. Bachelor's degree in 

Computer Science or a related field of biological science, and two (2) years related research experience in bioinformatics and computational biology.Job DutiesManage research laboratory computer hardware and software programming and 

maintenance. Ensure existing systems meet the continuing needs of the lab and/or recommend and test new systems as necessary. Perform complex data analysis related to specialized research methodologies and results as assigned by the PI. 

Develop and/or modify software to support new and ongoing research projects. Resolve hardware, software, and network issues in support of the lab. Develop and maintain complex databases to support new and ongoing research projects. 

Train laboratory staff in the use of pertinent research systems. May specialize in bioinformatics, software development, network administration, or hardware/software maintenance. Perform other duties as assigned.Knowledge, Skills, & 

AbilitiesWork requires knowledge of computer technology (hardware, software, and programming) and basic knowledge of molecular biology or genetics or related biological science field. Work requires ability to communicate directly with 

software/database developers.Work requires ability to communicate and work with academic faculty, design creative solutions, both short and long run for software development needs in a bio and medical informatics functional area.Work 

requires excellent planning and organizational skills.Work requires excellent interpersonal and leadership skills.Work requires ability to prioritize work and meet deadlines.Work requires telephone and personal contact with all levels of internal 

and external personnel and organizations.Work requires minimal physical exertion.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require 

prior approval of Vice President of Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPUTATIONAL BIOLOGIST II 4421 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3E2 Prof Research-Biologist RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Ph.D. in Computer 

Science or a related field of biological science, thesis work in bioinformatics and computational biology.    Master's degree in Computer Science or a related field of biological science, and two (2) years related research experience in 

bioinformatics and computational biology.   Bachelor's degree in Computer Science or a related field of biological science, and four (4) years related research experience in bioinformatics and computational biology.    Job Duties  Perform 

professional work in support of scientific research using technical knowledge of software, software development, networking, and/or hardware in a complex computing environment. Subject matter expert in multiple areas of computing 

technology, and specific knowledge of molecular biology and genetics.    Manage computer hardware and software programming and maintenance for one or more research laboratories.  Ensure existing systems meet the continuing needs of 

the labs and/or recommend and test new systems as necessary.     Perform or direct others to perform complex data analysis related to specialized research methodologies and results.  Manage assigned research projects with minimal input 

from the Principle Investigator.     Develop and/or modify software to support new and ongoing research projects.       Resolve hardware, software, and network issues in support of the laboratory.       Oversee the development and maintenance 

of complex databases to support new and ongoing research projects.       Prepare research reports for presentation, and assist with preparation of manuscripts for publication.       May specialize in bioinformatics, software development, 

network administration, or hardware/software maintenance.       Perform other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

COMPUTATIONAL BIOLOGIST III 4422 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3E2 Prof Research-Biologist RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Ph.D. in a related 

field of science or technology, and four (4) years related research experience in bioinformatics and computational biology.   Master's degree in Computer Science or a related field of biological science, and six (6) years related research 

experience in bioinformatics and computational biology.   Bachelor's degree in Computer Science or a related field of biological science, and eight (8) years related research experience in bioinformatics and computational biology.    Job Duties  

Perform professional work in support of scientific research using technical knowledge of software, software development, networking, and/or hardware in a complex computing environment.  Subject matter expert in multiple areas of 

computing technology, and specific knowledge of molecular biology and genetics.    Collaborate with Principle Investigator ("PI") to identify and develop new concepts and programs for data collection and analysis. Use expert knowledge to 

develop new methods and techniques for obtaining solutions.     Perform, or direct others to perform, complex data analysis related to specialized research methodologies and results.       Manage assigned research projects with minimal input 

from PI. Direct projects with undefined time lines and uncertain outcomes, requiring analysis from multiple perspectives.      Use bioinformatics tools and related laboratory and public databases to support research objectives.       Oversee 

development of software to support new and ongoing research projects.       Oversee resolution of hardware, software, and network issues in support of laboratory objectives.       Oversee the development and maintenance of complex 

databases to support new and ongoing research projects.       Oversee the training of laboratory staff in the use of pertinent research systems.       Prepare research reports for presentation, and assist with preparation of manuscripts for 

publication.       May specialize in bioinformatics, software development, network administration, or hardware/software maintenance.       Perform other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPUTATIONAL RESEARCH SCIENTIST 4492 N 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 3E6C

Prof Research-Computation 

Sci PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryLeads the design and implementation of 

High-Performance Scientific Computing infrastructure in clinical and/or basic research. Experience and EducationPhD. in Computer Science, Electrical Engineering, or related field and two (2) year's experience in software 

development/engineering and/or HPC systems management. M.S. in Computer Science, Electrical Engineering, or related field and four (4) year's experience in software development/engineering and/or HPC systems management. Job 

DutiesDesign and implement the high-performance scientific computing infrastructure for UT Southwestern's clinical and basic research, including software applications, workflows, servers, databases, long-term and short-term storage 

solutions, and cloud servicesServe as a domain expert for research and industry collaborations on biomedical computational methods, algorithms and platformsLead and develop proof-of-concepts (PoCs) for solutions applied to biomedical 

and clinical science use-cases by working closely with industry collaborators; Build collateral (notebook/code) for PoCsDesign, develop, implement and optimize algorithms and scientific workflows for high dimensional data in biomedical and 

clinical sciencesDevelop software and methods to explore, analyze and visualize biological data sets including genomic, imaging and protein structure dataDemonstrate and craft applications of cutting-edge visual computing technologies and 

connect them to core infrastructureReport research results in journal articles, conference papers, and technical manualsContribute to formulation of policies to maximize scientific productivity of the UT Southwestern high-performance 

computing infrastructureMentor and train BioHPC team membersSupport faculty and students in adapting computational strategies to the specific features of the HPC infrastructure. Working with a range of systems and technologies such as 

compute cluster, parallel file systems, high speed interconnects, GPU-based computing and data servers.Train users on the application and usage of computational systems to help accelerate the pace of scientific discoveryPerforms other 

duties as needed.Knowledge, Skills & AbilitiesWork requires proficiency in methods of software code design and implementation, using state-of-the-art programming languages.Work requires proficiency in common computer operating 

systems.Work requires considerable knowledge of hardware and software technology commonly integrated in high-performance computing infrastructures.Work requires familiarity with database design and query, using state-of-the-art 

languages to access databases Work requires accuracy and exercise of considerable judgment.Work requires ability to identify and clarify for themselves and others individual responsibilities and objectives within the framework of the common 

goal.Work requires excellent communication skills with HPC team members and users. Working ConditionsWork is performed in general office environment.

COMPUTATIONAL SCIENTIST 4423 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3E6C

Prof Research-Computation 

Sci RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Computer Science, Engineering, Physics, or other field related to biomedical and computational research. Experience with HPC and/or demonstrated success in publishing computational science results is a strong plus. Master's or PhD 

preferred.Job DutiesSupport faculty and research staff in adapting computational strategies to the domain specific needs of the research lab. Working with a range of systems and technologies such as high-performance compute cluster, 

parallel file systems, high speed interconnects, GPU-based computing, and database servers. Develop software and methods to explore, analyze and visualize data from a wide range of complex biological and biomedical data sources (e.g., 

genomic, imaging, protein structure, etc.). Participate in the design and execution of collaborative research studies in biomedical science. Assist research team with the application and usage of computational systems to help accelerate the 

pace of scientific discovery. Performs other duties as needed.Knowledge, Skills, & AbilitiesWork requires ability to be an effective communicator, capable of determining how best to correspond with different audiences and executing 

communications based on in depth understanding of projects.Work requires ability to be action oriented and eager to take on new opportunities and challenges with effective prioritization, high energy, and enthusiasm.Work requires ability to 

adept at planning and prioritizing work to meet commitments with a keen eye for important detail . Work requires knowledge and documented practical experience in a range of molecular and cellular biology techniques.Working 

ConditionsWork is performed in general office environment or lab.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

COMPUTATIONAL SCIENTIST-BIO-HPC 4439 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3E6C

Prof Research-Computation 

Sci RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThe research computing 

infrastructure for UT Southwestern Medical Center is the Biomedical High Performance Computing (BioHPC) resource that includes an HPC cluster containing conventional and GPU-based nodes for parallel computing, large-scale data storage, 

and integration of HPC with high-performance desktop workstations. The Computational Scientist - BioHPC will work on the daily operations of the HPC system, provide user support and training, and collaborate on high-end computational 

research projects. Experience and EducationBachelor's degree in Computer Science, Engineering, Physics, or other field related to biomedical and computational research. Experience with HPC and/or demonstrated success in publishing 

computational science results is a strong plus. Master's or PhD preferred. Job DutiesSupport faculty and research teams from all BioHPC member departments at UTSW in adapting computational strategies to the specific features of the 

BioHPC infrastructure. Work with a range of systems and technologies such as compute cluster, parallel file systems, high speed interconnects, GPU-based computing and database servers. Automation of continuous integration and 

continuous deployment (CI/CD) pipelines to deliver software in the HPC environment, including containerized environments. Develop software and methods to explore, analyze and visualize very complex and high dimensional biological and 

biomedical data sets. Design and optimize workflows for the high-performance compute environment for data collection, data integrity, stable data flow, and ensuring data security during transfer and at rest. Participate with UTSW faculty in 

the design and execution of collaborative research studies in biomedical informatics, providing expertise on the HPC environment. Interact with users to understand computational research needs and develop/deliver training on the application 

and usage of computational systems to help accelerate the pace of scientific discovery across UTSW's research community.Performs other duties as needed.Knowledge, Skills, & AbilitiesWork requires ability to be an effective communicator, 

capable of determining how best to correspond with different audiences and executing communications based on in depth understanding of projects.Work requires ability to be action oriented and eager to take on new opportunities and 

challenges with effective prioritization, high energy, and enthusiasm.Work requires ability to adept at planning and prioritizing work to meet commitments with a keen eye for important detail.Work requires knowledge and documented 

practical experience in a range of molecular and cellular biology techniques.Working ConditionsWork is performed in general office environment or lab.Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status.



COMPUTER PROGRAMMER ASSISTANT 9335 Y 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5B

Technicians-Research 

Assistant TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under direct supervision to 

assist with modifying computer programs. Experience and EducationHigh school graduation or GED plus successful completion of vocational training in computer programming and one (1) year experience in computer operation and/or 

programming.Job DutiesAssists with modifying, testing, debugging of programs, implementing, maintaining and documenting appropriate software applications.Revises, modifies and updates existing software systems according to department 

needs.Diagnoses and resolves software application problems.Consults with supervisors and reports programs and deviations affecting workload and scheduling.Prepares and maintains a variety of records and reports.May work with more than 

one operating system and with more than one programming language. Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires working knowledge of programming languages.Work requires knowledge of the principles 

and practices of business processes and basic design and development of computer programs.Work requires knowledge of personal computer hardware, software and peripheral equipment.Work requires the ability to create and modify basic 

computer programs.Working ConditionsWork is performed primarily in a general office environment.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPUTER PROGRAMMER I 9332 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED plus successful completion of vocational training in computer programming and two (2) years' experience in computer operation and/or programming, required. A Bachelor's degree in Computer Science, Information Technology, or a 

related field may be substituted for the stated vocational training and work experience. Job DutiesStudies program descriptions; prepares documentation and flow-charts; writes programs in appropriate (interpretive, compiler, or assembly) 

computer language. Test-runs programs; corrects errors resulting from incorrect programming; verifies machine-computed results.Sets up production procedures and prepares instructions to users or computer operators for running 

programs.Assists computer programmers of higher grade in preparation, modification, maintenance, and testing of more complex programs.Assists users and other programmers in use of programs and techniques as required.Performs other 

duties as assigned.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPUTER PROGRAMMER II 9331 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED plus successful completion of vocational training in computer programming and three (3) years experience in computer operation and/or programming, including at least one (1) year as Computer Programmer I or 

equivalent.   Job Duties  Defines problems presented by other programmers or users or assists research and other personnel in defining problems for computer solutions, determining methods of approach, selecting, modifying, or writing new 

programs, and structuring data formats for solution of problems.    Studies assigned program descriptions.        Writes and test-runs programs, including preparation of all levels of documentation and flow-charts, computer instructions (code) 

and test data.      Documents procedures used throughout computer program.        Checks programs for logical sequence of machine operations and proper performance.       Modifies existing programs of moderate complexity as required to fit 

new circumstances.       Assists computer programmers in developing, testing, and revising programs.       Assists users and other programmers in use of special programs and techniques as required.       Provides working supervision to 

Computer Programmers of lower grade.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

COMPUTER PROGRAMMER III 9330 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D4B Prof Svcs-IR Prog/Bus Anlys Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED plus successful completion of vocational training in computer programming and five (5) years experience in computer operation and/or programming, including at least one (1) year as Computer Programmer II or equivalent. May 

consider education in lieu of experience.Job DutiesDetermines best means of solving complex problems, performing original design analysis for methods of solution.Utilizes knowledge of systems to assist in defining problems, run 

requirements, and time and form charts.Develops general and detailed flow-charts, tables, and diagrams required for programming projects.Writes programs in appropriate (interpretive, compiler, or assembly) language and documents 

procedures used throughout each program.Develops controls and initiates tests to verify system integrity.Optimizes and improves performance of programs and subsystems.Coordinates program development with users, advising them and 

programmers of lower grade relative to use of special programs and techniques.Provides working supervision to computer programmers and computer programming assistants of lower grade.Performs other duties as assigned. **Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPUTER SCIENTIST 9334 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3D4 Prof Svcs-IR Prog/Trainer Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationM.S. in Computer Science, 

Electrical Engineering, or related field OR B.S. with demonstrated experience in leading software development projects/teams. Four (4) years post-graduation experience in software development. Job DutiesLead BioHPC technical efforts in one 

or more areas of HPC technologies such as job schedulers, high performance interconnects, parallel filesystems, cybersecurity, cluster management, VM infrastructure, networking, performance tuning, support of scientific applications, or data 

center planningDevelop and implement innovative and complex solutions for HPC research, ensuring that upgrades and changes comply with established guidelines and processesLead group projects to implement and deploy new technologies 

and servicesDesign and Develop high performance web applicationsDiagnose and resolve difficult problems in the configuration, tuning, and management of the HPC systemsResearch, evaluate, and develop new technologiesProvide project 

management leadership and technical guidance to other team membersApply in-depth HPC and Linux expertise to collaborate with stakeholders across IT and domain disciplines to expand HPC use in support of world class, cutting-edge 

scientific researchOversees and contributes to the implementation of computer code for scientific software packages, both in individual assignments and in team efforts with multiple developers.Formulates code design specifications of 

scientific software packages using state-of-the-art programming languages.Analyzes, curates, and debugs codes written by other programmers and scientists.Redesigns the logic of codes written by other programmers and scientists.Evaluates, 

analyzes and integrates existing commercial and open-source software solutions with tailored in-house software solutions.Formulates data models and oversees their implementation in databases using state-of-the-art languages to access 

databases.Oversees the integration of scientific software packages with database solutions.Designs and evaluates user interfaces to scientific software packages.Designs and evaluates web- and app-interfaces to scientific software 

packages.Performs other duties as needed.Knowledge, Skills & AbilitiesWork requires proficiency in methods of software code design and implementation, using state-of-the-art programming languages.Work requires familiarity with database 

design and query, using state-of-the-art languages to access databases Work requires accuracy and exercise of considerable judgment.Work requires ability to identify and clarify for themselves and others individual responsibilities and 

objectives within the framework of the common goal.Work requires excellent communication skills within software developer teams. Working ConditionsWork is performed in general office environment or lab.UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPUTER TRAINER I 9268 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree 

and no experience, Associate Degree in technical or related field and 1 year experience, or High School graduation or GED and 4 years experience in computer customer service.   Job Duties  Under guidance of more senior trainer and/or 

management, conducts formal classroom training for university and affiliate personnel in formal classroom environment or one-on-one training; assists in maintaining and developing supporting documentation for classes and seminars.    

Assists in developing and/or revising classes and seminars as technology and software change.       Maintains computer classrooms ensuring rooms are clean and software is properly loaded for classes; maintains supplies of forms and 

brochures.      Receives class registration forms; completes and distributes forms as appropriate; confirms registration in classes.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COMPUTER TRAINER II 9269 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree 

and 1 year of experience, Associate Degree in technical related field and 3 years of experience, or high school graduation or GED and 5 years experience in computer service.   Job Duties  Conducts formal classroom and meeting room 

presentations; provides one-on-one training and consultation; develops and maintains training and reference documents and materials for personal, hard-copy or electronic delivery.     Keeps abreast of current developments in information 

technology and recommends new or revised classes, seminars, and reference materials; makes revisions as appropriate.      Ensures classrooms and meeting rooms are appropriately prepared for events.       Keeps current all "paperwork" (hard-

copy and electronic) associated with classes, meetings, and other events.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

COMPUTER TRAINER III 9270 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3D4A Prof Svcs-IR Prog/Trainer Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree 

and 2 years of experience, Associate Degree and 4 years of experience, or High School gruaduation or GED and 6 years experience providing technical computer support to customers.    Job Duties  Conducts formal classroom and meeting room 

presentations; provides one-on-one training and consultation; develops and maintains training and reference documents and material for personal, hard copy or electronic delivery.     Keeps abreast of current developments in information 

technology and recommends new or revised classes, seminars, and reference materials; makes revisions as appropriate.      Functions in a leadership role  to the department and provides guidance to management on assigned projects.       

Ensures classrooms and meeting rooms are appropriately prepared for events.       Keeps current all "paperwork" (hard-copy and electronic) associated with classes, meetings, and other events.       Performs other duties as assigned.        x        x          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CONSTRUCTION COORDINATOR/ESTIMATOR 5069 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3I Professional Construction SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree in 

Construction Management, Architecture,  Engineering and four (4) years related estimation and project management experience or completed vocational school training as well as five (5) years experience as a project coordinator or (10) years 

in construction industry at journeyman level with (2) years experience at supervisory level. Job Duties  Performs project estimating, work scheduling, and material take off from conceptual design development and contract document plans and 

specifications.Performs architectural, mechanical, and electrical estimating.Maintains cost control procedures.Confers with design and construction team members for code requirements in accordance with UTSW policy.Generates necessary 

reports and monitors to maintain projects on time and on budget.Reviews plans and specifications prior to issuance for availability of materials; pre-orders long lead items.Coordinates with design teams to standardize materials and 

systems.Develops construction schedule in conjunction with Superintendent of Construction and Building Maintenance.Reads and interprets architectural plans and contract documents. Develops estimates for materials needed and places 

orders accordingly.Coordinates scheduling of various trades during construction phase. Knowledge of scheduling software preferred.Inspects job site on on-going basis to ensure work is being performed in timely and accurate manner.Prepares 

change orders and obtains approval from departments.Gives contractor tentative approval to proceed and then obtains final approval from management as appropriate.Acts as liaison with user to respond to concerns and obtains approval for 

any changes in plans or costs.Prepares punch list, conducts final inspection, and reviews final billing upon completion of project.Secures permits and inspections.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CONSTRUCTION ESTIMATOR SR 5015 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3I Professional Construction SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree in 

Architecture, Engineering, or Construction Management and seven (7) years related estimating or project management experience in healthcare, academic, and/or research facilities. Job Duties  Develops detailed estimates for healthcare, 

academic, and/or research facility renovation projects up to $10 million.Works with hospital physicians, researchers and investigators to understand their requirements and to develop detailed scopes of work, schedules, and cost 

estimates.Works with internal design team and external consultants to develop project scopes.Works with construction project managers and contractors to ensure project constructability.Develops renovation project unit costs, historical 

costs and schedules.Manages, organizes, and/or bid and proposal process.Reads, quantifies, and analyzes construction documents in all trade disciplines.Prepares budget comparisons between current and previous estimates.Provides 

improvement recommendations to cost estimating procedures to reduce future discrepancies between estimated and actual costs.Identifies cost trends to assist management in cost reduction and process improvement efforts.Performs 

architectural, mechanical, and electrical estimating.Prepares manpower requirements by craft and follows progress weekly.  Maintains cost control procedures.Confers with design and construction team members. Demonstrates proficiency 

with CADD and computerized estimating and cost systems. Knowledge of Project Management software preferred.Generates necessary reports and monitors to maintain projects on time and on budget.Reviews plans and specifications prior to 

issuance for availability of materials; pre-orders long lead items.Coordinates with Design to standardize materials and systems.Provides working supervision to other staff members as needed.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CONSTRUCTION PROJECT COORDINATOR 5067 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3I Professional Construction SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

Diploma, vocational school or GED equivalent, and five (5) years experience in construction industry at journeyman level, and 2 years experience at supervisory level.    Job Duties  1.  Develops construction schedule in conjunction with 

Production Control, Building Managers, and leadership. Ensures accordance with policy.2.  Reads and interprets architectural plans and contract documents. Develops estimates for materials needed and places orders accordingly.3.  

Coordinates scheduling of various trades during construction phase. Knowledge of scheduling software preferred.4.  Inspects job site on on-going basis to ensure work is being performed in timely and accurate manner.5.  Prepares change 

orders and obtains approval from leadership.6.  Gives contractor tentative approval to proceed and then obtains final approval from Assistant Director as appropriate.7.  Acts as liaison with user to respond to concerns and obtains approval for 

any changes in plans or costs.8.  Prepares punch list, conducts final inspection, and reviews final billing upon completion of project.9.  Secures permits and inspections.Performs other duties as assigned.          **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CONSTRUCTION PROJECT COORDINATOR SR 5079 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 6B DO NOT USE SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under general supervision to 

provide technical expertise in on-site coordination of materials, labor, and inspections of specific construction projects. Coordinates all aspects of construction for assigned projects.Experience and EducationBachelor's degree in construction 

management, architecture, or engineering and eight (8) years' experience in construction industry at journeyman level and two (3) years' experience at supervisory level required. Job DutiesDevelops the scope of design services for architect 

and engineer contracts.Assures the accomplishment of all aspects of work orders and construction projects to meet institutional quality and performance standards. Manages the flow of all phases of projects by utilizing the principles of 

project management and computer project scheduling software. Provides thorough project estimates, which include all project associated costs. Reviews subcontractor bids for compliance with standards and specifications. Develops the total 

project cost proposal. Manages the project budget. Monitors and reports the total project cost on a regular basis. Approves change orders as appropriate with respect to need, compliance with specifications and cost rational. Approves 

monthly progress payments to contractors. Assures that appropriate safety measures are established and followed for each project. Coordinates utility outages with contractors and appropriate physical plant personnel.Performs other duties 

as assigned.Knowledge, Skills, & AbilitiesWork requires exercise of considerable judgment. Work requires contact with general contractors.Work requires knowledge of electrical, plumbing, and carpentry trades. Work may require experience as 

estimator or job superintendent.Working ConditionsWork is performed on internal and external job sites.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CONTRACT ADMINISTRATOR I 9641 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4D Office-Contracts PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

and a minimum of five (5) years' experience in contract administration, purchasing, or accounts payable including the review and understanding of legal contracts, terms, and conditions.Construction related experience preferred.      Job Duties  

1.Coordinates contracts review and execution and tracks processes to fulfillment.2.Prepares and reviews payment applications and contract items for the Capital Projects Division review and approval.3.Reviews contracts to ensure that terms 

are in accordance with UT Southwestern policies and procedures.4.Enters and tracks invoices and commitments in e-Builder or other project management software.5.Administers changes and claims for contracts.  Ensures that each assigned 

invoice  processed for payment is consistent with terms, conditions, and payment provisions of a valid contract or subcontract.6.Monitors contractors for HUB and insurance compliance in accordance with contractual requirements.7.Supports 

Project Managers to resolve contractual and invoice issues.  Participates in pre-construction conferences and meetings.8.Provides effective record keeping to ensure all contract documents are readily assessable.9.Ensures monthly meetings are 

conducted and improvements are implemented in a timely manner.10.Attends routine meetings with PMs and/or Contractors to discuss project status, billings and any other issues as it relates to the contracts or financial impact to the 

project.11.Compile and prepare year-end accruals.12.Prepare monthly reconciliations.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

CONTRACT ADMINISTRATOR II 9642 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4D Office-Contracts PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree, 

preferred, with no experience; Associates degree with 2 years administrative experience; High school diploma or equivalent with 4 years administrative experience. Job Duties1. Facilitates the sourcing and contracting of medical/surgical 

products, equipment and services for UT Southwestern in collaboration with end-users, Group Purchasing Organizations, and Contracts Management in alliance with contract compliance and expense reduction initiatives.2. Responsible for 

ongoing vendor relationship and contract management.3. Coordinates with end-users in preparation of RFX and provides direction on recommended sourcing approaches based on Contract hierarchy and federal and state regulations.4. 

Implement a Value Based selection process and positions the Office of Purchasing as a trusted advisor.5. Review transactional data to identify opportunities resulting from improved pricing and verify expected outcomes after 

implementation.6. Coordinates contracts review and execution and tracks processes to fulfillment.7. Reviews contracts to ensure that terms are in accordance with UT Southwestern policies and procedures.8. Monitors contractors for HUB and 

insurance compliance in accordance with contractual requirements.9. Provides effective record keeping ensuring that all contract documents are readily assessable.10. Compile information and respond to internal and external audit 

requests.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CONTRACTS SPECIALIST 9640 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 4D1 Office-Contracts-Exempt Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, public administration, or related field and four (4) years experience in business or public administration with emphasis on customer service in financial or contracting position. May consider additional related years of 

experience or advanced degree in lieu of minimum qualifications.Job DutiesDrafts and reviews contract documents. Revises contract language to meet legal requirements, including University policies, UT System policies, and applicable state 

and federal laws.Negotiates contract terms with other parties, which require communication with various levels of legal and business professionals as well as following up with contracting agencies.Maintains communication with University 

customers, including faculty, administration, and executive staff concerning contract negotiations, process and status. This includes follow up on pending documents.Interprets contract terms and conditions. Requests or approves amendments 

to contract terms or contract extensions.Drafts correspondence related to the contract negotiation process.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

CONTRACTS SPECIALIST LEAD 9617 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 4D2 Office-Contracts-Exempt Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, public administration, or related field and six (6) years of experience in business, finance, or public administration with emphasis on customer service. Advanced degree (J.D.) preferred.Job DutiesHas responsibilities 

performing tasks at the advanced level for the contract and agreement services.Drafts, negotiates, and reviews contracts with various agencies including state and federal government, private organizations, pharmaceutical companies and 

biotechnology companies to execute agreements satisfactory to all parties.Provides guidance and assistance to requesters and to other contracting staff as necessary for implementation and negotiation of contracts.Leads the development of 

processes and procedures, including process improvement, for the area of expertise to which the Lead is assignedCollaborates with Sourcing and Contracting staff through the negotiation of terms and conditions for procurement 

contracts.Responsible for performing contract risk assessments.Monitors status of contracts for completion.Maintains communication with University customers, including faculty, administration, and executive staff concerning contract 

negotiations, process and status.Drafts correspondence related to the contract negotiation process.Interprets complex contract terms and conditions. Familiarity with broad knowledge of the entire contracting lifecycle. Provides assistance 

gathering information needed to answer inquiries. Assists providing transactional documentation for program reports or as needed for institutional audits.May make presentations and assist training on behalf of the Director of Contracts 

Management.Provides guidance, and training for the contracting team, and supervision of Contract Administrators. Keeps abreast of, and has current working knowledge of, all statutes, regulations and policies related to the procurement and 

contracting requirements of the University.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires clear written and oral communication skills.Work requires working knowledge of 

spreadsheets and word-processing software. Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CONTRACTS SPECIALIST SR 9643 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 4D2 Office-Contracts-Exempt Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, public administration, or related field and six (6) years' experience in business or public administration with emphasis on customer service in financial or contracting position. Advanced degree (Master's or Juris Doctor) 

preferred. Will require completion of State of Texas Contract Management certification (CTCM), which may be obtained after hiring.CTCM Certification not required in Sponsored Programs.Job Duties1. Drafts and reviews contract documents. 

Revises contract language to meet legal requirements, including University policies, UT System policies, and applicable state and federal laws.2. Possesses one or more areas of specialized knowledge with respect to contract types (e.g. 

educational agreements, hospitality industry agreements, software licenses, etc.).3. Negotiates contract terms with other parties, which require communication with various levels of legal and business professionals; includes follow up on 

pending documentation to ensure timely completion of contracts.4. Maintains communication with University stakeholders, including faculty, administration and executive staff concerning contract negotiations, process and status; includes 

follow up on pending documentation to ensure timely completion of contracts.5. Interprets contract terms and conditions. Handles requests and approval processes for amendments or contract extension.6. Provides principal legal review of 

contracts. Determines need for the involvement of the Office of the Vice President for Legal Affairs in certain contracting matters, and works directly with that Office to facilitate and resolve such matters.7. Manages contracts after execution to 

ensure contractor performance compliance.8. Drafts correspondence related to the contract negotiation process.9. Participates with Supply Chain Management team members in the solicitation process prior to contract award and provides 

guidance to the evaluation team, as needed.10. Provides guidance and training for Contracts Specialists and Contract Administrators. Oversees the treatment of certain complex issues arising in contracting matters being handled by Contracts 

Specialists and Contract Administrators.11. Keeps abreast of, and has current working knowledge of, all statutes, regulations and policies related to the procurement and contracting requirements of the University.**Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



COOK U4516 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 7A1 Service-Nutri Svcs Mid Level CAMP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent preferred. Minimum one (1) year cooking experience required, preferably in high volume environment. Requires knowledge of standard cooking and sanitation methods and procedures. Must be able to read, write and communicate 

in English.Job DutiesCompletes and maintains all job performance requirements and standards as established by department specific procedures.Consistently follows production guides, menu and assemble food, supplies and equipment for 

daily preparation of salads, sandwiches and cook menu items.Supports teamwork and cooperation with co-workers in daily activities; presents constructive feedback regarding system failures and participates in resolution.Interacts positively 

and courteously with all customers (patients, visitors, vendors and co-workers in other departments) through direct interaction, telephone conversations or written materials.Performs responsibilities with adaptability to fluctuating workload 

by effectively prioritizing patient care needs.Detects and reports spoiled or unattractive food or defective supplies or unusual conditions.Follows procedures for sanitation of work area and equipment during food production. Cleans and 

sanitizes work area and equipment at end of shift.Consistently completes responsibilities and assignments in a timely manner; successfully meets goals established in previous performance appraisal.Maintains all standards as required in the 

department, and Hospital Policy and Procedure Manual.Consistently labels and dates food appropriately for sale or storage.Consistently checks equipment to ensure proper working order; reports all safety hazards.Maintains required records 

as directed, such as temperature records.Working ConditionsWork requires moderate physical effort; must be able to lift 50 pounds. Must be able to work in an environment with varying noise level, variation of temperatures and have 

exposure to a variety of kitchen equipment and tools.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COOK ASSISTANT U4519 T12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 7A Service-Nutri Svcs Entry Level ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general Supervision. 

Perform a variety of cooking duties, including preparing of hot and cold food items, handling leftovers, testing new recipes, and cleaning the kitchen.Experience and EducationHigh school diploma or equivalent preferred. Food prep experience 

in a foodservice operation, preferably in a high-volume environment, preferred. Must be able to read, write and communicate in English.Job DutiesCompletes and maintains all job performance requirements and standards as established by 

department specific procedures.Consistently follows production guides, menu and assembles food, supplies and equipment for daily preparation of salads, sandwiches. Consistently assembles hot food items as needed.Supports teamwork and 

cooperation with co-workers in daily activities; presents constructive feedback regarding system failures and participates in resolution.Interacts positively and courteously with all customers (patients, visitors, vendors and co-workers in other 

departments) through direct interaction, telephone conversations or written materials.Maintains HACCP & production logs. Properly temps food and documents information. Turns in logs daily to proper location.Detects and reports spoiled or 

unattractive food or defective supplies or unusual conditions.Follows procedures for sanitation of work area and equipment during food production. Cleans and sanitizes work area and equipment at end of shift.Consistently cooks or bakes 

food according to recipe. Assist Cook position as needed with cooking and prepping items. Maintain established department goal for Press Ganey of 95.Maintain a minimum score of 90 on Health Inspections.Maintain a minimum score of 90 

on quarterly Gold Check.Performs other duties as assigned.Knowledge, Skills & AbilitiesAbility to prepare and cook hot and cold food itemsKnowledge of various cooking procedures and methodsAbility to work in a teamWorking 

ConditionsWork is performed primarily in Hospital kitchen environment. Must be able to lift 50 pounds. Job requires prolonged standing and walking in addition to repetitive stooping, bending, reaching, and lifting. Work in an environment 

with varying noise level, variation of temperatures and have exposure to a variety of kitchen equipment and tools.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic 

information, citizenship status, or veteran status.

COOK II U4526 T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 7A1 Service-Nutri Svcs Mid Level CAMP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent preferred. 2 years cooking experience required, preferably in a high-volume environment. Must be able to read, write and communicate in English.Job DutiesCompletes and maintains all job performance requirements and standards 

as established by department specific procedures.Consistently follows production guides, menu and assemble food, supplies and equipment for daily preparation of salads, sandwiches and cook menu items.Supports teamwork and 

cooperation with co-workers in daily activities; presents constructive feedback regarding system failures and participates in resolution.Interacts positively and courteously with all customers (patients, visitors, vendors and co-workers in other 

departments) through direct interaction, telephone conversations or written materials.Completes and keeps track of all record keeping associated with HACCP including HACCP/Production Records, Roast Meat Charts, Thermometer Logs, 

Cooling Logs, Refrigerator and Freezer LogsAble to demonstrate ability to work any position within the food production arenaFollows procedures for sanitation of work area and equipment during food production. Cleans and sanitizes work 

area and equipment at end of shift.Maintain a minimum score of 90 on Health Inspections.Maintain established department goal for Press Ganey of 95.Assists in completing weekly inventory on all foods, paper products, chemicals and all 

other associated items in accordance with all menus, recipes, caterings, events and projects as required. Work with Cook's Assistant and Cook's in training and skill development. Participates in in-services directly related to production. Lead by 

example in food safety, physical safety, and culinary standards.Working ConditionsRequires moderate physical effort; must be able to lift 50 pounds. Must be able to work in an environment with varying noise level, variation of temperatures 

and have exposure to a variety of kitchen equipment and tools.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COORDINATOR - OFFICE OF THE PRESIDENT 8108 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3H2A

Prof Srvs-Pgrm/Proj Coord-

NE ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Coordinator is responsible for 

handling a wide variety of administrative duties of a complex and confidential nature for the Office of the President. This position works under minimal supervision and exercises independent judgment and authority, as appropriate, with an 

adherence to institutional policies andprocedures. The Coordinator contributes to the overall functino of the Office with strong attention to detail.Experience and EducationBachelor's degree in Business Administration, or related field, and at 

least three (3) years related administrative experience. Additional years of related administrative experience in an academic healthcare setting may be substituted on a year for year basis in lieu of stated degree. Job DutiesProvides 

administrative support for the Office of the President.Prepares a variety of documents and communications, including reports, correspondence, proposals, presentations, and spreadsheets. The development and writing process may be of a 

complex nature requiring an advanced knowledge of various software programs and strict adherence to style guidelines.Maintains hard copy and electronic files for the Office of the President. Assists with ensuring compliance with records 

retention policies.Contributes to continuous improvement of internal workflows and enhancement of constituent collaborations.Demonstrates the ability to handle confidential information with discretion.Maintains various 

databases.Management and tracking of deadlines and submissions for various projects.Ensures that various source documents are maintained.Conducts research, collecting and analyzing data to support a variety of projects.Engages with 

colleagues from internal departments as well as external constituents. Maintains a broad knowledge of the organization to effectively interact with key stakeholders.Additional Responsibilities (may include some or all of the following 

activities):Manages asset inventories, ordering of supplies, and ensuring the proper operation of office equipment.Responsible for creating and submitting business transactions in PeopleSoft and Procurement Portal for the Office of the 

President.Reviews status of financial transactions in PeopleSoft and takes appropriate action to ensure the resolution of any issues.Manages official functions process. Receives and reviews submissions, maintains files, and communications 

with stakeholders.Coordinates management of endowment training for UT Southwestern.Supports the progress reporting process on donor and other institutional related activities.Supports the maintenance and reporting of student 

scholarship profiles.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires good organizational skills and attention to detail.Work requires exceptional verbal and written communication skills.Must possess strong 

proofreading skills and ability to skillfully narrate the written voice in an articulate manner. Work requires ability to be self-motivated and work independently.Work requires respect for confidentiality and consistent use of diplomacy 

skills.Working ConditionsWork is performed primarily in office area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,¿age, disability, 

genetic information, citizenship status, or veteran status.

COORDINATOR CHAIR'S OFFICE 9002 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4A6

Off-Admin Supp-Admin 

Coord-NE ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma, or 

equivalent, and at least six (6) years administrative experience are required.Bachelor's degree and experience working with top organizational directors/administrators preferred.Job Duties1. Provides comprehensive administrative support to 

the Chair of a Department, and may support other top-level Departmental Managers/Directors. Monitors and maintains Chair's calendar, coordinating schedule changes as needed.2. Prepares documents including letters, memos, policy 

papers, reports, and meeting materials for signature by the Chair. Document preparation may be of a moderately complex nature, requiring knowledge of various software programs. Distributes copies to appropriate internal and external 

individuals and/or organizations.3. May provide editorial assistance to the Chair in his/her role as editor of scientific textbooks, pamphlets, or papers. Performs transcriptions of Chair's dictated letters and other writing. Assists with library 

searches as needed.4. Assists Chair with preparation of scientific manuscripts and materials from drafts through final submission to scientific journals and professional organizations. Coordinates correspondence among authors of scientific 

submissions, as necessary. Coordinates distribution of material between authors.5. Assists Chair with multi-media presentations. Under the direction of the Department Chair, develops slides from content derived from researching 

institutional data and academic and scientific journals. Creates presentation slides and maintains slide library for President.6. Coordinates travel arrangements for Chair. Enters appropriate travel documents into electronic "Travel" file for 

PeopleSoft documentation. Prepares travel folder/packet for each trip.7. Responsible for maintaining Chair's memberships in professional societies. Ensures Chair's medical credentials are current and submits renewals as required.8. Tracks and 

processes reimbursements for memberships, license renewals, business functions/travel, etc.9. Assists Department Administrator or other top-level manager(s) with special annual projects.10. Updates Chair's CVs and bio annually, and 

maintains throughout the year as articles are published, lectures given, and committees/boards are joined.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

COORDINATOR CLINICAL DOCUMENTATION INTERGRITY U9972 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3M Prof Svcs-Strat/Phys Rltns Jr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationRequired - 5 years acute 

care Hospital nursing experience, preferred in critical care; Required - 3 years of experience working in a Clinical Documentation Integrity program; Required - Comprehensive knowledge of ICD10 CM/PCS, ability to identify the gaps between 

clinical documentation and coding; Experience developing and delivering education on clinical documentation and coding guidelines to CDI and Coding Teams; Must have excellent verbal & written communication skills and the ability to 

communicate effectively with Physicians, Other Care Providers, Leadership, etc.RN required with BSN preferred; and a (CCDS) Certified Clinical Documentation Specialist, or (CDIP) Certified Documentation Improvement Practitioner, or must 

attain CCDS or CDIP within 6 months of hire date. In addition, prefer AHIMA Certified Coding Specialist (CCS) credentialJob DutiesActs as a clinical subject matter expert, mentor, and liaison for the CDI, Coding, and Quality Teams. Assists with 

on-going education and makes recommendations for education topics. Works collaboratively with, and is a liaison to other Departments, Leadership, Service Line Champions, Physicians, and other members of the Healthcare Team. Trains new 

CDI Staff on CDI concepts, processes, and policies.Performs second level clinical reviews for high impact targeted metrics, including but not limited to Mortalities, PSI's, DRG Mismatch, and Compliance. Performs CDI quality audits to monitor 

for query compliance, work flow strategies for prioritization, completion of CDI worksheet, and appropriate engagement with Physicians and the Healthcare Team, to assure the level of services provided and the acuity of care are accurately 

reflected in the record.Assist the CDI Manager to develop a concurrent physician query escalation strategy and implement a process to support query completion prior to discharge. Makes recommendations and assists with the development, 

as appropriate, for documentation templates and physician queries based on coding and regulatory changes, and data quality review findingsDemonstrates skill in prioritizing, and performing a variety of duties within an environment where 

assignments, priorities, and deadlines change frequently.Demonstrates excellent written and verbal communication skills, critical thinking, decision making and interpersonal skills. Proactively escalates risks and issues to CDI Leadership to 

ensure timely and effective resolutionAssists the CDI Manager with the development and analysis of reports to identify key metrics to monitor CDI program success and identify potential for process improvement and educational opportunities 

for CDI staff, Coding staff, and Physicians.Assists the CDI Manager with the screening of new CDI applicants.Maintains an expert level of knowledge of the processes and trends related to CDI.May assist as backup for CDI Specialist 

responsibilities as workload permits.Other duties as assignedUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COORDINATOR CODING & DATA INTEGRITY U2829 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 3G7 Prof Fee Sched/Bill-Compl ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationRequired three to five (3-

5) years acute hospital based coding experience and documented progression of leadership capacity based on past experience. An equivalent combination of education and experience may be considered.Preferred Bachelor's Degree or 

Associate Degree in Health Information Management and/or closely related fieldRegistered Health Information Administrator (RHIA), Registered Health Information Technician (RHIT), AHIMA Certified Coding Specialist (CCS), AAPC Certified 

Outpatient Coder (COC), AAPC Certified Professional Coder (CPC), AAPC Certified Professional Coder-Hospital (CPC-H), or AAPC Certified Interventional Radiology Cardiovascular Coder (CIRCC)Job DutiesMust have and maintain an expert level of 

knowledge and application of coding guidelines, rules, and conventionsMonitors daily workflow to assure organizational, departmental, and team goals are met. Prepare weekly timely filing reports, is responsible for multiple work queues 

including but not limited to claim edits, mortality, coding questions, customer service/PFS, denials, combined/uncombined.Performs coding audits and reports results to the coding manager. Develops coding education materials in 

collaboration with the coding manager and delivers education to coding and/or CDI teams including but not limited to I-10 updates, CPT, HCPCS, audit and/or edit trends, compliant queries, and system updates.Works in collaboration with 

coding leadership and other departments to provide coding support through data analysis and system functionality.Functions as a subject matter expert for the coding team and other personnel to answer questions, assist with problem 

resolution, and special projects assigned by department leadership.Provides back up coverage for the coding team as needed.Provides new coder onboarding education/ training in collaboration with the coding manager.Assist coding manager 

with the interview process for potential coder candidates as requested.Other duties as assignedUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COORDINATOR HOSPITAL U1832 Y T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4A6

Off-Admin Supp-Admin 

Coord-NE ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate and four (4) years related work experience are required. Job Duties  1. Develops and maintains broad knowledge of the organization to effectively carry out the internal and external relationships of the Executive Administration 

Office.2. Works as an effective member of the administrative team to manage the day-to-day administrative affairs of the Executives in the Administration Department, ensuring operational efficiency and the delivery of excellent customer 

service.  Effectively represents the department by establishing and maintaining positive relationships across the organization, thus ensuring smooth interaction, coordination, and productivity on matters related to budgets, operations, and 

personnel issues.3. Maintains appropriate financial and personnel records and prepares online and paper documents as needed.4. Opens, reviews, sorts, and prioritizes incoming correspondence following established procedures.  Flags 

important and time-sensitive documents that require immediate attention; copies and distributes documents as appropriate; responds to invitations and meeting requests as directed and/or appropriate.5. Coordinates leader(s)' daily calendar 

and schedule; triages phone calls from colleagues, patients, visitors, and vendors.6. Makes travel arrangements; plans meeting itineraries, etc. for leaders, outside visitors, and official guests.  Completes all activities related to travel reports 

(compilation and submission for departmental leaders; approval and follow-up for all University Hospital personnel and some physicians).7. Provides professional support for special projects, which may include editorial and administrative 

support for proposals and business plans; prepares materials for oral and/or written presentations; coordinates and prepares materials for course meetings, and conferences; performs Library and Internet research.  Compiles averages, 

statistics, and reports; prepares charts, graphs, slides, and administrative reports as needed. Takes, transcribes, and distributes minutes for meetings.8. Coordinates the process of scheduling of conference rooms, interacting both inside and 

outside the department, making judgments as to availability and priority.9. Reviews departmental policies, manuals, organization charts, etc. periodically and provides input and suggestions to update and improve policies and procedures 

related to workflow and effectiveness.10. Identifies operational problems and provides suggested solutions.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

COPY EDITOR SR 8650 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks with minimal oversight and works 

across all divisions of the Office of Communications, Marketing, and Public Affairs to proofread all written content, including news releases, web content, print, and advertising materials. Experience and EducationBachelor's degree in English, 

journalism, or related field. Five (5) years of progressively responsible related experience at a daily newspaper or other high-volume publisher. Master's degree strongly preferred. Experience with healthcare and biomedical science content 

preferred. Job DutiesFind and correct grammatical, spelling, syntax, punctuation, factual, and other errors and tighten and polish sentence and paragraph structure. Ensure consistent style and voice for a variety of copy, including news 

releases, feature stories, web content, brochures, plans, and proposals. Perform research or interviews necessary to find essential information for any piece being copy edited, if omitted in original copy. Deliver highest level of customer 

relations and treat all customers (guests, patients, physicians, co-workers, and other colleagues) with courtesy, respect, and caring behaviors; respond quickly and appropriately to customer requests; and anticipate customer needs and 

initiates action to meet those needs. Present a positive image of UT Southwestern through professional behavior; identify own areas of development and seek opportunities for personal and professional growth; carry out responsibilities in a 

timely fashion, requesting assistance as needed; know, understand, and abide by policies and procedures of UTSW.Work cooperatively within department and with other units and departments at UTSW; willingly accept additional 

responsibility as needed. Listen to customer needs and respond in a courteous and tactful manner; provide timely feedback to the customer in a clear and concise manner; use professional judgment in providing information based on the 

situation while remaining sensitive to individual and organizational concerns; consistently ensure that proprietary or sensitive information is kept private and confidential. Demonstrate responsible use of resources and contribute to the safety 

and security of the UTSW environment through personal actions. Effectively and efficiently fulfill responsibilities to achieve the greatest benefit at an acceptable cost; continually strive to suggest and implement ways to improve personal, 

departmental and institutional performance.Perform other duties as assigned. Knowledge, Skills & AbilitiesWork requires the ability to continually prioritize and organize projects to meet changing institutional priorities.Work requires detail-

oriented and consistent attention to copy.Work requires strong ability to communicate and collaborate across all levels of a complex organization, from executive to staff levels.Work requires solid judgment in interpreting policies to apply 

editorial standards across all work.Work requires this position to be final authority on style, spelling, and punctuation.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in 

lieu of stated minimum require prior approval of the Vice President of Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CORPORAL 6333 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3H20 Prof Services-Police Officers CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

graduation or GED equivalent and 60 college hours from accredited college or university. In accordance with current levels of educational attainment for commissioned police officers of UT System as adopted by Board of Regents. Must hold 

police officer commission, UT System and valid Texas driver's license. At least 18 months experience as full-time commissioned police officer. Must pass written proficiency examination administered by Chief of Police Department necessary to 

perform assigned duties. Must possess Basic Certification from Texas Commission on Law Enforce- ment Officer Standards and Education and completion of minimum six-month probationary review period immediately following date of 

promotion. Failure to complete such period may result in reduction to rank previously held. The college requirement may be substituted by 30 college hours from_accredited college or university and 1 yr. of continuous employment as police 

guard, dispatcher, telecommuni- cations operator, or parking controller with component institution within UT System; OR 30 hours from accredited college or university and 2 years of active military service.   All offers of employment are 

contingent upon a verified negative drug screen. Job Duties  Enforces Rules and Regulations of Board of Regents, institutional rules and regulations and departmental policies and procedures.       Polices property under control and jurisdiction 

of UT Southwestern by means of vehicle or on foot to preserve peace by use of all lawful means, interceding to prevent or suppress crime when authorized by law.     Provides services, information and directions to students, employees and 

visitors.       Executes all lawful processes issued by any magistrate or court.        Prevents crime, suppresses disturbances, investigates criminal offenses, and arrests offenders without warrant when authorized by law.      Investigates all criminal 

offenses to detect and arrest criminals and to recover lost or stolen property.       Attempts to locate missing persons.        Enforces motor vehicle traffic law by detecting violations, makes violator contacts, and places violators in custody or 

issues citations or warnings.      Investigates motor vehicle collisions.        Prepares reports on all activities, filing them with supervising officer.       Discusses cases with prosecuting attorneys, prepares evidence, and appears as witness in court.       

Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CORPORAL 6333PD 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3H14 Prof Services-Intl Staff Svcs CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

graduation or GED equivalent and 60 college hours from accredited college or university. In accordance with current levels of educational attainment for commissioned police officers of UT System as adopted by Board of Regents. Must hold 

police officer commission, UT System and valid Texas driver's license. At least 18 months experience as full-time commissioned police officer. Must pass written proficiency examination administered by Chief of Police Department necessary to 

perform assigned duties. Must possess Basic Certification from Texas Commission on Law Enforce- ment Officer Standards and Education and completion of minimum six-month probationary review period immediately following date of 

promotion. Failure to complete such period may result in reduction to rank previously held. The college requirement may be substituted by 30 college hours from_accredited college or university and 1 yr. of continuous employment as police 

guard, dispatcher, telecommuni- cations operator, or parking controller with component institution within UT System; OR 30 hours from accredited college or university and 2 years of active military service.   All offers of employment are 

contingent upon a verified negative drug screen. Job Duties  Enforces Rules and Regulations of Board of Regents, institutional rules and regulations and departmental policies and procedures.       Polices property under control and jurisdiction 

of UT Southwestern by means of vehicle or on foot to preserve peace by use of all lawful means, interceding to prevent or suppress crime when authorized by law.     Provides services, information and directions to students, employees and 

visitors.       Executes all lawful processes issued by any magistrate or court.        Prevents crime, suppresses disturbances, investigates criminal offenses, and arrests offenders without warrant when authorized by law.      Investigates all criminal 

offenses to detect and arrest criminals and to recover lost or stolen property.       Attempts to locate missing persons.        Enforces motor vehicle traffic law by detecting violations, makes violator contacts, and places violators in custody or 

issues citations or warnings.      Investigates motor vehicle collisions.        Prepares reports on all activities, filing them with supervising officer.       Discusses cases with prosecuting attorneys, prepares evidence, and appears as witness in court.       

Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COUNSELOR 5204 N 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3F13 Prof Med Services-Counselor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMasters in LSW or 

Masters LPC and no experience required. Current Texas (or BNE Compact State) license and Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), Job Duties1. Performs 

and documents psychosocial, and emotional assessments. Takes all assessments into consideration age specific criteria.2. Anticipates patients and/or patient's family needs and expectations and utilizes these in conjunction with assessment to 

develop appropriate plan of care for patient. Utilizes critical thinking skills in planning and prioritizing patient care. Maintains and utilizes competencies per unit expectation.3. Identifies and implements psychological interventions based on 

completed assessment. Completes documentation of these interventions. Coordinates interdisciplinary plan of care. Confers with all members of health care team, sharing information and observations of patient and/or patient's family.4. 

Prioritizes nursing interventions based upon completed assessment. Identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow up action.5. Assists Emergency Room staff in evaluation 

and stabilization of psychiatric patients. Facilitates transfer process to appropriate facility.6. Assesses need for admission for psychiatric problems.7. Provides answers and/or education to patient's and/or patient's families. Completes accurate 

and timely documentation of all education provided. Obtains feedback and evaluation of understanding from patient and/or family. Demonstrates effective communication with children, adolescents, adults and older adults.8. Welcomes and 

orients patient and/or family to unit. Encourages patient and family participation in care. Reviews plan of care with patient and/or family.9. Reports errors promptly and takes appropriate follow-up action to rectify error. Provides supervision 

of and direction to support personnel. Delegates duties appropriately and within legal parameters.10. Serves as patient and/or family advocate. Responds to patient's and/or patient's family's complaints and reports them to Clinical Nurse 

Manager or their designee. Utilizes chain of command to resolve patient, operational, or personal work related problems.11. Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and 

100% of mandatory educational sessions.12. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research 

participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



COUNSELOR P5204 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3F13 Prof Med Services-Counselor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationRN, Masters in LSW, or 

Masters LPC required. **Current Texas (or BNE Compact State) RN License preferred. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required. Job DutiesPerforms 

and documents psychosocial, and emotional assessments. Takes all assessments into consideration age specific criteria.Anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with assessment to 

develop appropriate plan of care for patient. Utilizes critical thinking skills in planning and prioritizing patient care. Maintains and utilizes competencies per unit expectation.Identifies and implements psychological interventions based on 

completed assessment. Completes documentation of these interventions. Coordinates interdisciplinary plan of care. Confers with all members of health care team, sharing information and observations of patient and/or patient's 

family.Prioritizes nursing interventions based upon completed assessment. Identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow up action.Assists Emergency Room staff in 

evaluation and stabilization of psychiatric patients. Facilitates transfer process to appropriate facility.Assesses need for admission for psychiatric problems. Assists patient with getting admitted to hospital by either direct admit or medical 

screening through St. Paul University Hospital Emergency Department.Provides answers and/or education to patient's and/or patient's families. Completes accurate and timely documentation of all education provided. Obtains feedback and 

evaluation of understanding from patient and/or family. Demonstrates effective communication with children, adolescents, adults and older adults.Welcomes and orients patient and/or family to unit. Encourages patient and family 

participation in care. Reviews plan of care with patient and/or family.Reports errors promptly and takes appropriate follow-up action to rectify error. Provides supervision of and direction to support personnel. Delegates duties appropriately 

and within legal parameters.Serves as patient and/or family advocate. Responds to patient's and/or patient's family's complaints and reports them to Clinical Nurse Manager or their designee. Utilizes chain of commnad to resolve patient, 

operational, or personal work related problems.Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions.Performs other duties as assigned. 

**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

COUNSELOR U5204 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3F13 Prof Med Services-Counselor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationRN, Masters in LSW, or 

Masters LPC required. **Current Texas (or BNE Compact State) RN License preferred. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required. Job DutiesPerforms 

and documents psychosocial, and emotional assessments. Takes all assessments into consideration age specific criteria.Anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with assessment to 

develop appropriate plan of care for patient. Utilizes critical thinking skills in planning and prioritizing patient care. Maintains and utilizes competencies per unit expectation.Identifies and implements psychological interventions based on 

completed assessment. Completes documentation of these interventions. Coordinates interdisciplinary plan of care. Confers with all members of health care team, sharing information and observations of patient and/or patient's 

family.Prioritizes nursing interventions based upon completed assessment. Identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow up action.Assists Emergency Room staff in 

evaluation and stabilization of psychiatric patients. Facilitates transfer process to appropriate facility.Assesses need for admission for psychiatric problems. Assists patient with getting admitted to hospital by either direct admit or medical 

screening through St. Paul University Hospital Emergency Department.Provides answers and/or education to patient's and/or patient's families. Completes accurate and timely documentation of all education provided. Obtains feedback and 

evaluation of understanding from patient and/or family. Demonstrates effective communication with children, adolescents, adults and older adults.Welcomes and orients patient and/or family to unit. Encourages patient and family 

participation in care. Reviews plan of care with patient and/or family.Reports errors promptly and takes appropriate follow-up action to rectify error. Provides supervision of and direction to support personnel. Delegates duties appropriately 

and within legal parameters.Serves as patient and/or family advocate. Responds to patient's and/or patient's family's complaints and reports them to Clinical Nurse Manager or their designee. Utilizes chain of commnad to resolve patient, 

operational, or personal work related problems.Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions.Performs other duties as assigned. 

**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CPAS STAFFING OPERATIONS COORDINATOR 2044 N 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4B1 Office-AMB Access CTR PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

provide complex operational support in the hiring process of interview, candidate selection, and new hire onboarding on behalf of Ambulatory Operations Centralized Services - Patient Access contact centers. Experience and 

EducationBachelor's Degree in business administration or related field or equivalent, and 3 years of experience in patient care setting and/or human resources administration. May consider years of experience in lieu of education.Job 

DutiesRecruitment Operations of Centralized Services - Patient AccessMaintains dedicated relationship with UTSW Human Resources Talent Acquisition Partner to ensure smooth communication and program success.Reviews all incoming 

applicants to determine appropriate next steps for each candidate in both technical and personal attributes.Conducts initial phone screening to determine interest and best fit; schedule subsequential interviews on behalf of Patient Access 

Leadership.Participates in candidate interviews to make recommendations to hire, including in person, virtual, and hiring fair models.Understands the unique needs of each team and workflow to optimize new hire placement.Completes all 

necessary steps for UTSW Position Control Process to optimize budgeted positions and minimize any lag in the recruitment process.Maintains good knowledge of UTSW hiring practices and policies.Onboarding Operations of Centralized 

Services - Patient AccessConducts all new hire communications prior to their first day to ensure successful onboarding logistics. Coordinates and schedules new hire training, as well as requests to appropriate system access, tools and 

resources.Acts as the new hire liaison for the initial 2 weeks of hire to confirm that the employee training schedule, equipment, securities, and reporting structure are aimed for success.Personal Attributes Skillfully uses a high level of 

emotional intelligence in order to determine candidate success.Maintains high level of customer service to all internal and external customers.Provides leadership and guidance to onboarding staff, fostering an atmosphere of equality and 

inclusion.Collaborates with internal peer stakeholders, such as CSA Career Development Program and Ambulatory Training Teams, to ensure success for candidate onboarding to UTSW operations.Collaborates with Ambulatory Operations and 

other Departments on strategic projects.Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research 

participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to coordinate and work independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate 

effectively with internal and external contacts on policies and procedures.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. 

Walking, standing, bending, turning and stooping. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/

CREDENTIALED PULMONARY FUNCTION TECHNICIAN U5308 P25 $54,014.00 $76,677.00 $100,921.00 $4,501.17 $6,389.75 $8,410.08 $207.75 $294.91 $388.16 $25.97 $36.86 $48.52 N 3F12 Prof Med Services-Resp CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationSix months in Pulmonary 

Function LabA.A.S. Graduate of accredited program in respiratory care (Bachelor Degree preferred)License by the TMB. Registered by the NBRC.Current Basic Life Support (BLS) certification, course accredited by the American Heart Association 

(AHA).Other: specialty areas may have increased certification/license requirements as dictated by unit or standard of careCPFT or RPFT certification or obtain within 6 months of hire.Job DutiesPerforms PFT and CPX testing according to 

departmental policies and procedures.Arterial blood gas testing.Accurately assess patient's effort/cooperation to all modes of PFT testing.Displays strong knowledge of PFT related pharmacology including methacholine challenge.Demonstrates 

the ability to assemble and troubleshoot PFT devices. Also can perform, read and document daily QA reports.Utilizes effective communication with physician regarding ordered tests, interpretation of PFLab data, and other physical findings. 

Reports critical values to physician.Fosters teamwork by treating all staff fairly, facilitating 2-way communication and having a collaborative attitude.Demonstrates safe arterial puncture skills and follows departmental policies/procedures 

when obtaining arterial blood gas samples.Generates patient charges at end of shift with little error; Maintains pulmonary function records and backs up test data according to departmental policies.Reports all relative patient care and 

equipment issues to clinical manager. Requests assistance from the charge therapist or clinical manager when appropriate.On one's own initiative, assists in writing procedures, giving in-services as recognized necessary by the 

individual.Willingly assumes delegated responsibility for inventory control and equipment repair.Monitors own areas of strength and weakness and seeks out opportunities and/or guidance for improvement.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires good organizational, reading and writing skills.Work requires basic Computer knowledgeWork requires care skills with ICU and ventilation management experienceWorking ConditionsHeavy 

physical effort (lifting/carry up to 50lbs.) Prolonged, extensive, or considerable standing/walking. Lifts, positions, pushes and/or transfers patients. Lifts supplies/equipment. Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of Vice President for Human Resources Administration or his/her designee. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CREDENTIALING AND MEDICAL STAFF COORDINATOR 2317 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4G Office-Credentialing Jr ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent & knowledge of anatomy, physiology, medical terminology & The Joint Commission (TJC) standards are required. Two (2) years experience in the field of medical staff credentialing, or completion of a specialized training program in 

the field of medical staff credentialing (i.e. Associates Degree in Credentialing) is required. Certification by the National Association of Medical Staff Services at time of employment in CPCS or CPMSM is preferred.Job DutiesManages the 

distribution and receipt of credentialing & privileging applications, peer review forms and continuous updating of Departments' privilege form to reflect current privileges & corresponding privileging criteria.Serves as a professional resource for 

Departments' Credentialing Contacts, Physicians/Practitioners, Credentials and Medical Executive Committees and the Health System Board regarding the credentialing & privileging process including new applications, any privilege form or 

criteria changes, & reporting status with the processing of all files.Solely responsible for reviewing the content of the completed evaluation forms which includes verification of applicants' education, training, board certification, licensure, other 

certifications and past work history.Identifies any discrepancy, erroneous information and/or issues of impairment (health, drug, alcohol, etc.) from the application based on the results of the primary source verification. After seeking 

clarification, responsible for reporting findings to Credentials Committee.Reports to the Department Chair/Designee any instances where the privileging criteria are not met. Verifies status with Federal & State sanctions. Reports any sanctions 

found to manager, director and Chief Medical Officer.Issues all letters associated with the appointment & any necessary requests for computer access, FNEA numbers for the physicians, upon notification of approval by the Health System 

Board.Responsible for meeting required performance metric relating to the timely processing of applications and managing individual workload to prevent late reappointments, or delayed initial appointments.Maintains & validates the 

accuracy of the physician profiles in the hospitals' and Managed Care Organizations credentialing data- base system to accurately reflect status, findings of credentialing process, and hospitals' financial and coding systems.Generates varies 

reports and completes special projects as assigned and in a timely manner.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

CREDENTIALING AND MEDICAL STAFF COORDINATOR U2317 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4G Office-Credentialing Jr ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

diploma, "active pursuit" of CPCS certification, three years of experience or equivalent knowledge in the field of medical staff credentialing, and knowledge of anatomy and physiology, medical terminology, special training in JCAHO standards 

and Quality Improvement standards; parliamentary procedures required. Five years of experience in the field of medical staff credentialing and CPCS Certification preferred.     Job Duties  Completes the initial appointments and reappointments 

for the Faculty and Community-based physicians of the assigned Department(s).      Completes the required follow-up work associated with the approval of the initial appointment or reappointment.  This includes the issuance of a Board letter, 

the entering of privileging into the database, and completion a final review of the physical file and data entry.    Generates the required physician profile to validate volume/activity requirements and to validate volume requirements associated 

with specific privilege criteria.      Participates with the Manager and QA staff member in routine audits of the incumbent's work.       Maintains privilege forms/Department-specific credentialing documentation for the assigned Departments.  

Facilitates and supports assigned committees/CME activities.      Completes special projects as assigned and in a timely manner.        Works with the credentialing contact to successfully resolve issues specific to an individual file and also 

fosters a positive working relationship and Departmental image.      Performs the required data entry into the credentialing database in a timely, complete, and correct manner.       Conducts himself/herself in a professional manner when 

working with the Medical Staff.  Recognized his/her role in supporting and facilitating a positive initial entry to the campus for new members of the Medical Staff.     Performs other duties as assigned.          **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CREDENTIALING AND MEDICAL STAFF COORDINATOR SR 2313 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4G1 Office-Credentialing Sr ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent, knowledge of anatomy and physiology, medical terminology, knowledgeable of both NCQA and JCAHO standards, and parliamentary procedures, and three years experience or equivalent knowledge in the field of medical staff 

credentialing. CPCS or CPMSM certification, knowledgeable of an audit process, and five years of Medical Staff/Managed Care credentialing experience preferred.    Job Duties  Completes the initial appointments and reappointments for the 

Faculty and Community-based physicians of the assigned Department(s).      Completes the required follow-up work associated with the approval of the initial appointment or reappointment.  This the issuance of a Board letter, the entering of 

privileging into the database, and completion a final review of the physical file and data entry.    Generates the required physician profile to validate volume/activity requirements and to validate volume requirements associated with specific 

privilege criteria.      Conducts reviews of managed care documentation and policies. Completes necessary revisions and prepares the documents for submission for approval.      Conducts required reports or audits.  Maintains documentation of 

review activity as required by NCAQ standards.       Reviews findings of reports or audits with the Manager and/or staff members.       Completes projects as assigned and in a timely manner.        Maintains knowledge of and compliance with 

Joint Commission/NCQA standards for Medical Staff.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

CREDENTIALING AND MEDICAL STAFF COORDINATOR SR U2313 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4G1 Office-Credentialing Sr ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent, knowledge of anatomy and physiology, medical terminology, knowledgeable of both NCQA and JCAHO standards, and parliamentary procedures, and three years experience or equivalent knowledge in the field of medical staff 

credentialing. CPCS or CPMSM certification, knowledgeable of an audit process, and five years of Medical Staff/Managed Care credentialing experience preferred.    Job Duties  Completes the initial appointments and reappointments for the 

Faculty and Community-based physicians of the assigned Department(s).      Completes the required follow-up work associated with the approval of the initial appointment or reappointment.  This includes the issuance of a Board letter, the 

entering of privileging into the database, and completion a final review of the physical file and data entry.    Generates the required physician profile to validate volume/activity requirements and to validate volume requirements associated 

with specific privilege criteria.      Conducts reviews of managed care documentation and policies. Completes necessary revisions and prepares the documents for submission for approval.      Conducts required reports or audits.  Maintains 

documentation of review activity as required by NCAQ standards.       Reviews findings of reports or audits with the Manager and/or staff members.       Completes projects as assigned and in a timely manner.        Maintains knowledge of and 

compliance with Joint Commission/NCQA standards for Medical Staff.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

CREDENTIALING ASSISTANT 2311 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4G Office-Credentialing Jr ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma or 

equivalent and two (2) years experience working in a Medical Staff Office or Insurance Company Credentialing Department.High attention to detail, excellent at performing very structured, process-based work requiring a high degree of 

accuracy. Job DutiesValidates the renewal of "Expireables" which includes medical licensure, malpractice insurance, DEA, DPS, and the on-line privileges. Secures documentation of renewal and updates all required systems and files the 

documentation in the assigned loc. Potential expireables are identified 90 days prior to expiration date.Distributes updated Medical Staff Rosters to the Managed Care Companies on a monthly and quarterly basis.Distributes policies and 

procedures to the Managed Care Companies as partof the delegration credentialing process.Sends out monthly reappointment application packets. The incumbent is responsible for mailing the packets out 6 months p prior to their CPC due-

date.Performs maintenance work and validates entry of privileges into th the Cactus database.Assists with other office-based work as directed by the Mgr/Dir.Maintains knowledge of and compliance with JCAHO standards for Medical 

Staff.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CREDENTIALING ASSISTANT U2311 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4G Office-Credentialing Jr ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School Diploma 

or Equivalent and Two years experience working in a Medical Staff Office or Insurance Company Credentialing Department.   Two years working experience.  Very high attention to detail, excellent at performing very structured, process-based 

work requiring a high degree of accuracy.    Job Duties  Validates the renewal of "Expireables" which includes medical licensure, malpractice insurance, DEA, DPS, and the on-line privileges.   Secures documentation of renewal and updates all 

required systems and files the documentation in the assigned loc. Potential expireables are identified 90 days prior to expiration date.   Distributes updated Medical Staff Rosters to the Managed Care Companies on a monthly and quarterly 

basis.Distributes policies and procedures to the Managed Care Companies as partof the delegration credentialing process.     Sends out monthly reappointment application packets. The incumbent is responsible for mailing the packets out 6 

months p prior to their CPC due-date.      Performs maintenance work and validates entry of privileges into th the Cactus database.       Assists with other office-based work as directed by the Mgr/Dir.        Maintains knowledge of and 

compliance with JCAHO standards for Medical Staff.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

CREDENTIALING SPECIALIST 2320 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4G Office-Credentialing Jr ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

graduate or GED and four (4) years of related experience required.     Job Duties  Responsible for timely processing of initial credentialing for new faculty ,volunteer faculty, fellows, residents and other practitioners as well as re-credentialing of 

existing faculty and practitioners as needed. Tracks and provides assistance to new faculty with licensing information.    Responsible for notification of changes and new developments within credenting processes to all necessary 

groups/individuals.  Sends notification of terminating/retiring faculty to all departmental and hospital contacts.     Provides training to department administrators and informs them of all changes and new developments within credentialing 

process.  Monitors and notifies faculty and administrators of expired or expiring certifications.     Communicates with hospitals concerning managed care credentialing and provider enrollment to ensure that new and re-credentialed physician's 

information is returned and updated in a timely manner. Tracks faculty, fellows, residents and other practitioners activity with government enrollment and managed care companies. Maintains database of all provider numbers.   Complete 

special projects as assigned, attends training offered by affiliate institutions as requested by department management.       Participates in and available for working the Education Office/ Department activities to include seminars, lectures 

and/or continuing education courses to faculty, fellows, residents and staff.     Participates in and available for recruitment activities for fellowship and resident program applicants.       Performs other duties as assigned.          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CREDENTIALING SPECIALIST U2320 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4G Office-Credentialing Jr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School graduate or 

GED and four (4) years of related experience required. Job DutiesResponsible for the monitoring and processing of license, registration and certification expirations for Faculty, APPs, and the physicians who are external to the campus who are 

associated with Southwestern Health Resources (SWHR). Communication regarding the renewal status is provided to the Clinical Departments, Hospital Department, external Hospitals, and directly with providers. Performs database 

maintenance regarding the licensing component of the database (LEMM) including the review of daily notifications regarding license changes and notifications. Provides training to Credentialing Contacts in the Clinical Departments regarding 

credentialing requirements (life support certifications, processes) informs them of all changes and new developments within credentialing process. Monitors and notifies Department and Credentialing Contacts in the Clinical Departments of 

expired or expiring certifications.Communicates with Department Directors, Managers, and Faculty/APPs regarding their continuing education (CE) requirements for special programs such as the Comprehensive Stroke, LVAD, and Transplant. 

Monitors and maintains the submitted CE documents and prepares them for review by external surveyors. Additionally, monitors the completion of module work that must be completed by the Faculty/APPs to meet accreditation standards 

for these programs. Complete special projects as assigned, attends training offered by affiliate institutions as requested by department management.Identifies and monitors until resolution the transition of compact/multistate licenses 

involving Advanced Practice Nurses. Communicates with the necessary parties to document the verification of continued licensure when a residency change is made with a state licensing board. Responsible for the ongoing monitoring of 

actions taken by the state of Texas that involve UTSW Faculty and APPs. This includes the request for disciplinary reports from the various licensing boards in Texas, the review of the reports, and the communication of any identified issues. 

Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to utilize Microsoft Suite, including spreadsheets and data bases; i.e. Excel, Access.Work requires effective oral and written communication skills.Work 

requires excellent customer service.WORKING CONDITIONSWork is performed primarily in an office environment.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CSA PROGRAM SPECIALIST 1920 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4A8

Off-Admin Supp-Admin Assist 

Sr CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate or equivalent and three (3) years' experience in patient care environment and one (1) year supervisory or lead experience in a clinical setting.  Bachelor's degree preferred. Job Duties  1.Maintains high level of customer service to all 

internal and external customers.2.Assists in coordinating classified staff recruitment, screening, onboarding, and placement for CSA positions.3.Trains and educates users on Cadence registration and scheduling system functionality and 

capability.4.Assists in the development of resources for CSA's, such as continuing education, annual competencies, and education related to system changes.5.Monitors front end ambulatory operations to ensure adherence to policies and 

procedures; recommends and implements change as needed.  Assists in the development of audits and reports to promote clinic efficiency and compliance.  Advises and trains Clinic Staff Supervisors on use of audits and reports.6.Assists in 

coordinating CSA float staff schedules to ensure support of clinic operations.7.Acts as subject matter expert for ambulatory operations and functions as Ambulatory Administration's liaison to departments for clarifying policies, communicating 

operational announcements, and collaborating on projects that impact ambulatory operations.8.Supervises CSA staff to ensure compliance with policies, manage vacation and sick leave, and pursues disciplinary action as appropriate. 

Coordinates staff schedules to ensure support of clinic operations.9.Collaborates with clinical departments to hire and develop front line staff to support front office operations and initiatives.10.Coordinates activities with Senior CSA Program 

Specialists.11.Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CSA PROGRAM SPECIALIST SR 1919 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 4A8

Off-Admin Supp-Admin Assist 

Sr CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate or equivalent and five (5) years' experience in patient care environment with two (2) years of supervisory or lead experience in a clinical setting.  Bachelor's degree preferred. Job Duties  1.Maintains high level of customer service to all 

internal and external customers.2.Works with Human Resources and clinical departments to establish an efficient screening process for classified staff recruitment and placement of CSA positions and establish required competencies needed to 

succeed in the CSA role.  Understand the unique needs of individual clinics to ensure CSA fit to minimize staff placement lag and position turnover.3.Assists with developing training curriculums for use of Epic Prelude, Cadence, and EpicCare as 

it relates to ambulatory front office activities.  Trains and educates users on system functionality and capability.4.Responsible for the professional development and operational competency of CSA staff in collaboration with OD&T through 

continuing education, annual competencies, and education related to system changes and job competencies.5.Provides feedback to Ambulatory Services operational leadership regarding front end ambulatory operations to ensure adherence 

to policies and procedures; recommends and implements change as needed.  Assists in the development of audits and reports to promote clinic efficiency and compliance.  Advises and trains Clinic Staff Supervisors on use of audits and 

reports.6.Supervises CSA staff, CSA Program Specialists, and other supervisor positions to ensure compliance with policies, manage vacation and sick leave, and pursues disciplinary action as appropriate.  Coordinates staff schedules to ensure 

support of clinic operations.7.Acts as subject matter expert for ambulatory operations and functions as Ambulatory Administration's liaison to departments for clarifying policies, communicating operational announcements, and collaborating 

on projects that impact ambulatory operations.8.Collaborates with clinical departments, system analysts and trainers, and HR to hire, orient and develop front line staff to support front line staff to support front office operations and 

initiatives.9.Meets regularly and acts as preceptor to CSA Program Specialists as necessary.10.Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting 

with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly 

affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



CT TECHNOLOGIST 1164 RA2 $49,821.00 $79,231.00 $105,033.00 $4,151.75 $6,602.58 $8,752.75 $191.62 $304.73 $403.97 $23.95 $38.09 $50.50 N 3B4 Prof Technologist-CT ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision with 

the physicians to perform CT imaging exams, exam protocols, accreditation, operations, and facilitation of equipment maintenance.Experience and EducationAmerican Registry of Radiologic Technologists - ARRT (CT) required. Licensed by Texas 

Medical Board (TMB) as a Medical Radiologic Technologist. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) by first day of employment is required. Associate degree 

in radiologic sciences or Graduate from AMA approved school; Bachelor's degree preferred.Job DutiesReview physician orders for accuracy, diagnosis, and applicability to selected CT protocol. Screen patients for contrast allergies, 

contraindications, and appropriateness that would prohibit or modify the CT exam. Communicate with Radiologists to discuss stat/urgent findings. If modification of a CT protocol is necessary consult with radiologist to determine appropriate 

CT exam, and document changes as appropriate in electronic health record. Ensure other resources such as nursing, anesthesia, and scheduling are in order. Interviews patient (two patient identifier), conducts patient screening and obtains 

medical history pertaining to procedure's clinical criteria. Explains procedure and instructs patient on necessary requirements needed to provide diagnostic images. Answers questions, screening, and administration for oral and IV contrast for 

relevant exams. Administers intravenous injections of contrast material as appropriate, while observing patients for adverse reactions. Assists the physician as needed in performing procedures. Ensures that images and information are 

properly documented with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria. Completes exam charges 

and image documentation in a timely manner. Performs CT exams ensuring that patient meets radiation safety requirements to ALARA principles. Assist patient in dressing for exam and attends to patient's physical well-being while 

transporting to and from exam room and positioning for exam. Instructs/communicates with patient and/or patient's family (as appropriate) regarding the tests to be performed and evaluates the patient's ability to tolerate.Quality Control ~ 

Performs QC testing and reports problems with CT system and workstations to the service engineer/biomed, with additional correspondence sent to the physicist and imaging leadership. Maintains various QA compliances including ACR 

requirements (ex. daily, monthly, yearly QC) and archives. Participates in accreditation imaging requirements. Must be able to lift 40-50lbs.Responds to inquiries/calls/emails in a timely and professional manner. Utilizes the organizational 

culture behaviors to include PACT and AIDET. Actively participates in codes and rapid responses. Communicates shift hand off regarding workflow issues with equipment or pending exams with oncoming staff. Engages in equitable distribution 

of departmental workloads. Actively participates in providing orientation and training for new hires and students ensuring that procedures are performed according to set standards. Functions in the department as a part of an interdisciplinary 

team and collaborates in the care and service delivery process of patient care through effective communication with other service lines. Prioritizes exams with scheduling exams to ensure smooth workflow, minimize wait times and address 

stat requests. Adheres to hospital policies, procedures, competencies, regulatory compliance, infection control, hospital education, new yearly metrics/department goals, patient satisfaction, and fiscally responsible with regards to equipment, 

supplies scheduling, overtime, etc. Maintains patient confidentiality (HIPAA) and ensures that all processes and procedures are maintained to secure and protect all workstations in all work areas.**Other Duties: Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning 

routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that 

includes flexibility and adaptability to perform in a high-volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a 

hospital or hospital clinic environmentUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

CT TECHNOLOGIST U1164 RA2 $49,821.00 $79,231.00 $105,033.00 $4,151.75 $6,602.58 $8,752.75 $191.62 $304.73 $403.97 $23.95 $38.09 $50.50 N 3B4 Prof Technologist-CT ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAmerican Registry of 

Radiologic Technologists - ARRT (CT) required. Licensed by Texas Medical Board (TMB) as a Medical Radiologic Technologist. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red 

Cross (ARC) by first day of employment is required. Associates degree in Radiologic Sciences or Graduate from AMA approved school; Bachelor's degree preferred.Job DutiesReview physician orders for accuracy, diagnosis, and applicability to 

selected CT protocol. Screen patients for contrast allergies, contraindications, and appropriateness that would prohibit or modify the CT exam. Communicate with Radiologists to discuss stat/urgent findings. If modification of a CT protocol is 

necessary consult with radiologist to determine appropriate CT exam, and document changes as appropriate in electronic health record. Ensure other resources such as nursing, anesthesia, and scheduling are in order. Interviews patient (two 

patient identifier), conducts patient screening and obtains medical history pertaining to procedure's clinical criteria. Explains procedure and instructs patient on necessary requirements needed to provide diagnostic images. Answers questions, 

screening, and administration for oral and IV contrast for relevant exams. Administers intravenous injections of contrast material as appropriate, while observing patients for adverse reactions. Assists the physician as needed in performing 

procedures. Ensures that images and information are properly documented with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in 

accordance with age specific criteria. Completes exam charges and image documentation in a timely manner. Performs CT exams ensuring that patient meets radiation safety requirements to ALARA principles. Assist patient in dressing for 

exam and attends to patient's physical well-being while transporting to and from exam room and positioning for exam. Instructs/communicates with patient and/or patient's family (as appropriate) regarding the tests to be performed and 

evaluates the patient's ability to tolerate.Quality Control ~ Performs QC testing and reports problems with CT system and workstations to the service engineer/biomed, with additional correspondence sent to the physicist and imaging 

leadership. Maintains various QA compliances including ACR requirements (ex. daily, monthly, yearly QC) and archives. Participates in accreditation imaging requirements. Must be able to lift 40-50lbs.Responds to inquiries/calls/emails in a 

timely and professional manner. Utilizes the organizational culture behaviors to include PACT and AIDET. Actively participates in codes and rapid responses. Communicates shift hand off regarding workflow issues with equipment or pending 

exams with oncoming staff. Engages in equitable distribution of departmental workloads. Actively participates in providing orientation and training for new hires and students ensuring that procedures are performed according to set 

standards. Functions in the department as a part of an interdisciplinary team, and collaborates in the care and service delivery process of patient care through effective communication with other service lines.Prioritizes exams with scheduling 

exams to ensure smooth workflow, minimize wait times and address stat requests. Adheres to hospital policies, procedures, competencies, regulatory compliance, infection control, hospital education, new yearly metrics/department goals, 

patient satisfaction, and fiscally responsible with regards to equipment, supplies scheduling, overtime, etc. Maintains patient confidentiality (HIPAA) and ensures that all processes and procedures are maintained to secure and protect all 

workstations in all work areas.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to 

recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and 

suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that work in tandem within 

interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

CUSTODIAL QUALITY ASSURANCE COORDINATOR 5076 N 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3J2 Quality Assurance-NE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general supervision to 

oversee inspections, quality assessment, and quality assurance for the campus wide custodial services, including but not limited to clinical, research, and academic space types. Assists in the review and implementation of the cleaning 

requirements and service level standards of the custodial contract. Acts as a liaison between contractors and university staff. Collects, maintains, and organizes all relevant data that documents function and status of quality management 

processes or programs.Experience and EducationHigh School diploma or equivalent, Associates degree in related field preferred, and two (2) years of housekeeping or quality assurance experience. Proficient computer skills, including 

knowledge of cleaning management software.Job DutiesAssists administrative and technical personnel in developing, organizing, and evaluating quality management program goals and objectives.Identifies and investigates with defined 

parameters; documents and reports all adverse occurrences and potential problems in conjunction with Contractors Quality Control, Director and/or others as needed.Submits data trends and outcome assessments; assists in developing new 

measures as appropriate.Organizes data gathering and prepares data reports.Handles sensitive issues and medical/social information in a professional and confidential manner.Manages event support by providing pre-event inspections, timely 

estimates and processing requests related to custodial services.Maintains, updates and trends QA and QC deficiency reports.Assists in executing an annual space true-up and space audit of cleanable space.Coordinates emergency after-hour 

custodial response support.Reviews and monitors the housekeeping operations to ensure cleanliness and sanitation standards are met.Reviews and monitors cleaning procedures and protocols for cleaning and custodial services.Conduct 

regular inspections with custodial vendor to ensure quality control and adherence to cleaning standards.Responds to customer inquiries, concerns and complaints in a professional manner.Collaborate with other departments to coordinate 

cleaning schedules and special projects.Keeps abreast of industry trends and best practices in housekeeping management.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of basic computer equipment. 

Work requires attention to detail and a commitment to maintaining cleanliness standards.Work requires excellent telephone skills.Work requires internal contact with all levels of staff for data gathering and outcome verification.Work requires 

performance of tasks both standing and sitting. Work requires ability to walk, bend, reach, squat, and stoop. Work requires good typing, data entry, and simple arithmetic skills. Work requires ability to analyze data or report information. Work 

requires ability to create methodologies for accomplishing goals. Work requires ability to implement recommendations by coordinating persons and/or resources. Work requires responsibility for development, implementation and 

maintenance of quality management/quality assurance program, which will assure quality delivery of services, employee safety, and public accountability and accreditation processes necessary. Work requires ability to multitask, prioritize and 

delegate effectively.Working ConditionsWorks primarily in general office area or laboratory. Ability to work after hours and weekends as needed.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

CUSTOMER SERVICE REPRESENTATIVE U7027 T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4E1

Guest & Pat Svcs-Pt Svc Rep 

Jr SKILL HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or equivalent and four (4) years experience in medical billing, customer service, claims processing or related field; OR Two (2) years of college and two (2) years experience as stated above is required.   Job Duties  Provides response to inbound 

claims inquiries from patients, physicians and other entities.  Assures all behavioral care inbound telephone claims calls are directed to this employee as first point of contact.  Provides back up relief for ACD telephone lines.     Works patient 

account, including but not limited to, adjustments on small balances, transfers credit balances to debit balances, changes FSC's on invoices to reflect different status, and/or requests monetary refunds.  Sets up accounts on budget plan. Calls 

clinics for possible personal courtesy or incorrect entries on invoices.  Supplies patients with application for financial assistance.  Works directly with patients regarding their account. Provides pat- ients with copies of their statement and 

reviews them in detail. Makes certain that patient and family member fully understands how to read statement.     Calls insurance companies for patients regarding non-payments and other pertinent information.  Files and re-files claims, 

requests EOB's from primary and secondary insurance companies and or appeal claims.  Acts as liaison between patients and follow up teams.     Registers and changes pertinent information in IDX system. Registers patients and updates 

insurance/demographic information.       Assists clinics and patients with managed care information, which requires thorough understanding of managed care guidelines.       Records and receipts payments on account from walk-ins and credit 

card payments over phone.  Discusses accounts with walk-in patient as needed.      Reviews and processes patient correspondence.  Contacts departments for additional information or to resolve issues.  Follows up with insurance as needed.  

Analyzes claim history to detect potential errors in processing.  Determines reasons for denials.  Responds to special requests for information.  Identifies trends in call type and makes recommendations to management. Informs management of 

trends regarding statement and/or follow up issues.  Provides administrative support to department which includes word processing, mail distribution, copying, etc.  Provides support for claims processing backlog.      Manages all incoming 

calls and logs into problem tracking database. Maintains problem tracking database.  Ensures customer problems receive proper attention and notifies management of problems that may require extra attention.     Researches, analyzes and 

responds to customer inquiries regarding mental health claims processing.  Develops, implements flexible innovative solutions.  Prepares and maintains departmental documentation as directed by management.     Performs other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CUSTOMER SERVICE TEAM LEAD 2216 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

assist with the patient inquiries and/or account corrections or adjustments. Works under moderate supervision while providing leadership and technical skills to ensure resolution of the more complex patient issues within the Account 

Resolutions Department. This position also requires one to research, investigate and document resolution of patient escalated account discrepancies.Experience and EducationHigh School diploma or equivalent and 5 years of medical billing 

and customer service experience. Job DutiesProvides direction, development, and guidance to Customer Service staff. Reports any applicable updates, corrections or system concerns. Maintains pro-active approach with 

addressing/implementing changes impacting the various processes within the Customer Service area. Leads, trains, and motivates staff to achieve goals and objectives. Provides feedback to Account Resolutions Supervisors regarding training 

experience along with additional opportunities for continued growth and improvement. Reviews telephony system voicemails daily to ensure completion of patient call backs. Participates in the development and implementation of 

recommendations for workflow, programs, and procedures affecting revenue management and performance improvement. Demonstrates ongoing competency skills, above level problem solving skills and decision-making abilities.. Responsible 

for all inquiries regarding PLS patients. Coordinates with all levels of management to resolution. Handles patient complaints in a timely and professional manner; promotes excellent customer service and takes appropriate action based on 

survey results.Researches, monitors and updates, as necessary, accounts referred to OGC, Risk management, and Bad Debt. Reviews and requests refunds for patients. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires effective oral and written communication skills.Work requires proficient keyboarding and 10-key calculator skills.Work requires demonstrating accuracy skills and possessing strong math aptitude skills.Working ConditionsWork 

requires ability to lift 5 pounds of records.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

CUSTOMER SERVICE TEAM LEAD U2216 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4E1A

Guest & Pat Svcs-Pt Svc Rep 

Sr INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or equivalent.  At least 5 years of hospital/medical office experience.     Job Duties  Provides direction, development and guidance to Customer Service staff. Reports any applicable updates, corrections or system concerns. Maintains pro-active 

approach with addressing or implementing changes impacting the various processes within the Customer Service area. Leads, trains and motivates staff to achieve goals and objectives. Assists manager/supervisor with daily operations and 

department staffing schedule, assuring staff coverage for all shifts. Required to assume supervisory decision making and accountability in the absence of Dir/Mgr/Supervisor.Participates in the development  and implementation of 

recommendations for workflow, programs, and procedures affecting revenue management and performance improvement.      Demonstrates ongoing competency skills, above level problem solving skills and decision-making abilities. Ability to 

communicate verbally with all levels of Associates and management and with physicians.     Responsible for all inquires regarding SAO patients.  Coordinates with all levels of management to resolution.  Handles patient complaints in a timely 

and professional manner; promotes excellent customer service and takes appropriate action based on survey results.    Responsible for processing of invoices and coordination of all vendor inquires.       Research, monitor and update as 

necessary accounts referred to OGC, Risk, and Bad Debt.       Review and approve adjustment requests for CSRs and Vendorst.        Assist Supervisor/Manager with projects as assigned.          **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CYBERSECURITY AWARENESS & COORDINATOR LEAD 9440 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThis role willcollaborate with 

management to develop and implement Security Awareness and coordinate initiatives intended to influence employees and contingent workers to adopt secure behaviors.The Security Awareness Coordinator is responsible for the institution's 

cybersecurity awareness and education program. he overall goal of the program is to reduce cybersecurity risk by ensuring that all students, faculty, staff and contractors understand campus security policies and apply university information 

security practices with respect to institutional data and information technology systems. In collaboration with other members of the information security department,this position will manage a broad set of activities, including: drafting 

publications, creating and managing website content, facilitating marketing campaigns, scheduling meetings, creating timelines and infographics; and helping to plan outreach, awareness, and educational events. The Security Awareness 

Coordinator will also be responsible for evaluating the effectiveness of techniques and resources as appropriate.Experience and EducationBachelor's degree in related field with CISSP certification and seven (7) years of progressively responsible 

technology security experience. A combination of experience, education and certifications may be considered for qualifications.Job DutiesCybersecurity awareness training programs (e.g., DIR Certifications, PCI-DSS, State of Texas, IRE, 

Contractor, New Hires) and cybersecurity employee requirementsCoordinating programs components such as 3rd party assessment engagements and materials, evidence evaluation and gathering, procedural for programs such as ISAC, IPSC 

and other committeesCoordinating recurring program functions such as program documentation, security posture evidence and cataloging, overall cyber awareness institutional contentInstitutional security policy and standards 

servicingCoordinating and leading operational and compliance work such as IRTeam, IRTeC, Compliance Liaison, campus community interfacing and messaging, ServiceNow, DIR SIRS, and information security department and program website 

content.Works with the Information Security Project Manager and leadership to track, coordinate and follow through security programmatic requirements as neededPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires 

excellent oral and written communication skillsWork requires attention to detail and sound decision-making skills Work requires knowledge of authoritative standards, guidelines, and best practices relative to information securityWork 

requires the ability to formulate and sustain effective and productive working relationships between diverse members of project teams and work groupsWork requires effective skills in facilitation, organization, negotiation, consultation, and 

communication Working ConditionsWork is performed in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

CYTOGENETIC TECHNICIAN L1690 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5E21

Medical Technician-

Cytogenetix ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

biology, medical technology, or other physical or natural science field and no experience required.     Job Duties  Assists in collecting and preparing biological specimens for cytogenetic analysis from various human tissues, such as blood, bone 

marrow, amniotic fluid, and solid tissue; utilizes aseptic techniques; prepares appropriate containers and instruments; collects media, antibiotics, anti-coagulants, and preservatives.    Records specimens in log, including each patient's name, 

identification number, sex, age, brief clinical history, suspected abnormality, specimen type, etc.      Learns to culture cells of various types using appropriate biohazard and/or aseptic techniques. Learns to select appropriate culture media for 

specific specimens and monitors cell growth.      Learns to harvest cell cultures using appropriate techniques, such as mitotic arrestants, cell-releasing agents, cell fixatives, etc. Prepares microscopic slides using banding stain techniques.      

Learns to analyze chromosome preparations, select cells, count and analyze each under microscope and prepare several karyotypes (i.e., classification or arrangement of chromosomes into standard order). Learns to summarize results of 

analysis and organize file for final report by director.    Learns to operate and maintain photomicroscope, inverted microscope, and standard darkroom equipment. Learns to analyze, photograph, and print appropriate cells from each case. 

Learns to use semi-automated image editor to prepare karyotypes.     Participates in conferences and other educational activities to further knowledge of cytogenetics.       Performs other duties as assigned.          **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CYTOGENETICS TECHNOLOGIST U9405 C07 $49,821.00 $77,427.00 $105,033.00 $4,151.75 $6,452.25 $8,752.75 $191.62 $297.80 $403.97 $23.95 $37.22 $50.50 N 3B5 Prof Technologist-Cytogenics ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor Degree in 

Biology, Medical Technology or other physical or natural science field. One year of training or experience in clinical cytogenetic field is required.Certification as Clinical Laboratory Specialist in Cytogenetics by ASCP is required.Job DutiesCollects 

and prepares biological specimens for cytogenetic analyses from various human tissues, such as blood, bone marrow, amniotic fluid, and solid tissue, utilizing aseptic techniques, appropriate containers and instruments, collecting media, 

antibiotics, anticoagulants, and preservatives.Accurately record patient demographics and relevant history.Cultures cells of various types using appropriate biohazard and/or aseptic techniques. Selects appropriate culture media for specific 

specimens and monitors cell growth.Harvests cell cultures using appropriate techniques, such as mitotic arrestants, cell releasing agents, cell fixatives, etc. Prepares microscopic slides using routine and banding techniques.Analyzes 

chromosome preparations, selecting cells, counting and analyzing each under microscope; prepares several karyotypes (i.e., classification or arrangement of chromosomes into a standard order) per case; summarizes results of analyses using 

the ISCN and submits file for final reports.Operates and maintains inverted microscope, photomicroscope to analyze cells, and computerized capturing system to photograph appropriate cells from each case.Organizes workload within assigned 

section of laboratory, scheduling work assignments, maintaining quality control of data generated, directing laboratory procedures, and generally affecting efficient utilization of methodology and equipment.Assists in development of 

cytogenetic training programs, implementation and training for high school, college, trainees, medical students, resident physicians, and and postdoctoral fellows in basic cytogenetic skills as required.Participates in conferences and other 

educational activities to further knowledge of cytogenetics. Collects and organizes research data for project reports as assigned. Performs other duties as assigned.Provides mentoring to Cytogenetic Technologists and Technicians with less 

experience. Assists Supervisor/Manager in monitoring laboratory operations to ensure compliance with departmental, institutional, accreditation, and government requirements and regulations.Maintain regulatory documentation such as, but 

not limited to maintenance logs and Quality Assurance program documents**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

CYTOGENETICS TECHNOLOGIST LEAD U5440 C08 $52,062.40 $78,603.20 $105,144.00 $4,338.53 $6,550.27 $8,762.00 $200.24 $302.32 $404.40 $25.03 $37.79 $50.55 N 3B5 Prof Technologist-Cytogenics ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks collaboratively with team 

members in Cytogenetics to facilitate tasks, priorities, goals and achievements are coordinated with the management team. Experience and EducationBachelor's degree in biology, medical technology or other physical or natural science field. 

Minimum 3 years' experience.Certification as Clinical Laboratory Specialist in Cytogenetics by ASCP.Job DutiesJob knowledge. Collects and prepares biological specimens for cytogenetic analyses from various human tissues, such as blood, bone 

marrow, amniotic fluid, and solid tissue, utilizing aseptic techniques, appropriate containers and instruments, collecting media, antibiotics, anticoagulants, and preservatives.Accurately record patient demographics and relevant history. 

Cultures cells of various types using appropriate biohazard and/or aseptic techniques. Selects appropriate culture media for specific specimens and monitors cell growth. Harvests cell cultures using appropriate techniques, such as mitotic 

arrestants, cell releasing agents, cell fixatives, etc. Prepares microscopic slides using routine and banding techniques. Analyzes chromosome preparations, selecting cells, counting and analyzing each under microscope; prepares several 

karyotypes (i.e., classification or arrangement of chromosomes into a standard order) per case; summarizes results of analyses using the ISCN and submits file for final reports. .Exercises independent judgement within scope of testing and will 

perform high-level duties of significant scope and complexity under the Manager/ supervisor's guidance.Quality Orientation. Performs all quality control procedures to ensure validity of test results. Evaluates, documents, and troubleshoots 

quality control according to lab protocols. Performs statistical analysis on quality control and quality assurance monitors. Takes appropriate corrective action when errors are detected or specimen rejection / recollection is required. Ensures 

patient specimen stability and proper sample processing. Inventory check of reagents as required. Treat all proficiency test samples according to CAP guidelines and laboratory expectations.3. Instrumentation. Responsible as a primary source 

of information for maintaining current  instrumentation in Cytogenetics. Operates and maintains inverted microscope, photomicroscope to  analyze cells, and computerized capturing system to photograph appropriate cells from each case.  

Troubleshoots instrumentation and equipment problems during the shift to ensure uninterrupted  Testing. Responsible for coordination of training in the methods and techniques of the appropriate  specialty area with guidance of the 

manager/supervisor. Productivity Ensures smooth workflow in all areas of the laboratory. Exhibits efficient use of time and resources. Meets expectations for TAT and pending list review. Coordinates daily tasks to achieve maximum 

productivity and efficiency of team members during the assigned shiftAttendance Reports for work on the assigned days at the assigned times.Performs special projects such as evaluation of new reagents, procedures, tests, or other duties as 

assigned. Work collaboratively with supervisor to maintain adequate inventory and supplies for the department's operation.Achieves a minimum of 10 continuing education hours annually. Continuously seeks knowledge in and outside of 

functional area.Actively participates in Performance Improvement Activities. Serves on committees and task forces. Orientates and instructs students and laboratory personnel in established clinical laboratory techniques, as required.Ensures 

compliance with rules and regulations of regulatory accreditation agencies such as TJC, CAP, AABB and OSHA,Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires internal contact with physicians from other 

departments regarding blood, bone marrow, amniotic fluid and solid tissue specimens.Work requires external contact with vendors regarding approved equipment problems.Work requires exercise of considerable judgment in application, 

evaluation, and implementation of new or revised procedures, techniques, and practices to work problems.Work requires drafting final reports for Director's review.Work requires direct observation for competency assessment review of 

employeesEffective communication skills and excellent customer service Working ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily fluids, infectious agents, odors, 

chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT SouthwesternMedical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn more, please 

visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.



CYTOGENETICS TECHNOLOGIST SPECIALIST U5441 C08 $52,062.40 $78,603.20 $105,144.00 $4,338.53 $6,550.27 $8,762.00 $200.24 $302.32 $404.40 $25.03 $37.79 $50.55 N 3B5 Prof Technologist-Cytogenics ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryServes as an expert working on high-

complexity testing with proficiency in system/test validation and writing technical policies and procedures in the Cytogenetics Laboratory.Experience and EducationBachelor's degree in biology, medical technology or other physical or natural 

science field. Minimum 5 years' experience.Has experience in test /method validation and writing technical policies and proceduresCertification as Clinical Laboratory Specialist in Cytogenetics by ASCP.Job DutiesJob knowledge. Independently 

perform work of considerable complexities in order to achieve general results by interpretation of policy and using ingenuity, initiative and good judgment, and/or precedents to work problems having broader implications in Cytogenetics 

Laboratory. Keep abreast of new technical developments. Assist with implementation of new tests, equipment, programs and/or procedures in the assigned area(s) as needed. Technical Specialist learn new laboratory procedures and 

techniques and introduce them to their team. Accountable for on-going training and professional development of staff. Assist in developing performance standards. Performs advanced/specialized tests and other related laboratory techniques. 

Reruns work of others to confirm test results. Re-evaluates methodology and makes recommended changes to assist in test interpretation. Determines if further testing should be done on samples or if test should be repeated. Performs duties 

of technologist as necessitated by absence or peak workload.Quality Orientation. Anticipate and identify issues related to results of analysis and be able to troubleshoot through lab testing issues. Assist in the creation and revision of 

laboratory policies and technical procedures. Ensure compliance with Clinical Laboratory Services Quality assurance requirements. Adherence to state, federal rules and regulations; ensures compliance with accrediting agencies and regulatory 

requirements. Maintains continuing laboratory quality improvement/education program at institutional, local and national/international level.Instrumentation. Responsible as a primary source of information for maintaining current 

instrumentation. Troubleshoots instrumentation and equipment problems during the shift to ensure uninterrupted testing. Responsible for coordination of training in the methods and techniques of the appropriate specialty area with 

guidance of the manager/supervisor. Productivity; Able to work, process and analyze methods utilized in the laboratory and ensures goal and expectations are achieved by the department.Performs special projects such as evaluation of new 

reagents, procedures, tests, or other duties as assigned.Achieves a minimum of 10 continuing education hours annually. Continuously seeks knowledge in and outside of functional area.Actively participates in Performance Improvement 

Activities. Serves on committees and task forces. Orientates and instructs students and laboratory personnel in established clinical laboratory techniques, as required.Ensures compliance with rules and regulations of regulatory accreditation 

agencies such as TJC, CAP, AABB and OSHA,Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate well through verbal and written skillsWork requires external contact with vendors regarding 

approved equipment problems.Work requires internal contact with physicians from other departments regarding blood, bone marrow, amniotic fluid and solid tissue specimens.Work requires drafting complex abnormal final reports for 

directors reviewWork requires exercise of considerable judgment in application, evaluation, and implementation of new or revised procedures, techniques, and practices to work problems.Proficiency in Microsoft Outlook, Words, Excel, 

Powerpoint, Microsoft Teams.Working ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily fluids, infectious agents, odors, chemicals, contagious diseases, etc.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT SouthwesternMedical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn more, please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion/.

CYTOTECHNOLOGIST L5507 C07 $49,821.00 $77,427.00 $105,033.00 $4,151.75 $6,452.25 $8,752.75 $191.62 $297.80 $403.97 $23.95 $37.22 $50.50 N 3B5 Prof Technologist-Cytogenics ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field, and certification as a Cytotechnologist by an approved accrediting agency required, with no additional experience.    Job Duties  Responsible for the prompt, accurate, and efficient screening of gynecological and non-gynecological 

specimens and reporting the diagnostic results.      Microscopically examines gynecological and non-gynecological specimens including FNAs. Properly identifies and classifies all abnormal, precancerous, and cancerous changes.      Identifies 

infectious agents including viral changes, fungal and other parasitic organisms.       Identifies endocervical components when present; recognizes abnormal cell changes associated with radiation and chemotherapy changes.  Enters results into 

LIS and verifies for report release.      Assures specimen labeling requirements are met and all necessary clinical information is available.  Answers inquiries regarding test results, methodology, and specific factors that can influence test results.     

Assists with or performs accessioning, processing, and staining of specimens in accordance with the cytology processing manual with only supervisor/pathologist-approved modifications or deviations.      Assists clinicians within the hospital 

for the procurement of material from fine needle aspirations.       Participates in quality control procedures and documents accordingly; participates in proficiency testing.       Assists laboratory assistants; participates in the training and 

orientation of new employees, as required and assigned.  Writes and/or updates standard operating procedures as assigned.      Keeps work area physically clean, organized and free of safety hazards; properly disposes of all biohazardous 

materials and chemically hazardous materials; maintains adequate inventory to complete work, and orders supplies as needed.     Participates in process improvement activities and prepares routine Quality Assurance Indicator reports in a 

timely manner.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

CYTOTECHNOLOGIST LEAD U5448 C08 $52,062.40 $78,603.20 $105,144.00 $4,338.53 $6,550.27 $8,762.00 $200.24 $302.32 $404.40 $25.03 $37.79 $50.55 N 3B5 Prof Technologist-Cytogenics ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks collaboratively with team 

members to facilitate tasks, priorities, goals and achievement are coordinated with the management team. Experience and EducationBachelor of Science in Cytotechnology. Minimum 3 years' experience.Certification as Cytotechnologist 

(ASCP)Job DutiesJob knowledge. Accurately performs testing according to and without deviation from established laboratory policies and procedures. Recognizes deviation from expected results; evaluates results for discrepancies and 

feasibility, utilizing instrument and LIS flags, analyzes and corrects problems according to procedure. Proficient in performing fine needle aspiration for adequacy checks and accurate and timely microscopic analysis of gynecological and non-

gynecological specimens. Exercises independent judgement within scope of testing and will perform high-level duties of significant scope and complexity under supervisor's guidance.Quality Orientation. Evaluates, documents, and 

troubleshoots quality control according to lab protocols. Performs statistical analysis on quality control and quality assurance monitors. Takes appropriate corrective action when errors are detected or specimen rejection / recollection is 

required. Ensures patient specimen stability and proper sample processing. Treat all proficiency test samples according to CAP guidelines and laboratory expectations. Instrumentation. Responsible as a primary source of information for 

maintaining current instrumentation. Troubleshoots instrumentation and equipment problems during the shift to ensure uninterrupted testing. Responsible for coordination of training in the methods and techniques of the appropriate 

specialty area with guidance of the manager/supervisor. Productivity Ensures smooth workflow in all areas of the laboratory. Exhibits efficient use of time and resources. Meets expectations for TAT and pending list review. Coordinates daily 

tasks to achieve maximum productivity and efficiency of team members during the assigned shiftAttendance Reports for work on the assigned days at the assigned times.Performs special projects such as evaluation of new reagents, 

procedures, tests, or other duties as assigned. Work collaboratively with supervisor to maintain adequate inventory and supplies for the department's operation.Achieves a minimum of 10 continuing education hours annually. Continuously 

seeks knowledge in and outside of functional area.Actively participates in Performance Improvement Activities. Serves on committees and task forces. Orientates and instructs students and laboratory personnel in established clinical 

laboratory techniques, as required.Ensures compliance with rules and regulations of regulatory accreditation agencies such as TJC, CAP, AABB and OSHA,Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires internal 

contact with physicians from other departments regarding specimens.Work requires external contact with vendors regarding approved equipment problems.Work requires exercise of considerable judgment in application, evaluation, and 

implementation of new or revised procedures, techniques, and practices to work problems.Working ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily fluids, 

infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn more, 

please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

DATA ANALYST - SERVICE LINE U9121 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3E6A

Prof Research-Dept Data 

Anlyst PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree or 

higher in Healthcare, Business and Administration preferred.Two (2) - Five (5) years' experience in data analysis, decision support, finance,including demonstrated proficiency with analytical software and data dashboard building required. At 

least one (1) year of healthcare experience required, preferably in a healthcare operations and analytics.Job DutiesPerform complex data analysis in support of ad-hoc and standing clinical and administrative requests. Capable of building data 

dashboards from multiple systems/sources.Develop programs, methodologies, and files for analyzing and presenting data.Use database applications and analytical tools: evaluates data quality, applications, and functions.Researches new data 

sources and analytical tools; contributes to new product development and improvement in product delivery and presentation.Provides a high level of customer service while meeting project and presentation deadlines.Manages standing 

reports to specification and timelines including: department P&L, OR Metrics, Service Line and programmatic scorecards/dashboards. Formats data/presentations for standing committees including quarterly QA/PI/PIC Committees, Service 

Line Steering Committees andSurgical Services Executive Committee.Works with various departments/divisions/administrators to develop & understandtask specifications. Delivers data products in report/ presentation format, or verbally, to 

AVP in a detailed oriented and timely manner. Applies knowledge to evaluation, analysis, and interpretation of data.Communicates results effectively to customers. Communicates regularly and effectively with team members and supervisor. 

Points out system or process problems when noticed; engages the team in problem solving.Promotes an image of a high quality organization through expertise and responsiveness.**Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DATA CENTER ENGINEER 9341 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general direction to 

perform systems administration duties on large-scale computer systems in a data center environment. A data center engineer's main responsibility is to ensure continuous systems and facility uptime. Knowledge of data center infrastructure 

(DCIM) applications and systems management. Understanding of design, configuration, and implementation related to data center network, information systems, and DC operations.Experience and EducationBachelor's degree in a technical 

field or equivalent with relevant and progressive work including 5 years of job-related experience. A minimum of 3 years of experience in a support position or role in an information systems environment. May be required to submit to a 

federal background investigation. Job DutiesAnalyzes and remediates problems involving operating systems, database systems, applications, and other technologies.Troubleshoots system components and recommends improvements in 

support of an efficient, highly available data center operation. Designs and implements data system components under the direction of Managers and other levels of Systems Engineers.Works to identify and propose innovative and creative 

solutions that enhance or increase the efficiency of the services provided by Information Resources to the campus community.Develops and reviews specifications for data system components and services.Assists in the development of test 

plans and documentation of recovery procedures.Assists with the development of guidelines related to the design, implementation, and monitoring of information technology systems at a data center and other application systems.Assists 

with the development of guidelines related to the design, implementation, and monitoring of information technology systems at a data center and other application systems.Familiar with a variety of IT hardware, such as servers, cables, power 

systems, and cooling equipment needed to maintain the physical safety of an IT facility.Perform quality assurance tests and troubleshoot hardware issues.Troubleshoots system components and recommends improvements in support of an 

efficient, highly available center operation.Managing internal projects.Mentoring Data Center Technicians.Liaison between IT teams & Data Center.Provide Data center reporting and analytics.Performs other duties as assigned.Knowledge, Skills 

& AbilitiesWork requires strong interpersonal and communication skills; capable of explaining moderately complex procedures in writing or verbally.A solid understanding of data center operationsAnalytical skillsTroubleshooting skillsWork 

requires intermediate knowledge of at least one operating system and its commands/utilities at a user level; can edit files, issue commands, navigate the file system.Work requires the ability to effectively present information and respond to 

questions from managers, clients, customers, and co-workers.Work requires the ability to read, write, analyze, and interpret technical procedures.Work requires the ability to give oral and written presentations. Work requires ability to design 

and implement system infrastructure changes. Work requires ability to design and implement systems administration tools, which integrate with other computing systems. Work requires the ability to accurately interpret computer-issued 

error messages and take appropriate action.Work requires basic knowledge of Microsoft Office Suite; and/orWork requires basic knowledge of Microsoft/Linux/UNIX server operating systems.Work may require additional skills including a basic 

knowledge of Tivoli Storage Manager, VAX/VMS, or other legacy environments.Work may require additional skills including application systems, database systems, or knowledge of specialty hardware appliances.Work requires the ability to 

follow oral and written instructions and the ability to communicate effectively both verbally and in writing.Work may require working long periods of time to meet deadlines.Work requires adaptability/flexibility to react positively to changes 

in the work environment.Work requires initiative to improve productivity and quality of work.Work requires the ability to plan and organize work in a logical and efficient manner.Work requires exercise of moderate judgment.Working 

ConditionsWork is primarily performed in general office area. Infrequent travel to remote facilities may be required. Will be scheduled to work during off-hours change windows that may fall outside of normal business hours or during the 

weekend. Will be periodically assigned after-hour support and able to be paged 24-7.This position requires the ability to lift up to 35 lbs.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of 

Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

DATA CENTER TECHNICIAN I 9463 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3D6B Prof Services-IR Support Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryA Data Center Technician I's main 

responsibility is to support data center operations and is knowledgeable of data center support principles that help ensure continuous systems and facility uptime. This role keeps current with industry standards, growth, and changes in 

technology.Experience and EducationHigh school graduation supplemented by successful completion of vocational training in information technology and at least one (1) year of job-related experience. May be required to submit to a federal 

background investigation. Job DutiesMonitors and responds to failures including those related to power, hardware, network, and facilities.Analyzes system events/alerts and diagnoses potential root causes.Utilize elevated access and sound 

judgement during remediation processes.Responds to system hardware issues by applying diagnostics, troubleshooting, testing, and reimplementation. Carries out shipping/receiving duties to maintain accurate inventory control and asset 

tracking.Conducts issue tracking and responds to incidents in a timely manner.Multitasks to prioritize and complete incoming events with effective response time.Interacts with clients via written communication and phone and showcases high 

quality customer service.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires analytical, diagnosing, and troubleshooting skills.Work requires exercise of moderate judgment.Work requires ability to troubleshoot and 

diagnosis system and hardware related issues.Work requires basic knowledge of various network cabling mediums including Fiber and Ethernet.Work requires basic knowledge of enterprise server operating systems (Windows/Unix/Linux) and 

core Microsoft platforms and products.Work requires soft skills such as collaboration, teamwork, communication (written and verbal), problem-solving, detail-oriented, and ability to manage time.Working ConditionsThis position is a 24/7, 

onsite position. Must be flexible and willing to cover shifts of any hour with short notice. Work is primarily performed in general office area. Infrequent travel to remote facilities may be required. Will also be scheduled to work during off-hours 

change-windows of time that may fall outside of normal business hours or during the weekend. Will be periodically assigned after-hour support and able to be paged 24-7.This position requires the ability to lift up to 35 lbs. and work on 

ladders or with heavy equipment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the 

basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-

work-here/diversity-inclusion.

DATA CENTER TECHNICIAN II 9464 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3D6B Prof Services-IR Support Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Data Center Technician II's main 

responsibility is to perform intake for various data center work orders, review requirements, discern the appropriate action steps, and implement the necessary infrastructure upgrades using industry expertise. This role keeps current with 

industry standards, growth, and changes in technology..Experience and EducationAssociates degree in a technical field and at least three (3) years of job-related experience. May be required to submit to a federal background investigation. 

Additional job-related experience may be considered in lieu of education. Job DutiesMonitors and responds to failures including those related to power, hardware, network, and facilities. Analyzes system events/alerts and diagnoses potential 

root causes.Utilize elevated access and sound judgement during remediation processes.Responds to system hardware issues by applying diagnostics, troubleshooting, testing, and reimplementation.Carries out shipping/receiving duties to 

maintain accurate inventory control and asset tracking.Conducts issue tracking and responds to incidents in a timely manner.Runs cable as specified in work orders, often including Fiber and Ethernet.Assists with project initiatives and 

collaborates with other technicians and engineers.Assists with the auditing and verification of data center equipment and operations.Interacts with clients via written communication and phone and showcases high quality customer 

service.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires analytical, diagnosing, and troubleshooting skills.Work requires exercise of moderate judgment.Work requires ability to troubleshoot and diagnosis system 

and hardware related issues.Work requires intermediate knowledge of system firmware versioning and aspects of version control.Work requires intermediate knowledge of various network cabling mediums including Fiber and Ethernet.Work 

requires basic knowledge of enterprise server operating systems (Windows/Unix/Linux) and core Microsoft platforms and products.Work requires basic knowledge of TCP/IP protocol and network administration.Work requires soft skills such 

as collaboration, teamwork, communication (written and verbal), problem-solving, detail-oriented, and ability to manage time.Working ConditionsThis position is a 24/7, onsite position. Must be flexible and willing to cover shifts of any hour 

with short notice. Work is primarily performed in general office area. Infrequent travel to remote facilities may be required. Will also be scheduled to work during off-hours change-windows of time that may fall outside of normal business 

hours or during the weekend. Will be periodically assigned after-hour support and able to be paged 24-7.This position requires the ability to lift up to 35 lbs. and work on ladders or with heavy equipment.Any qualifications to be considered as 

equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

DATA CENTER TECHNICIAN III 9465 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D6B Prof Services-IR Support Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Data Center Technician III's main 

responsibility is to lead efforts regarding data center operations/projects as well as service escalations from other Data Center Technicians. This role keeps current with industry standards, growth, and changes in technology.Experience and 

EducationAssociates degree in a technical field and at least four (4) years of job-related experience. May be required to submit to a federal background investigation. Additional years of job-related experience may be considered in lieu of 

education. Job DutiesMonitors and responds to failures including those related to power, hardware, network, and facilities. Analyzes system events/alerts and diagnoses potential root causes.Utilize elevated access and sound judgement 

during remediation processes.Responds to system hardware issues by applying diagnostics, troubleshooting, testing, and reimplementation.Carries out shipping/receiving duties to maintain accurate inventory control and asset 

tracking.Conducts issue tracking and responds to incidents in a timely manner.Assists with running cable as specified in work orders, often including Fiber and Ethernet.Plans, schedules, and executes project initiatives at direction of Managers 

and other levels of Systems Engineers.Creates processes to audit and verify existing equipment/operations to maintain core data center standards.Assists with the operational rollout of new data system components, processes, and 

services.Handles escalations from Data Center Technician I and IIs.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires analytical, diagnosing, and troubleshooting skills.Work requires exercise of moderate 

judgment.Work requires ability to troubleshoot and diagnosis system and hardware related issues.Work requires intermediate knowledge of various network cabling mediums including Fiber and Ethernet.Work requires intermediate 

knowledge of enterprise server operating systems (Windows/Unix/Linux).Work requires intermediate knowledge of protocols like DNS, DHCP, and NTFS file permissions.Work requires basic knowledge of core Microsoft cloud services (Azure, 

Exchange Online, SharePoint Online, Power BI, Power Automate, etc.).Work requires basic knowledge of virtualization (VMWare and Hyper V).Work requires basic knowledge of TCP/IP protocol and network administration.Work requires basic 

knowledge of Windows domain tools like PowerShell, Group Policy, ADDS.Work requires familiarity with automation tools.Work requires soft skills such as collaboration, teamwork, communication (written and verbal), problem-solving, detail-

oriented, and ability to manage time.Working ConditionsThis position is a 24/7, onsite position. Must be flexible and willing to cover shifts of any hour with short notice. Work is primarily performed in general office area. Infrequent travel to 

remote facilities may be required. Will also be scheduled to work during off-hours change-windows of time that may fall outside of normal business hours or during the weekend. Will be periodically assigned after-hour support and able to be 

paged 24-7.This position requires the ability to lift up to 35 lbs. and work on ladders or with heavy equipment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human 

Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

DATA ENTRY OPERATOR II 9395 11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 4I Office-Info Tech TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED and one (1) year experience as Data Entry Operator I or equivalent.     Job Duties  In addition to duties performed by Data Entry Operator I, codes or instructs others in coding of information for entry.       Recognizes problems 

identified by computer relating to acceptance of data base upon good working knowledge of prewriting program; makes necessary adjustments.      May work out or assist in developing new codes or procedures for small unit.       May assist in 

training and providing working supervision to Data Entry Operators I.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

DATA ENTRY OPERATOR III 9394 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 4I Office-Info Tech TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED and three (3) years data entry experience, including at least one (1) year experience as Data Entry Operator II or equivalent.    Job Duties  Executes and designs data flow and control for multi-faceted data entry programs; 

determines priorities for data entry. Prepares and/or supervises preparation of source documents for input of information in accordance with prescribed procedures. Recognizes problems identified by computer relative to acceptance of data; 

makes necessary adjustments to obtain data acceptance by computer. Checks output validity.  Organizes work flow and assigns work flow to data entry operators of lower grade, advising them as to solution of problems arising from their 

work.      As required, trains data entry operators of lower grade and date entry personnel in user departments in determining correctness of source data, recognizing obvious discrepancies, and entering information into computer bank.  

Review data entry work for aaccuracy and adherence to prescribed procedures.    Confers with supervisor concerning enhancements and/or updates of existing programs and for establishing own priorities in consultation with programming 

staff and outside users.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

DATA MANAGEMENT COORDINATOR U5030 T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3H2

Prof Services-Pgrm/Proj 

Coord ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent required. 3 years experience in the medical/pharmaceutical field AND 1-3 years experience in a data intensive role.    Job Duties  Abstract moderate to complex data elements for the UNOS registry and internal databases.  Enter 

data and submit in a timely and accurate fashion.      Independently perform project specific data analysis tasks.        Participate in QI efforts, either within the department or within a larger QA team, related to transplant program data 

collection and reporting.      Work with management to identify QI opportunities based on various outcomes reporting.       Operates MS Office applications, and acts as a resource person for the transplant program for the applications.       

Organizes & prioritizes data management tasks based upon identified needs.  Provides administrative data management support to staff & physicians._Completes requested reports in a timely manner.      Follows established 

organizational/departmental policies and procedures.  Participates in QI activities.  Identifies problems within the department and assist with the solutions.      Attends at least 80% of scheduled staff meetings and 100% of mandatory 

educational sessions.       Backs up other office personnel as required. Demonstrates basic knowledge of office support functions.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DATA SCIENTIST I 4430 N 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3E6 Prof Research-Data Scientist RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  M.S. in Computer 

Science, Bioinformatics, (Bio)mathematics, (Bio)statistics, Physics, Electrical Engineering, or related field OR B.S. with demonstrated experience in broadly defined areas of bioinformatics.  0 - 2 years post-graduation experience in data analysis 

and/or scientific software development. Job Duties  1.Analyzes and develops formalisms, algorithms and software for applications in biomedical research.2.Develops and maintains software tools and infrastructure for resolving specific 

problems.3.Assists in the development, testing and revision of programs in a team with diverse bioinformatics expertise.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

DATA SCIENTIST II 4431 N 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3E6 Prof Research-Data Scientist RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  M.S. in Computer 

Science, Bioinformatics, (Bio)mathematics, (Bio)statistics, Physics, Electrical Engineering, or related field OR B.S. with demonstrated experience in broadly defined areas of bioinformatics.  Two (2) - four (4) years post-graduation experience in 

data analysis and/or scientific software development. Job Duties  1.Analyzes and develops formalisms, algorithms and software for applications in biomedical research.2.Develops and maintains software tools and infrastructure for resolving 

specific problems.3.Performs the development, testing and revision of programs in a team with diverse bioinformatics expertise.4.Advises and assists users and other personnel in analyzing, defining and resolving computational problems.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DATA SCIENTIST III 4432 N 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3E6 Prof Research-Data Scientist RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationPh.D. or M.S. in 

Computer Science, Bioinformatics, (Bio)mathematics, (Bio)statistics, Physics, Electrical Engineering, or related field and four (4) years post-graduation experience in data analysis and/or scientific software developmentOR B.S. with 

demonstrated experience in broadly defined areas of bioinformatics withsix (6) years post-graduation experience in data analysis and/or scientific software development.Job Duties1. Analyzes and develops formalisms, algorithms and software 

for applications in biomedical research.2. Develops and maintains software tools and infrastructure for resolving specific problems.3. Oversees the development, testing and revision of programs in a team with diverse bioinformatics 

expertise.4. Trains users and other personnel in analyzing, defining and resolving computational problems.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.



DATABASE ANALYST 9312 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, health care administration, basic science, or computer related field, and two (2) years experience in field directly related to type of database maintained, including experience working with and maintaining large 

complex database. Master's degree in Computer Science or a related Information Technology field may be considered as a substitution for stated minimum experience. Additional years of related experience may be considered in lieu of stated 

degree requirement on a year for year basis.Job DutiesMaximizes use of automated database systems through on-going analysis of mainframe, PC, and manual systems; trains users in use of automated systems; assists in, or designs, database 

and related applications; maintains database system and associated data collection systems.Extracts relevant data from various sources and data enters information into database.Works with system users to make recommendations, receive 

feedback, and test additions and/or enhancements to automated database system so that systems are updated, tested, developed, and implemented.Administers and investigates database network and systems administration hardware and 

software by utilizing proficiencies in various computer languages to support functions of project or department.Investigates and recommends efficient, user-friendly database interface designs for all users by utilizing acquired experience and 

knowledge of database systems.Proposes policy for relational database table design; works in tandem with scientific/technical community using knowledge of future trends to produce database that is responsive to user needs.Installs and 

maintains related database software and hardware systems.Makes recommendations for modifications or additions to personal computer database systems, hardware components and database software applications.Performs other duties as 

assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DATABASE ANALYST PART TIME NON EX 9312PN Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 3D4A Prof Svcs-IR Prog/Trainer Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, health care administration, basic science, or computer related field, and two (2) years experience in field directly related to type of database maintained, including experience working with and maintaining large 

complex database. Master's degree in Computer Science or a related Information Technology field may be considered as a substitution for stated minimum experience.Additional years of related experience may be considered in lieu of stated 

degree requirement on a year for year basis.Job DutiesMaximizes use of automated database systems through on-going analysis of mainframe, PC, and manual systems; trains users in use of automated systems; assists in, or designs, database 

and related applications; maintains database system and associated data collection systems.Extracts relevant data from various sources and data enters information into database.Works with system users to make recommendations, receive 

feedback, and test additions and/or enhancements to automated database system so that systems are updated, tested, developed, and implemented.Administers and investigates database network and systems administration hardware and 

software by utilizing proficiencies in various computer languages to support functions of project or department.Investigates and recommends efficient, user-friendly database interface designs for all users by utilizing acquired experience and 

knowledge of database systems.Proposes policy for relational database table design; works in tandem with scientific/technical community using knowledge of future trends to produce database that is responsive to user needs.Installs and 

maintains related database software and hardware systems.Makes recommendations for modifications or additions to personal computer database systems, hardware components and database software applications.Performs other duties as 

assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DATABASE ANALYST SR 9310 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, health care administration, basic science, or computer related field and three (3) years experience in field directly related to type of database maintained, including experience working with and maintaining large 

complex databases. Master's degree in Computer Science or a related Information Technology field may be considered as a substitution for up to two (2) years of related experience. Additional years of progressively responsible related 

experience may be considered in lieu of stated degree requirement on a year for year basis.Job DutiesDesigns, implements, and evaluates existing or new database applications and recommends improvements.Directs day-to-day operation and 

utilization of database system, maintaining its integrity, including performance tuning and monitoring, backup, and recovery. Isolates and resolves problems affecting database as whole or in part.Maintains optimal efficiences in one or more 

databases.Installs new database applications, tables, and files.Cooperates with project leaders and advises on efficient usage of database files.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DATABASE SYSTEMS ENGINEER 9359 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

supplemented by successful completion of vocational training in computer programming and seven (7) years computer operation and programming experience, including at least one (1) year as Software Systems Specialist II or equivalent. 

Bachelor's degree or Master's degree in computer science or a related information technology field may be considered as a substitution for stated minimum experienceJob DutiesAssists in analysis and remediation of problems involving: 

operating systems, database systems, applications or other technologies as defined by an Enterprise Database Administrator of higher grade.Troubleshoots system components and recommends improvements in support of an efficient highly 

available data center operation; assists with the development of guidelines related to the installation of database software and other application systems; assists with building database schemas, tables, procedures and permissions.Creates, 

tests and executes instruction sets such as scripts and queries using appropriate data management and programming languages; assists with analysis, consolidation and tuning of database for optimal efficiency.Assists with monitoring 

database systems and platforms for availability.Assists in the development of test plans and documentation of database recovery procedures.Assists with restoration and recovery of corrupted databases.Assists with the installation and 

testing of database system upgrades and patches to computer systems, such as the installation of new databases; provides 24/7 support for critical database situations.Works as part of a project team to determine database and application 

project scope and limitations.Assists with evaluation and recommendation of new database technologies.Assists with responses to security incidents to prevent additional loss and obtains and preserves forensic evidence.Provides support for 

Call Center (HEAT) incidents.Peforms other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DATABASE SYSTEMS ENGINEER SR 9364 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

a computer related field and five (5) years experience in field directly related to type of database maintained including experience working with and maintaining large complex databases. Certification in at least one relevant operating system or 

associated technology. May be required to submit to a federal background investigation.      Job Duties  Analyzes and remediates problems involving: operating systems, database systems, applications or other technologies;troubleshoots 

system components and recommends improvements in support of an efficient highly available data center operation.     Installs and documents database architecture; assists with building database schemas, tables, procedures and 

permissions.       Works to identify and propose innovative and creative solutions that enhance or increase the efficiency of the services provided by Information Resources to the campus community; develops database utilities and automated 

reporting.     Creates shell scripts for database task automation; creates, tests, and executes instructions sets such as scripts and queries using appropriate data management and programming languages.      Analyzes and sustains capacity and 

performance requirements by establishing and calculating optimum values for database parameters using manuals and calculator; analyzes, consolidates and tunes databases for optimal efficiency.     Monitors database systems and platforms 

for availability; oversees backup, clustering, mirroring, replication and failover installation, configuration and testing.      Oversees restoration and recovery of corrupted databases; reviews project requests describing analyst needs to estimate 

time and cost required to accomplish project.      Schedules, plans and supervises the installation and testing of database system upgrades and patches to computer systems such as the installation of new databases; Provides 24/7 support for 

critical situations.     Works as part of a project team to determine database and application project scope and limitations; evaluates and recommends new database technologies.      Provides support for Call Center (HEAT) incidents; assists 

with responses to security incidents to prevent additional loss and obtains and preserves forensic evidence.      Identifies and analyzes that impact of database and application system security vulnerabilities in relation to the enterprise 

environment.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DBS PHYSIOLOGIST 1102 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3B18

Prof Technologist-Spec Tech 

Sr CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  PhD with at least 

three (3) years experience with MER in human DBS implantation. Job Duties  1. Set up and monitor electrode recordings (MER) during deep brain stimulation surgery in the operating room.2. Conduct pre and post-operative clinical assessment 

and data management of DBS patients.3. Assist Neurology attending physician with clinic programming of DBS devices during clinic patient visits; assists in modifying the stimulation of patients based on neurophysiological data.4. Provide 

consultation on DBS research being conducted at UTSW.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DECEDENT CARE DRIVER 5460 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 7C Service-Driver Transport Jr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate, or GED, at least one (1) year related work experience and a valid State of Texas Driver's License are required.  Attendance in a school of mortuary science or work experience in a morgue setting is preferred.   Job Duties  Operates 

motorized vehicle and transports donors from place of death to Medical Examiner's Office and/or the Willed Body Program from hospitals, nursing homes, medical examiners offices, and/or residences.     Performs duties relative to receiving, 

placing, identifying bodies in morgue and verifies identification of body by armband, compartment label and record-of-death form accompanying body.      Releases bodies to authorized persons.        Maintains vehicle operating records and 

reports needed maintenance and repairs.  Performs minor and routine maintenance such as refueling, ensuring proper tire pressure and checking oil, water and batteries periodically.     Performs other duties as assigned.          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DENIALS ANALYST LEAD U5527 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3G4C

Prof Fee Sched-Spclized 

Coding PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryThe Lead Denials Analyst primary 

responsibilities are to lead all Denials workflows and assignments, lead Denials Team meetings, and analyze and report denials data, trends, and opportunities for education. This role will report these trends/opportunities to the Assistant 

Director and Coding & CDI Managers, seek opportunities for improvement, collaborate with Coding Denials Analyst, CDI Clinical Denials Analyst, and Physician Advisors to identify clinical evidence to support codes assigned and justify appeals. 

This position will also onboard and train new employees.MINIMUM QUALIFICATIONSEducation/ExperienceRequired - three to five (3-5) years Acute Hospital-Based Coding experience. An equivalent combination of education and experience 

may be considered.Required - three to five (3-5) years' experience working in a Clinical Documentation Integrity Program. An equivalent combination of education and experience may be considered.Required - experience reviewing Inpatient 

Denials and Developing DRG Appeals in an Acute Hospital setting.Required - Registered Health Information Administrator (RHIA) or Registered Health Information Technician (RHIT) or Registered (RN) Required, BSN preferred; licensed in Texas 

or Compact State.Required - Certified Clinical Documentation Specialist (CCDS) or Certified Documentation Improvement Practitioner (CDIP). AHIMA Certified Coding Specialist (CCS) preferred. An equivalent combination of education and 

experience may be considered.Required - Experience working in a remote environment.ESSENTIAL FUNCTIONSLeads all Denials workflow and assignmentsLeads all Denials Team meetingsWorks collaboratively with the Inpatient Coding Denials 

Analyst, CDI Clinical Denials Analyst, Physician Advisors, and Compliance to identify clinical evidence to support coding and justify an appeal Analyzes denials data, identify trends, and opportunities for education and report to 

leadershipReviews Inpatient Coding/Clinical Validity denials and appeals, ensuring all coding guidelines and conventions were followedIdentifies all activities that influence denial/appeals processMaintains an expert level of knowledge of 

Coding, CDI, Denials, and Appeal guidelines and practicesServes as backup for Inpatient Coding Denials and CDI Denials Analyst duties as needed Onboards and train new employees Support the Quality Standards set by UTSW/HIM CodingOther 

duties as assigned.KNOWLEDGE, SKILLS, AND ABILITIESWork requires very strong Inpatient Coding, CDI knowledge and skills, Denials knowledge and skills, including but not limited to ICD-10-CM & ICD-10-PCS, Official Coding Guidelines, 

conventions, knowledge to interpret and apply Coding Clinic advice, etc. Must demonstrate analytical ability and resourcefulnessWork requires excellent communication skills (written and verbal), customer service, and interpersonal skillsWork 

requires proficiency with Microsoft Office, Word and ExcelWork requires organizational skills along with a high level of accuracy and attention to detailWork requires ability to report and problem solve using discretion, judgment, and 

professionalismWork requires ability to handle multiple tasks, show initiative, and adjust to changes as appropriate, in an environment where change is commonWork requires ability to perform in a conservative, fast-paced, and quality driven 

environmentWork requires ability to comprehend, understand, and follow established policies, procedures, and other guidelines of some complexityWork requires self-motivation, maturity, and being a team playerWORKING CONDITIONSThis 

job is Majority Remote.This position will report to the Assistant Director, Coding & CDI.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources 

Administration, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

DENTAL ASSISTANT COORDINATOR 1837 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5G1 Clin Supp Services-Dental ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED and completion of formal (approved dental assistant program) or informal (on-the-job training) training as dental assistant, including five (5) years in dental practice including chairside assisting, appointment scheduling, preparing 

dental predeterminations and claims, and working with patient accounts. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), Radiology, Jurisprudence and Infection 

Control certifications and be registered as a Dental Assistant with the Texas State Board of Dental Examiners.Job Duties1. Performs procedures using established skills to assist physician with patient care by assisting with surgical interventions 

in clinic or in University operating rooms. Completes preoperative check-in and postoperative check-out duties, with minimum supervision.2. Schedules and coordinates daily patient appointments for Division faculty to ensure maximum 

utilization of time and health service space and avoid overloading of patient scheduling. Schedules follow-up appointments and other tests including MRI&iquest;s and CAT scans, as deemed necessary by provider.3. Receives stores, distributes, 

and maintains proper inventory levels and stock records for the dental department.4. Performs dental administrative support tasks including, but not limited to, filing, routing phone calls/correspondence/mail, and faxing information.5. Tracks 

patient flow for report purposes and coordinates and/or suggests improvement of efficiency.6. Coordinates financial planning and counseling to patients.7. Determines potential reimbursement sources available to the patient and directs them 

to these sources.8. Serves as the first point of contact for patients inquiring about dental procedures and consults. Escalates patient concerns and issues utilizing defined processes.9. Works with the clinic staff to accurately review patient 

accounts.10. Coordinates accurate patient data to determine financial obligation. Calculate patient deposits, calculate/quote estimates and secure resolution for patient accounts prior to/upon/during the patient stay in accordance with the 

financial policy. Provide and maintain cost estimate methods for the department.11. Assists with completion of insurance pre-determination and claim forms and communicate billing and reimbursement information to patients to assure 

maximum collection of charges.12. Provides direct, professional, and knowledgeable interactions with patients, physicians, referral sources, and the treatment team.13. Duties performed may include one or more of the following core 

functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient 

financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

DENTAL ASSISTANT I 1841 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5G1 Clin Supp Services-Dental ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School graduate or 

GED, completion of approved dental assistant program or on-the-job training, and no experience required. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), 

Radiology, Jurisprudence, and Infection Control Certification within six (6) weeks of hire date. Job DutiesSets up sterile instrument trays for operations and routine dental treatments; ensures clinical trays are ready for emergencies. Cleans and 

sterilizes treatment rooms and instruments after procedure completion.Sterilizes and gives routine care to instruments, linens, and auxiliary supplies, including spray valves, compressed air apparatus, syringes, and suction equipment.Assists 

in changing intra-oral and extra-oral dressings.Works under direct supervision of licensed radiographic dental assistant or faculty to take preoperative and postoperative simple radiographs, including processing and developing follow-up visits 

as directed.Labels and files radiographs with patients' charts. Duplicates radiographs within 24 hours when requested.Assists in filing charts, dictations, etc.Circulates during oral and maxillofacial surgery, orthodontic, prosthodontic, or 

restorative procedures, handing instruments and supplies to dentist as needed.Studies and prepares for independent assisting of division faculty during procedures.Performs other duties as assigned. **Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DENTAL ASSISTANT II 1840 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5G1 Clin Supp Services-Dental ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School graduate or 

GED, completion of approved dental assistant program or on-the-job training, and one (1) year experience as Dental Assistant. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red 

Cross (ARC), Radiology, Jurisprudence, and Infection Control Certifications and be registered as a Dental Assistant with the Texas State Board of Dental Examiners.Job DutiesSets up sterile instrument trays for operations and routine dental 

treatments; ensures clinical trays are ready for emergencies. Cleans and sterilizes treatment rooms and instruments after procedure completion.Sterilizes and gives routine care to instruments, linens, and auxiliary supplies, including spray 

valves, compressed air apparatus, syringes, and suction equipment.Assists in changing intra-oral and extra-oral dressings.Takes preoperative and postoperative radiographs, including processing and developing. Labels and files radiographs 

with patients' charts. Duplicates radiographs within 24 hours when requested.Assists in filing charts, dictations, etc.Assists division faculty and circulates during oral and maxillofacial surgery, orthodontic, prosthodontic or restorative 

procedures, handing instruments and supplies to dentist or surgeon as needed.Provides maintenance and infection control of instruments and hand pieces by sharpening instruments as needed and by cleaning and sterilizing of instruments 

according to established policy.Takes preoperative and postoperative clinical photographs of patients for documentation of changes for use in preparation of scientific articles.Compiles information needed to set up new patient files and 

maintains patient files in current condition.Schedules and coordinates daily patient appointments for division faculty to ensure maximum utilization of time and health service space and to avoid overloading of patient scheduling.Triages and 

answers patient questions or emergency calls asked in in EPIC Care in Dental Assistant's field of expertise, regarding prescription refills or information being sought by patient, both during and after office hours. Each Dental Assistant II will have 

a field of expertise, but be able to assist in all areas as needed.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-

subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects 

research records. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DENTAL ASSISTANT III 1839 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5G1 Clin Supp Services-Dental ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School graduate or 

GED, completion of approved dental assistant program or on-the-job training, and three (3) year's experience as Dental Assistant. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American 

Red Cross (ARC), Radiology, Jurisprudence, and Infection Control Certifications and be registered as a Dental Assistant with the Texas State Board of Dental Examiners Job DutiesSets up sterile instrument trays for operations and routine dental 

treatments; ensures clinical trays are ready for emergencies. Cleans and sterilizes treatment rooms and instruments after procedure completion.Sterilizes and gives routine care to instruments, linens, and auxiliary supplies, including spray 

valves, compressed air apparatus, syringes, and suction equipment.Assists in changing intra-oral and extra-oral dressings. Prepares and delivers soft splints for patients as deemed necessary by division faculty.Takes preoperative and 

postoperative radiographs, including processing and developing. Labels and files radiographs with patients' charts. Duplicates radiographs within 24 hours when requested.Assists division faculty and circulates during oral and maxillofacial 

surgery, orthodontic, prosthodontic or restorative procedures, handing instruments and supplies to dentist or surgeon as needed. Provides maintenance and infection control of instruments and hand pieces by sharpening instruments as 

needed and by cleaning and sterilizing of instruments according to established policy. Labels, sends, and follows-up on pathology samples obtained in clinic by division faculty.Takes preoperative and postoperative clinical photographs of 

patients for documentation of changes for use in preparation of scientific articles.Compiles information needed to set up new patient files and maintains patient files in current condition. Compiles retrospective data from surgery patients' 

records for use by division faculty in preparing scientific papers and as aid in surgical procedure studies.Schedules and coordinates daily patient appointments for division faculty to ensure maximum utilization of time and health service space 

and to avoid overloading of patient scheduling.Triages and answers patient questions or emergency calls asked in EPIC Care in Dental Assistant's field of expertise, regarding prescription refills or information being sought by patient, both 

during and after office hours. Schedules follow up appointments and other tests including MRIs, CAT scans and/or blood studies as deemed necessary by provider. Assists in filing charts, dictations, etc.Maintains organized and adequate 

inventory of supplies by ordering dental laboratory supplies and stocking work areas in organized manner. Maintains patient education and instructional materials consultation area to ensure readily available patient information.Educates and 

observes dental staff of lower grade.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) 

Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. Performs other 

duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DENTAL ASSISTANT IV 1838 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5G1 Clin Supp Services-Dental ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School graduate or 

GED, and completion of formal (approval dental assistant program) or informal (on the job training) training as dental assistant,including six (6) years in dental practice including chairside assisting , appointment scheduling, preparing dental 

pre-determinations and claims and working with patient accounts and one (1) year experience in specialty area such as prosthodontics, orthodontics, periodontics or oral and maxillofacial surgery. Basic Life Support (BLS) certification, course 

accredited by the American Heart Association (AHA) or American Red Cross (ARC), Radiology, Jurisprudence and Infection Control certifications and be registered as a Dental Assistant with the Texas State Board of Dental Examiners. Job 

DutiesPerforms procedures using established skills to assist physician with patient care by assisting with surgical interventions in clinic or in University operating rooms. Completes preoperative c check-in and postoperative check-out duties, 

with minimum supervision.Schedules and coordinates daily patient appointments for Division faculty to ensure maximum utilization of time and health service space and avoid overloading of patient scheduling. Schedules follow up 

appointments and other tests including MRI's and CAT scans, as deemed necessary by provider.Takes preoperative and postoperative radiographs, including processing, developing, labeling and filing in patient's charts.Maintains organized and 

adequate inventory of supplies by ordering dental laboratory supplies and stocking work areas in organized manner. Maintains items on Crash cart.Sets up instruments and supplies to be used during procedures. Cleans and sterilizes 

treatment rooms and instruments after procedure completion. Provides maintenance and infection control of instruments and handpieces by sharpening instruments as needed and by cleaning and sterilizing instruments according to 

established policy.Compiles information to set up new patient files and maintains patient files in current condition. Triages and answers patient questions or emergency calls asked via nurse/tech hotline, regarding prescription refills or 

information being sought by patient, both during and after office hours.Maintains patient education and instructional materials for consultation area to assure readily available patient information.Tracks patient flow for report purposes and 

coordinates and/or suggests improvement for efficiency.Performs laboratory duties to support physician practice.Assists with completion of insurance pre-determination and claim forms and communicate billing and reimbursement 

information to patients to assure maximum collection of charges.Provides working supervision to Medical Technicians.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for 

patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

DENTAL HYGENIST 1812 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 5G1A Clin Supp Svcs-Dent Hygienist ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduate 

plus graduate of recognized school of dentristry or dental hygiene accredited by Commission on Dental Accreditation of American Dental Association and approved by board or alternative dental hygiene training program, and licensure to 

practice dental hygiene in State of Texas, ANDBasic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Also requires CPR certification. Job DutiesCleans teeth of patients 

professionally through scaling and polishing.Administers approved dental preventive treatments, such as application of drugs to surface tissues and to exposed surfaces of teeth.Advises patients as to correct home care and treatment of teeth 

and gums.Sets-up instruments and supplies to be used during procedures. Cleans and sterilizes treatment rooms and instruments after procedure completion. Provides maintenance and infection control of instruments and handpieces by 

sharpening instruments as needed and by cleaning and sterilizing instruments as according to established policy.Takes preoperative and postoperative radiographs, including processing, developing, labeling and filing in patients' 

charts.Provides instructions and demonstrations with models to groups regarding dental care and correct methods of brushing teeth and gums.Maintains records of services rendered.Assists with organizing patient follow-up visits.Duties 

performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing 

or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned. **Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



DEPARTMENT DATA ANALYST 9338 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3E6A

Prof Research-Dept Data 

Anlyst PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Science, Information Management, Healthcare Information, Statistics, Business or closely related field and three (3) years data management/analyst experience. Work in a clinical or healthcare related field preferred.Familiarity with scientific 

terms (in biology, biochemistry, chemistry, etc.) preferred.Job Duties1. Abstracts data, reconciles data inconsistencies and performs analysis. Interprets numerical data and relates to Manager.2. Creates data reports from existing databases 

based on needs analysis leadership and/or clinicians/researchers. Shares vital information with department management team for dissemination across all division.3. Prepares and submits documents to federal agencies, state agencies, private 

research funding agencies and other organizations as required by law and contractual vehicle. Monitors existing compliance documents with the terms of contractual vehicle with the university.4. Monitors data gained from department 

information services and creates useful downloads for distribution among division directors.5. Designs and creates merges data files and/or warehouse data sets; determines best methods for efficient capture and merging of information from 

various data resources and access to tools to generate reports. Facilitates efficient distribution of information gleaned from departmental billing downloads.6. Partners with senior leadership and/or clinicians/researchers to design and perform 

complex analyses and report creation, including identifying and interpreting of trends, patterns of variations and implications for improvement initiatives. Focus on patient satisfaction outcomes and scores as noted in quarterly department 

data downloads.7. May provide education/training to team members on generation and/or interpretation of data, statistical analysis and application to decision making to improve organization efficiency and outcomes. Provides essential and 

informative feedback to department manager/director as to how well their area functions within parameters measured.8. Develops and maintains protocol for maintain department wide volunteer faculty credentialing.9. Designs and creates 

tools to capture data, run/build reports and conducts analysis for purpose of measuring productivity and identifying trends/patterns that represent opportunities to improve and increase operational efficiency. Partners with senior leadership 

for review and data interpretation and then participate in plan development and implementation.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

DEPARTMENT DATA ANALYST U9338 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3E6A

Prof Research-Dept Data 

Anlyst PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Science, Information Management, Healthcare Information, Statistics, Business or closely related field and three (3) years data management/analyst work in a clinical or healthcare related field.  Familiarity with scientific terms (in biology, 

biochemistry, chemistry, etc.) preferred. A combination of equivalent education and experience will be considered. Job Duties  1.Abstracts data, reconciles data inconsistencies and performs analysis. Interprets numerical data and relates to 

Manager.2.Creates data reports from existing databases based on needs analysis leadership and/or clinicians/researchers. Shares vital information with department management team for dissemination across all division.3.Prepares and 

submits documents to federal agencies, state agencies, private research funding agencies and other organizations as required by law and contractual vehicle.  Monitors existing compliance documents with the terms of contractual vehicle with 

the university.4.Monitors data gained from department information services and creates useful downloads for distribution among division directors.5.Designs and creates merges data files and/or warehouse data sets; determines best 

methods for efficient capture and merging of information from various data resources and access to tools to generate reports. Facilitates efficient distribution of information gleaned from departmental billing downloads.6.Partners with senior 

leadership and/or clinicians/researchers to design and perform complex analyses and report creation, including identifying and interpreting of trends, patterns of variations and implications for improvement initiatives. Focus on patient 

satisfaction outcomes and scores as noted in quarterly department data downloads.7.May provide education/training to team members on generation and/or interpretation of data, statistical analysis and application to decision making to 

improve organization efficiency and outcomes. Provides essential and informative feedback to department manager/director as to how well their area functions within parameters measured.8.Develops and maintains protocol for maintain 

department wide volunteer faculty credentialing.9.Designs and creates tools to capture data, run/build reports and conducts analysis for purpose of measuring productivity and identifying trends/patterns that represent opportunities to 

improve and increase operational efficiency. Partners with senior leadership for review and data interpretation and then participate in plan development and implementation.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEPARTMENT DATA ANALYST SR 9401 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3E6A

Prof Research-Dept Data 

Anlyst PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Science, Information Management, Healthcare Information, Statistics, Business or closely related field and five (5) years data management/analyst experience. Work in a clinical or healthcare related field preferred. Master's Degree 

preferred.Familiarity with scientific terms (in biology, biochemistry, chemistry, etc.) preferred.Job Duties1. Primary data steward responsible for all department databases, source systems and data structures.2. Responsible for the abstraction 

of data, analysis of data, and subsequent interpretation of data/ recommendations for consideration by departmental leadership, technical counterparts, and all relevant institutional business users.3. Ensure accuracy of data and reporting 

across department functions, mitigating against any audit/data risk by setting processes to validate data an on ongoing basis.4. Manages departmental projects and serves as primary departmental contact for all reporting/data mining tasks. 

Defines and maintains project plan and schedules. Monitors compliance with definitions of project scope, timelines, and deliverables. Provides regular project status reports to departmental leadership.5. Assists Department Data Analysts of 

lower status with data needs and project coordination.6. Serves as technical lead and subject matter expert (SME) for all source data systems relevant to department operations. Shares information with department management team on a 

recurring or as needed basis.7. Serves as lead technical contact for relevant data points and sources systems for institutional projects/platforms (i.e. EDW, Organizational Dashboards, etc.)8. Coordinates the data preparation and submission of 

documents to federal agencies, state agencies, private research funding agencies and other organizations as required by law and contractual vehicle.9. Responsible for data mapping/data architecture across department data fields and relevant 

source systems, utilizing process maps and Business Intelligence architecture tools.10. Leads development of education/training tools that educate team members and institutional partners on generation and/or interpretation of data, 

statistical analysis and application to decision making to improve organization efficiency and outcomes.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

DEPARTMENT DATA ANALYST SR U9401 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3E6A

Prof Research-Dept Data 

Anlyst PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Science, Information Management, Healthcare Information, Statistics, Business or closely related field and five (5) years data management/analyst work preferably in a clinical or healthcare related field.Familiarity with scientific terms (in 

biology, biochemistry, chemistry, etc.) may be helpful. Master's Degree preferred. Job Duties  1.  Primary data steward responsible for all department databases, source systems and data structures.2.  Responsible for the abstraction of data, 

analysis of data, and subsequent interpretation of data/ recommendations for consideration by departmental leadership, technical counterparts, and all relevant institutional business users.3.  Ensure accuracy of data and reporting across 

department functions, mitigating against any audit/data risk by setting processes to validate data an on ongoing basis.4.  Manages departmental projects and serves as primary departmental contact for all reporting/data mining tasks.  Defines 

and maintains project plan and schedules.  Monitors compliance with definitions of project scope, timelines, and deliverables.  Provides regular project status reports to departmental leadership.5.  Assists Department Data Analysts of lower 

status with data needs and project coordination.6.  Serves as technical lead and subject matter expert (SME) for all source data systems relevant to department operations. Shares information with department management team on  a 

recurring or as needed basis.7.  Serves as lead technical contact for relevant data points and sources systems for institutional projects/platforms (i.e. EDW, Organizational Dashboards, etc.)8.  Coordinates the data preparation and submission of 

documents to federal agencies, state agencies, private research funding agencies and other organizations as required by law and contractual vehicle.9.  Responsible for data mapping/data architecture across department data fields and relevant 

source systems, utilizing process maps and Business Intelligence architecture tools.10.  Leads development of education/training tools that educate team members and institutional partners on generation and/or interpretation of data, 

statistical analysis and application to decision making to improve organization efficiency and outcomes.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

DEPARTMENT EVENTS COORDINATOR 8282 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4A6

Off-Admin Supp-Admin 

Coord-NE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title8282 - Department Events CoordinatorSalarySalary 

Negotiable Job SummaryThe Department Events Coordinator plans and organizes the logistics of department related events including, but not limited to, venue, guests, programming, etc. Experience and EducationBachelor's degree in event 

planning, business administration, or related field and one (1) year of experience in event planning or events required. Applicants without the stated preferred degree, but with significant additional related experience may be considered.Job 

DutiesAssists with coordinating various aspects of department events with internal and external vendors. Assists with organizing and planning logistics (e.g. coordination of details and approvals with primary points-of-contact, development of 

promotional materials including printed and digital materials, facility selection, swag and marketing materials, transportation, photography and A/V resources, etc.) for department oriented events.Tracks project performance and status of 

deliverables for events, specifically to ensure the successful and timely completion of short and long term deliverables and goals.Performs administrative duties as relating to the position including compilation of guest and attendance lists, 

monitoring event budgets, creating event summaries for post-event evaluation and discussions.May work closely with Creative Services, Editorial, Production, and Internal Communications teams to ensure planned support and promotional 

materials are accurate, complete, and promoted as appropriate.Pays invoices related to events as needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires proficient in Microsoft Office suite (Excel, PPT, Word)Work 

requires demonstrated ability to manage multiple projects and exercise decision-making and problem solving skills.Work requires the ability to monitor and maintain budget.Work requires excellent interpersonal, organization, and project 

management skills.Work requires exceptional client and vendor management skills.Work requires attention to detail and be self-disciplined and a multitasker.Working ConditionsWork is performed primarily in general office area. Available to 

work early mornings, evenings, or weekends on the occasions when needed. Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEPARTMENT OPERATIONS ANALYST SENIOR 1328 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3H16 Prof Services-Other PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under supervision of Department 

Leadership to lead the analysis and ongoing monitoring of business processes and systems, helping to determine optimum operational levels and solutions to maximize efficiency. Experience and EducationBachelor's degree in business, 

management information systems, or related field and three (3) years of applicable experience required. Experience in business operations, analysis or information systems preferred. Familiarity with Lean Six Sigma concepts desired, and 

certification is a plus. Experience may be considered in lieu of education. Job DutiesPerforms a variety of operational and analytical assignments to accomplish objectives.Leads and guides approval of departmental contracts for goods and 

services to ensure: (a) compliance with University and departmental policies and procedures; (b) thorough record-keeping; and (c) that business terms and conditions support favorable outcomes for the University.Facilitates departmental 

activities against multi-year strategic sourcing plan; recommends timelines for RFPs; assists departmental leadership with development of sourcing intake documents, including detailed scopes of work and comprehensive bidder 

questionnaires.Leads and analyzes operational reports from the department and/or request tracking system(s).Creates, monitors and tests existing operations activities processes to ensure completeness of the system of internal 

controls.Creates business processes, identifies and presents operational process improvement opportunities to supervisor.Develops, tests, and documents business improvement plans; supports implementation.Manages library of 

departmental standard operating procedures, which will include testing, completion of or coordination of updates, and creation of new SOPs to close gaps in documentation.Creates and/or updates operational communications plans and 

training documentation.Assists with coordinating multiple projects concurrently.Assists or completes data collection, aggregation, and analysis.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational 

skills.Work requires excellent written communications skills.Work requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to document and assist in the design of 

operational procedures to support process improvement initiatives.Work requires proficiency in MS Word, Excel, and Visio.Working ConditionsWork is performed primarily in office & clinical area.UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the 

basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-

work-here/diversity-inclusion/.

DEPARTMENT PROGRAM MANAGER VIRTUAL CARE 2043 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision of 

Clinical Practice Manager with high degree of autonomy and self-initiative to oversee the management maintenance and monitoring of virtual care solutions implemented within a department.Experience and EducationBachelor's degree in 

Business Administration, Health Care Administration, Public Health, or related discipline, and three (3) years in clinical operations and project management experience required. Completion of a Residency or Fellowship Program in an academic 

or multi-site healthcare setting may be considered as a substitute for the required years of experience.Job DutiesProvides leadership, direction, monitoring (audits) and oversight for quality, compliance, and improvements related to 

departmental use of EMR, virtual care and other department programs.Serves as the liaison for the department with the Health System's Emerging Strategies department as well as Health System Information Resources on system wide virtual 

care initiatives.Guides the development and participation in the implementation of effective change management and communication strategies to ensure internal stakeholder involvement and participation. Serves as department specific 

virtual care and EPIC subject matter expert and trainer. Provides ongoing education and support on the use of EPIC functions/tools and processes to clinicians and staff. Researches, develops and coordinates the implementation of innovative 

EMR and virtual care best practices, policies and procedures for the department.Oversees other clinical initiatives in EPIC and assists clinicians with the development and implementation of clinical tools to be used with the virtual 

platform.Collaborates with internal teams, including IR, EMR and HIM on the execution of special department programs. Assists Practice Manager with EMR and virtual care process improvement initiatives related to patient experience and 

access.Knowledge, Skills & AbilitiesWork requires extensive knowledge and awareness of EPIC functions and workflows.Work requires extensive knowledge of telehealth/virtual care (Blue Jeans) function and workflows.Work requires research, 

development, project management and execution of the use of new technology and EPIC in service of developing new opportunities to enhance patient experience through use of virtual care.Working ConditionsWork is performed primarily 

remotely but applied to the hospital and clinical environment. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an 

equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

DEPARTMENT PROJECT SPECIALIST 9831 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in a 

related field and two (2) years of relevant experience required. Master's degree in a related field and/or prior internship experience in a healthcare setting preferred. Advanced degree may be used in lieu of years of experience.Job Duties1. 

Responsible for various project management duties within a department, which require understanding of and adherence to principles of project management: definition phase, goal clarity, transparency about project status, risk recognition, 

management of project disturbances, etc.2. Responsible for documenting project scope, project resources and project management reporting.3. Perform current state assessment and document business case and projected business results for 

department initiatives.4. Responsible for performing project tasks including basic business process analysis, creation of training and change management plans, as well as other operating support activities that are required to implement 

department initiatives.5. Responsible for communicating project objectives and working in collaboration with medical directors and clinic managers to operationalize processes to achieve goals.6. Works under the direction of the Manager to 

monitor budget, timeline and scope adherence of major initiatives and escalate any variances to manager.7. Coordinates with various areas to ensure universal applications of policy; develops and implements procedures to ensure efficiency.8. 

Define project success criteria and disseminate them to involved parties throughout project life cycle.9. Build, develop and grow any relationships vital to the success of the project.10. Conduct post reviews to identify successful and 

unsuccessful project elements.11. Assist in development of best practices and tools for project implementation.12. May provide direction to others in performance of duties.**Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEPARTMENT PROJECT SPECIALIST U9831 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide project management support to strategic initiatives within a department under the direction of department leadership.Experience and EducationBachelor's degree in a related field and two (2) years of relevant experience required. 

Master's degree in a related field and/or prior internship experience in a healthcare setting preferred. Advanced degree may be used in lieu of years of experience.Job DutiesResponsible for various project management duties within a 

department, which require understanding of and adherence to principles of project management: definition phase, goal clarity, transparency about project status, risk recognition, management of project disturbances, etc.Responsible for 

documenting project scope, project resources and project management reporting. Perform current state assessment and document business case and projected business results for department initiatives.Responsible for performing project 

tasks including basic business process analysis, creation of training and change management plans, as well as other operating support activities that are required to implement department initiatives.Responsible for communicating project 

objectives and working in collaboration with medical directors and clinic managers to operationalize processes to achieve goalsWorks under the direction of the Manager to monitor budget, timeline and scope adherence of major initiatives 

and escalate any variances to manager.Coordinates with various areas to ensure universal applications of policy; develops and implements procedures to ensure efficiency.Define project success criteria and disseminate them to involved 

parties throughout project life cycleBuild, develop and grow any relationships vital to the success of the projectConduct post reviews to identify successful and unsuccessful project elementsAssist in development of best practices and tools for 

project implementation.May provide direction to others in performance of duties.Performs other duties as assignedKnowledge, Skills & AbilitiesWorking ConditionsWork is performed primarily in general office area.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

DEPARTMENT PROJECT SPECIALIST NON EX 9831PN 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3H2A

Prof Srvs-Pgrm/Proj Coord-

NE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in a 

related field and two (2) years of relevant experience required. Master's degree in a related field and/or prior internship experience in a healthcare setting preferred.Job Duties1. Responsible for various project management duties within a 

department, which require understanding of and adherence to principles of project management: definition phase, goal clarity, transparency about project status, risk recognition, management of project disturbances, etc.2. Responsible for 

documenting project scope, project resources and project management reporting.3. Perform current state assessment and document business case and projected business results for department initiatives.4. Responsible for performing project 

tasks including basic business process analysis, creation of training and change management plans, as well as other operating support activities that are required to implement department initiatives.5. Responsible for communicating project 

objectives and working in collaboration with medical directors and clinic managers to operationalize processes to achieve goals.6. Works under the direction of the Manager to monitor budget, timeline and scope adherence of major initiatives 

and escalate any variances to manager.7. Coordinates with various areas to ensure universal applications of policy; develops and implements procedures to ensure efficiency.8. Define project success criteria and disseminate them to involved 

parties throughout project life cycle.9. Build, develop and grow any relationships vital to the success of the project.10. Conduct post reviews to identify successful and unsuccessful project elements.11. Assist in development of best practices 

and tools for project implementation.12. May provide direction to others in performance of duties.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

DEPARTMENTAL PROGRAMMING ANALYST 9381 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

graduation supplemented by successful completion of vocational training in computer programming and eight (8) years experience in computer operation and/or programming including at least one (1) year as Programming Analyst II or 

equivalent.   Job Duties  Defines and analyzes business and/or scientific problems of most complex types which require programming expertise for their solution.      Coordinates user personnel and other computer professionals in analyzing 

and defining such problems for computer solutions.       Works with Central IT organization (Information Resources) to ensure adherence to institutional policies and procedures.       Designs computer system to accomplish solution of each 

problem and integrating computer capabilities with user requirements.       Approves selection of modification of programs or program systems including structure or restructure of data formats.       Estimates resources required for project and 

planning purposes; schedules computer hardware to provide more economical use of existing equipment.      Directs implementation of systems or job streams.        Performs other duties as assigned.        x        x        x        x          **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEPARTMENTAL SYSTEMS ADMINISTRATOR I 9374 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3D6A Prof Services-IR Support Mid TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates degree in 

a technical field or equivalent and progressive work experience and 1 year of job-related experience. A minimum of 1 year experience in a support position or role in an information systems environment. May be required to submit to a federal 

background investigation.  Job Duties  Assists in analysis and remediation of problems involving: operating systems, database systems, applications and other technologies as defined by an Enterprise Systems Administrator of higher grade.     

Evaluates and implements data system components under the direction of Managers and other levels of Systems Administrators or engineers.      Assists with responses to security incidents in coordination with the UT Southwestern Office of 

Information Security to prevent additional loss and obtains and preserves forensic evidence.      Installs hardware and software in accordance with established guidelines including: Operating Systems, database software,network configuration 

and other application systems.      Performs remediation of identified system security vulnerabilities based on existing procedures.       Troubleshoots system components and recommends improvements in support of an efficient and cost 

effective IT infrastructure.       Conducts coordinated testing of system design including recovery procedures.       Remains knowledgeable of changes in technology, industry practices and state and federal regulatory requirements.       Performs 

other duties as assigned.        x          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEPARTMENTAL SYSTEMS ADMINISTRATOR I PART TIME NON EX 9374PN Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3D6 Prof Services-IR Support Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates degree in 

a technical field or equivalent and progressive work experience and 1 year of job-related experience. A minimum of 1 year experience in a support position or role in an information systems environment. May be required to submit to a federal 

background investigation.  Job Duties  Assists in analysis and remediation of problems involving: operating systems, database systems, applications and other technologies as defined by an Enterprise Systems Administrator of higher grade.     

Evaluates and implements data system components under the direction of Managers and other levels of Systems Administrators or engineers.      Assists with responses to security incidents in coordination with the UT Southwestern Office of 

Information Security to prevent additional loss and obtains and preserves forensic evidence.      Installs hardware and software in accordance with established guidelines including: Operating Systems, database software,network configuration 

and other application systems.      Performs remediation of identified system security vulnerabilities based on existing procedures.       Troubleshoots system components and recommends improvements in support of an efficient and cost 

effective IT infrastructure.       Conducts coordinated testing of system design including recovery procedures.       Remains knowledgeable of changes in technology, industry practices and state and federal regulatory requirements.       Performs 

other duties as assigned.        x          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEPARTMENTAL SYSTEMS ADMINISTRATOR II 9375 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3D4A Prof Svcs-IR Prog/Trainer Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates degree in 

a technical field or equivalent with relevant and progressive work experience and 3 years of job related experience. A minimum of 2 years of experience in a support position or role in an information systems environment. May be required to 

submit to a federal background investigation.  Job Duties  Assists in analysis and remediation of problems involving: operating systems, database systems, applications, or other technologies as defined by an Enterprise or Departmental 

Systems Administrator of higher grade.     Troubleshoots system components and recommends improvements in support of an efficient and cost effective IT infrastructure.       Assists with the design and implementation of data system 

components under the direction of Managers and other levels of Systems Administrators or engineers.      Assists in the development of test plans including recovery procedures.       Installs hardware and software in accordance with 

established guidelines including: Operating Systems, Database software, network configuration, and other application systems.      Develops methods for remediation of identified system security vulnerabilities based on existing procedures.       

Assists with responses to security incidents to prevent additional loss and obtains and preserves forensic evidence, in coordination with the UT southwestern Office of Information Security.      Remains knowledgeable of changes in technology, 

industry practices, and state and federal regulatory requirements including FISMA, NIST FIPS, and other relevant publications.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



DEPARTMENTAL SYSTEMS ADMINISTRATOR III 9376 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociates degree in a 

technical field or equivalent with relevant and progressive work experience and 5 years related experience. A minimum of 3 years of experience in a support position or role in an information environment. May be required to submit to a 

federal background investigation. Additional years of related experience may be considered in lieu of required degree, on a year for year basis.Job DutiesAnalyzes and remediates problems involving: operating systems, database systems, 

applications or other technologies.Troubleshoots system components and recommends improvements in support of an efficient and cost effective IT infrastructure.Designs and implements data system components under the direction of 

Managers and other levels of System Engineers.Works to identify and propose innovative and creative solutions that enhance or increase the efficiency of the services provided by Information Resources to the campus community.Develops and 

reviews specifications for data system components and services.Assists in the development of test plans and documentation of recovery procedures.Assists with the development of guidelines related to the installation of operating systems, 

database software, network configuration and other application systems.Identifies and analyzes the impact of system security vulnerabilities in relation to the enterprise environment.Assists with responses to security incidents to prevent 

additional loss and obtains and preserves forensic evidence in coordination with the UT Southwestern Office of Information Security.Remains knowledgeable of changes in technology, industry practices and state and federal regulatory 

requirements including FISMA, NIST FIPS and other relevant publications.May supervise lower level employees.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEPARTMENTAL SYSTEMS ENGINEER 9377 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

computer field and two (2) years experience in field directly related to operating systems and systems administration, including experience working with and maintaining multiple server hosts in a combined environment. Experience with 

project management phases and methodologies as it relates to assigned projects and tasks. Certification in at least one relevant operating system or associated technology. May be required to submit to a federal background investigation.    

Job Duties  Works with current, commercial grade server hardware both for physical and virtual hosted environments.       Works to identify and propose innovative and creative solutions that enhance or increase the efficiency of the services 

provided by Information Resources to the campus community.      Perform network troubleshooting at the server host level, using associated tools, i.e. network traces.       Works with server hosts running in a combined directory services 

environment and handles associated share/folder/file configurations and rights assignments.      Works with operating system security components, both with identifying potential vulnerabilities and remediating said vulnerabilities where 

applicable.      Analyzes and remediates problems involving server hardware, operating systems, database systems, applications or other related technologies associated with the server host system. This includes troubleshooting hardware and 

software issues using proficiencies with the proper tools and utilities.    Works with system users and engineers to make recommendations, receive feedback and test additions and/or enhancements to the server host environment so that the 

systems and any associated/ hosted applications or virtual environments are updated, tested, developed and implemented as required.    Proposes policies for server hardware, operating system and associated storage layout and design; 

works in tandem with scientific and technical community using knowledge of future trends to produce a combined systems solution that is based on user and system engineer needs.    Installs server hardware, operating systems and 

associated application upgrades, in a manner that compliments the University's computing infrastructure.      Responsible for consulting with ends users, application analysts and vendors as a component of leading assigned project efforts; this 

includes the initial design and development phases, hardware/ software specifications and pricing and the follow on system design, build, configuration testing, go live and project closure tasks.   Responsible for developing documentation 

relative to assigned projects and tasks including documentation related to system testing, disaster recovery and routine system administration processes.     Performs other duties as assigned.          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEPT  PROGRAM MANAGER SIMMONS CANCER CTR U8136 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business, healthcare administration, or a related field, and eight (8) years related project management or business operations experience, to include at least four (4) years managing medium size, cross-functional projects in a healthcare or 

academic environment required. Equivalent related experience may be used in lieu of degree. PMP or Six Sigma certification and Master's degree strongly preferred.Job DutiesThis position works under minimal supervision to direct the 

operations of Harold C. Simmons Cancer Center (SCCC) programs or projects, exercising independent judgment and authority as required.Manage multiple related projects within the project portfolio or assigned areas that are managed toward 

common strategic business objectives.Define project scope, goals and deliverables that support business goals in collaboration with Simmons Cancer Center leadership; develop project plans, timelines and associated communications 

documents; clearly and timely communicate project expectations to team members and management. Oversee constituent Project Managers to monitor cost, schedules, and strategic alignment with business objectives.Liaise with 

program/project stakeholders and manage customer relationships. Set and continually manage project expectations with team members and key stakeholders. Delegate tasks and responsibilities to appropriate personnel. Identify and resolve 

issues within project teams.Oversee project quality and status for all assigned projects. Estimate resources and participants needed to achieve project goals. Draft and submit budget proposals and recommend budgetary changes when 

necessary.Collaborate with other department managers to obtain required personnel from within the institution. Assess needs for additional staff and/or consultants and take necessary steps to recruit personnel during project 

cycles.Determine frequency and content of status reports from project teams, analyze results, and troubleshoot problem areas. Proactively manage changes in project scope, identify potential issues that may arise with those changes, and 

develop appropriate contingency plans.Develop and cultivate necessary business relationships vital to the success of the project.Develop best practices and tools for execution and management for multi-armed and related projects.May 

supervise staff in performance of duties.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEPT COMMUNICATIONS COORDINATOR 8634 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

plan, develop, implement and maintain department-wide communication plans, as well as plans specific to divisions and/or clinics within the department.Experience and EducationBachelor's degree in journalism, English, marketing, or related 

area, and one (1) year of related experience required. Education or experience in program management, marketing, communications, website design, or related fields preferred. Experience in a health care environment and community outreach 

a plus. Hands-on, proven experience working with web technologies such as blogging, podcasting, RSS, online communities, social networking, and content/contact management a plus. Job DutiesPlans and executes the delivery of internal and 

external communications using a variety of vehicles including the Intranet, email, employee publications, digital signage, etc.Responds to requests from staff and faculty to disseminate information and provides advice on the best methods for 

distributing the information. Manages the department's content and presentation on websites, and social media platforms, such as Twitter, Facebook, LinkedIn, YouTube and Wikipedia.Gathers information on specific topics to be incorporated 

in internal and external publications.Serves as a key liaison with the Office of Communications, Marketing and Public Affairs (CMPA), to share and distribute content, and to ensure that all editorial and visual assets are maintained in the 

appropriate content management system. Responsible for final review of all creative output for adherence to deadlines in addition to style and brand standards established and maintained by CMPA.Ensures an integrated digital presence that 

advances the department's mission, vision and presentation; and develops content project plans in collaboration with Dept Chairman, Vice Chairs and Division Chiefs.Assists with creation of websites using HTML, CSS, and JavaScript 

technologies. Tests websites and systems to ensure they meet institutional regulatory standards. Provides reporting of web analytics for web trends. Educates clients and end-users on web statistics that are tracked on the internet (for 

example, Google referrals, web views, ad campaigns, and conversion sites). Performs search engine optimization and search engine marketing to enhance search engine rankings of web pages, pay per click strategies, conversion rates, and 

creates search engine optimized content. Performs usability studies to continually upgrade the website.Edits materials for publications, such as news releases, catalogs, manuscripts, books, reports and manuals.Reviews materials to ensure it is 

accurate and complete; adheres to standards regarding format, organization, punctuation, grammar and spelling.Writes articles for magazines, brochures, press releases, other publications as needed.May assist in arranging special events. 

Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills and ability to prioritize competing deadlines.Work requires excellent written and verbal communication skills.Work requires ability to 

collaborate with faculty and staff at all levels of the organization. Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic 

information, citizenship status, or veteran status.

DEPT DATABASE ADMINISTRATOR  EPSI U9397 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Science, Information Management, Healthcare Information, Statistics, Business or closely related field and ten (10) years database design, logical/physical data modeling/design, data security and ETL development.  Seven years of experience 

with Microsoft SQL Server including performance tuning and troubleshooting. Job Duties  1.Focuses on designing, implementing, and maintaining a best-in class infrastructure with strict availability and performance requirements.2.Extracts 

relevant data from various sources and data enters information into database.3.Works with system users to make recommendations, receive feedback, and test additions and/or enhancements to automated database systems so that systems 

are updated, tested, developed, and implemented.4.Abstracts data, reconciles data inconsistencies and performs analysis.5.Manages the design and implementation of security and data access methods to ensure system is properly controlled, 

monitored and audited.6.Develops and implements maintenance and administration procedures for EPSi to ensure optimal performance.7.Proactively monitors system to determine early warning signs of issues.8.Creates, documents and 

maintains data dictionaries.9.Investigates performance anomalies and performs root cause analysis on identified issues.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

DEPT FACILITIES ADMINISTRATOR 1938 N 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 6B2 Maintenance/Craft-NE CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree plus 

five (5) years experience in the planning, coordinating and delivery of facilities functions. Facilities experience should include familiarity with building maintenance, repairs, renovations, utility systems, housekeeping, security, safety, 

telecommunications, signage and key control. May consider additional years of experience in lieu of education.Job DutiesSupervises a staff that has administrative and facilities (office furniture and equipment) responsibilities.Plans and 

implements departmental moves and relocations including furniture, equipment, telephones, etc; coordinates with appropriate management in developing time lines and implementation procedures.Maintains inventory control system for 

furniture and equipment, which includes the accountability, distribution, reallocation, transfer, turn-in, storage of furniture and equipment; maintains log of all capital equipment and ensures that all surplus property is removed from inventory 

and properly disposed of; reconciles any unallocated property and report to Inventory Control Office.Meets with users to understand the needs of the space and to assist with the layout and furnishing of the space. Identifies the most efficient 

use of resources. Maintains current knowledge and expertise in laboratory design, setup, and systems.Coordinates and oversees departmental construction and renovation projects.Researches and creates equipment listing for new and 

expanding clinics and departments.Procures stages and installs equipment for renovations and departmental projects.Obtains comparative and competitive pricing information and contracts with equipment, office machines, furniture and 

service vendors.Acts as fire safety coordinator or facilitator during fire drills and fire safety training events. Also responsible for preparation and updates of Departmental business Recovery Data Collection Survey.Maintain and track medical 

equipment in accordance with biomedical service agreement for electrical and safety inspections.Assists with the annual budget planning regarding renovation expenses, capital budget requests, and large core equipment purchases.Performs 

other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEPT OPERATIONS ANALYST 1327 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H31 Prof Services-Campus Ops PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business, management information systems, or related field and one (1) year of applicable experience required. Experience in business operations, analysis or information systems preferred. Proficiency in MS Word, Excel, and Visio required. 

Experience may be considered in lieu of degree.Job DutiesPerforms a variety of operational and analytical assignments to accomplish objectives.1.Analyzes and coordinates approval of departmental contracts for goods and services to ensure: 

(a) compliance with University and departmental policies and procedures; (b) thorough record-keeping; and (c) that business terms and conditions support favorable outcomes for the University.2.Monitors departmental activities against 

multi-year strategic sourcing plan; recommends timelines for RFPs; assists departmental leadership with development of sourcing intake documents, including detailed scopes of work and comprehensive bidder questionnaires.3.Develops and 

analyzes operational reports from the department's project management and/or request tracking system(s).4.Monitors and tests existing operations activities processes to ensure completeness of the system of internal controls.5.Documents 

business processes, identifies and presents operational process improvement opportunities to supervisor.6.Develops, tests, and documents business improvement plans. Supports implementation.7.Manages library of departmental standard 

operating procedures, which will include testing, completion of or coordination of updates, and creation of new SOPs to close gaps in documentation.8.Creates and/or updates operational communications plans and training 

documentation.9.Assists with coordinating multiple projects concurrently.10.Assists or completes data collection, aggregation, and analysis.11.Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires good organizational 

skills.Work requires excellent written communications skills.Work requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to document and assist in the design of 

operational procedures to support process improvement initiatives.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEPT PROGRAM MANAGER SIMMONS CANCER CTR 8136 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business, healthcare administration, or a related field, and eight (8) years related project management or business operations experience, to include at least four (4) years managing medium size, cross-functional projects in a healthcare or 

academic environment required. Equivalent related experience may be used in lieu of degree. PMP or Six Sigma certification and Master's degree strongly preferred.Job DutiesThis position works under minimal supervision to direct the 

operations of Harold C. Simmons Cancer Center (SCCC) programs or projects, exercising independent judgment and authority as required.Manage multiple related projects within the project portfolio or assigned areas that are managed toward 

common strategic business objectives.Define project scope, goals and deliverables that support business goals in collaboration with Simmons Cancer Center leadership; develop project plans, timelines and associated communications 

documents; clearly and timely communicate project expectations to team members and management. Oversee constituent Project Managers to monitor cost, schedules, and strategic alignment with business objectives.Liaise with 

program/project stakeholders and manage customer relationships. Set and continually manage project expectations with team members and key stakeholders. Delegate tasks and responsibilities to appropriate personnel. Identify and resolve 

issues within project teams.Oversee project quality and status for all assigned projects. Estimate resources and participants needed to achieve project goals. Draft and submit budget proposals and recommend budgetary changes when 

necessary.Collaborate with other department managers to obtain required personnel from within the institution. Assess needs for additional staff and/or consultants and take necessary steps to recruit personnel during project 

cycles.Determine frequency and content of status reports from project teams, analyze results, and troubleshoot problem areas. Proactively manage changes in project scope, identify potential issues that may arise with those changes, and 

develop appropriate contingency plans.Develop and cultivate necessary business relationships vital to the success of the project.Develop best practices and tools for execution and management for multi-armed and related projects.May 

supervise staff in performance of duties.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEPT PROJECT MANAGER SIMMONS CANCER CENTER 8130 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

related field, plus six (6) years experience in a healthcare or academic environment, including at least two (2) years experience in project management. Master's degree in Business Administration preferred. Job DutiesThis position works under 

moderate supervision to manage the Harold C. Simmons Comprehensive Cancer Center (SCCC) project development and resources from beginning through project completion. Define project scope, goals and deliverables that support business 

goals in collaboration with Simmons Cancer Center leadership; develop project plans, timelines, and associated communications documents; clearly and timely communicate project expectations to team members and management.Define 

project scope, goals and deliverables that support business goals in collaboration with Simmons Cancer Center leadership; develop project plans, timelines, and associated communications documents; clearly and timely communicate project 

expectations to team members and management. Act as liaison between SCC and other UTSW departments, divisions, and centers. Estimate resources and participants needed to achieve project goals, and secure buy-in from necessary 

participants. Set and continually manage project expectations with team members and other principals; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project team; identify and 

manage project issues. Plan and schedule project timelines and milestones using appropriate tools; track project milestones and deliverables; develop and deliver progress reports. Compose, edit, or delegate responsibilities to create policy, 

procedure, and form documents based on project outcomes. Align business processes with systems changes and provide a mechanism to deliver information to staff and/or faculty as necessary. Develop best practices and tools for project 

execution and management. May supervise staff in performance of duties.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires demonstrated advanced written and verbal communication skills.Work requires ability to 

prioritize and organize work to meet deadlines.Work requires strong analytical/problem solving skills.Working ConditionsWork is performed indoors in an office or clinical environment.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

DESIGN PRODUCTION COORDINATOR 8606 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

commercial art, graphic design/communications, advertising, or related field and/or 10 years demonstrated outstanding graphic design and production experience with emphasis on printed and non-print media or equivalent experience and 

specialized training/coursework in commercial art, graphic design/communications, advertising, or related field.      Job Duties  Coordinate the schedule of design services projects. Coordinate the revision of projects.  Manages the timeline of 

projects, working with the design team, keeping a daily log of ongoing projects, status, important dates (client request, delivery date for draft, revisions made, customer sign-off, to printer, delivery.)    Assist the assistant director of graphic 

design in keeping project on deadline and juggling the numerous demands made on the office, requiring decisions to reprioritize projects.      Sets up and prints posters, slides, and/or dye-sublimation prints via digital files; scans artwork, 

journals, books, and slides; edits digital files created for composites, prints, and/or slides.      Performs reproduction artwork when necessitated by workload. Produces camera-ready artwork for reproduction in print media.       May train 

and/or provide working supervision for Graphic Designers.        Coordinates high-level design projects; maintains budget and time requirements.  Records billing and production information accurately; maintains client job files.      Reviews print 

jobs for quality and accuracy; recommends use of color, typography, and aesthetics based on intended use.       Demonstrated ability to work well with peers and clients. Consults with clients on job content, methods to be used, deadlines and 

cost estimates; works from client's ideas, hardcopy notes/drafts, and/or computer files to create most efficient computer peripheral output and file transmission of graphics.    Maintains contact with outside suppliers; acts as liaison between 

requestor and other process/production providers such as internal photographers, printers, and outside vendors.      Acts as information resource in matters related to design practices and specialized computer graphic hardware and software; 

troubleshoots and upgrades digital equipment.      Attends state and national meetings related to field.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

DESIGN PROJECT COORDINATOR 5056 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general direction to provide 

professional and technical skills for specialized construction projects.Experience and EducationBachelors' degree in Interior Design or related field and six (6) years of professional experience required.Job DutiesParticipates in the development, 

planning, and implementation of furniture fixture and equipment installation projects.Manages project teams to ensure quality, schedule compliance, budget allocations.Collaborates with architects, engineers, and directors regarding 

construction projects.Maintains vendor relationships and acts as liaison between customers.Responsible for maintaining the physical and online Interiors Resource Library.Responsible for maintaining the physical and online Furniture Catalog. 

Tracks and updates campus standards for finishes and furniture. Responsible for coordinating finish and furniture representation meetings.Meets with customers to understand their use of space and assist them in clarifying layouts and 

furnishing needs. Advises and assist in selection of overall design, colors, materials, and accessories. Provide customers with furnishing specifications and cost estimates. Provide furniture planning, move and installation coordination. Review 

submittals and provide substitutions as needed. Provides AutoCad support to the Planning and Design team by compiling and organizing data into usable form.Maintains campus aesthetic standards in all public and patient care areas as 

required by Campus Design Committee.Evaluates current projects for future project requests. Provides updates and implements appropriate institutional design standards.Evaluates and recommends continuous improvements to policies, 

procedures, guidelines, methods and processes.Provides support and training to lower-level Interior Design positions. Consults and coordinates with architects, project managers and support groups regarding building codes, building graphics, 

Occupational Safety and Health Administration (OSHA) and Joint Commission regulations and handicapped accessibility. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment in 

application of procedures, techniques, or practices to work problems. Work requires knowledge in AutoCAD, Microsoft Word, Excel, and PowerPoint with willingness to learn programs specific to UT Southwestern including Revit and 

PeopleSoft.Ability to manage established furniture budgets in Excel.Excellent communication skillsWork requires contact with departmental representatives and outside vendors.Working ConditionsWork is performed primarily in indoors. 

Occasionally exposure to construction job sites.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

DESIGN PROJECT COORDINATOR SR 5054 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelors' degree in 

Interior Design or related field and ten (10) years professional level experience in related industry field. Licensed in a related field preferred, not required.Job DutiesDevelops, plans, and implements furniture fixture and equipment installation 

projects.Consults with clients, administrators and physicians to determine needs and most efficient use of resources.Manages project team to ensure quality, schedule compliance, budget allocations, and healthcare code compliance including 

ADA.Collaborates with architects, engineers, and directors regarding construction projects.Confers with project personnel to help facilitate problem resolutions.Maintains campus aesthetic standards in all public and patient care 

areas.Evaluates current projects for future project requests.Participates in design and review and monitors progress of project.Prepares and makes recommendations and plans program layout schematics.Consults and coordinates with 

architects, project managers and support groups.Develops updates and implements appropriate institutional design standards.Coordinates furniture planning, move and installation.Evaluates, recommends, and executes continuous 

improvements to policies, procedures, guidelines, methods and processes.Provides working supervision to lower level Project Coordinators and Designers.Provides support and guidance to all team members for specific field, style, or phase of 

interior design expertise.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DEVELOPMENT APPLICATIONS ADMINISTRATOR 9874 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H12 Prof Services-Tech Dev TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

a relevant discipline and a minimum of 5 years experience in directly managing a fundraising database in a multi- faceted development office.  Must have a comprehensive understanding of generally accepted fundraising protocols and best 

practices, reporting standards, and management guidelines. Demonstrated proficiency in database administration, preferably Raiser's Edge, and other Blackbaud solutions (i.e. NetCommunity, ResearchPoint) and services (document imaging - 

PaperSave, data enrichment).   Job Duties  Assists in the development and implementation of database standards, policies, and procedures, and maintains detailed documentation of internal business processes and workflows related to the 

database and other support applications.     Serves as the resident development database expert, ensures accurate and consistent information management, and trains users on the functionality, standards and proper use of the database.      

Supports the data needs of the office and its various units, prepares lists and generates ad-hoc and standard analytical, statistical and financial reports using report writer software to accurately, clearly, and effectively present desired data.     

Assists in the preparation of internal and external benchmarking surveys, and financial, management, and summary reports.       Maintains the structure of the database, including attributes, business rules, code tables, and other related 

functions, and ensures successful and seamless integration, communication, and feeds between database and other support applications.     Conducts routine and scheduled database integrity checks and maintenance, and coordinates system 

upgrades, as released, with appropriate internal and external resources.      Maintains confidentiality of database records, ensures information security procedures are in place to protect this confidentiality, and oversees adherence to such 

procedures.      Performs a wide range of administrative and logistical tasks to support the daily workflow of the office's fundraising and strategic initiatives.      Manages and develops lower level systems support staff, oversees workflow in a 

time sensitive environment with rigorous demands and tight deadlines, and works collaboratively with team to ensure the achievement of office goals.     Oversees special projects, as assigned, under the guidance of the Director of Strategic 

Initiatives.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



DEVELOPMENT ASSISTANT 9875 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3H11

Prof Services-Dev & 

Fundrsing ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general supervision to 

provide general administrative support in one or more of the specialty areas.Experience and EducationHigh school diploma or equivalent and one year of administrative or development experience. May consider degree in lieu of experience.Job 

DutiesCore Responsibilities Perform various clerical duties such as electronic filing and recordkeeping, answering phone calls, messaging, welcoming and directing visitors and document preparation.Assist with specific unit administrative 

support for assigned business units in the Office of Development.Perform other related duties as assigned.May perform other duties listed based on assigned specialty business unit:Gift AdministrationAssist with the processing cycle for all 

gifts including data entry of gifts and pledges in the University constituent resource management system (CRM). Assistance may include document redaction, creating gift documentation PDFs, and preparation of donor acknowledgements for 

mailing.Assist in preparing general acknowledgement letters or tribute notifications that include mail merges and basic edits. Perform record updates in the CRM system as requested including the prompt processing of gift acknowledge status, 

salutations, or other data requests.Receive and sort incoming Gift Administration mail.Coordinate the retrieval or deposit of checks to the Cash Management Office as needed. Special OperationsReceive, sort, and distribute incoming mail and 

process/transport internal communication with the Office of the President.Manage departmental calendars and maintain upkeep of shared spaces such as breakrooms, huddle rooms and conference rooms.Manage, track and order office 

supplies for shared business units. Provide assistance to Development Associates for scheduling meetings, conferences, interviews and appointments for Office of Development personnel. Assists Development Associates with scheduled 

meetings and events by preparing materials and requested catering. May attend meetings/events and assist with various activities including minutes.Knowledge, Skills & AbilitiesWork requires proven knowledge of fundraising principles, 

concepts, and terminology.Work requires proficiency with Microsoft Office applications, including Excel, Outlook, and Word.Work requires excellent customer service, organization, and time management skills with ability to prioritize workload 

for timely completion of important tasks.Work requires the ability to maintain strict confidentiality of information.Work requires the ability to maintain focus, accuracy, speed, and high attention to detail in performing duties and seek out 

best practices in all aspects of operations.Work requires the ability to use critical thinking and logic to make decisions within the scope of assigned responsibilities.Work requires the ability to establish and maintain friendly, cooperative, and 

effective working relationshipsPreferred knowledge of document imaging systems and solutions.Preferred familiarity with general accounting practices as related to gift administration.Working ConditionsWork is performed primarily in an 

office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. 

To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

DEVELOPMENT ASSOCIATE 9876 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H11

Prof Services-Dev & 

Fundrsing ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general supervision to 

provide administrative support and managing daily administrative functions and processes (including the handling of files and confidential documents, correspondence, phone calls, calendar management, ordering office supplies and 

equipment, travel arrangements, etc.) as well as assisting with general, day-to-day fundraising operations.Experience and EducationHigh school diploma or equivalent and two years of administrative or development experience. May consider a 

degree in lieu experience. Experience working for an academic medical center or health-related organization, familiarity with grant processes, and writing experience helpful.Job DutiesMay perform other duties listed based on assigned specialty 

business unit:Core Responsibilities Provide support for special and ad-hoc projects related to work and operations of assigned programmatic unit(s).Provide general administrative support for assigned business units in the Office of 

DevelopmentPerforms other duties as assigned.Gift AdministrationProvides ongoing maintenance of constituent data in the CRM issuing appropriate receipts and acknowledgement letters for gifts received.Manage assigned process cycle for 

all gifts, including checks, cash, credit cards, recurring gifts, matching gifts, securities/stocks and in-kind gifts and entering into the University constituent resource management system (CRM) accurately and timely.Prepare general 

acknowledgement letters that include tax substantiations for gifts received adhering to University policies and standards for timely receipting and/or acknowledgement.Create new constituent records in the CRM with full accountability to 

routinely review, update and maintain to ensure accuracy and data integrityWork in conjunction with the Cash Management Office to ensure gifts are posted in both the CRM and PeopleSoft in accordance with the current procedure.Generate 

daily reports and integrity queries and identify and troubleshoot errors. Special OperationsWorks with a team to provide vital administrative and operational support for special operations. Provide necessary administrative support for 

assigned programmatic units in the Office of Development and Alumni Relations including travel, calendar maintenance, reimbursement and document presentation/preparation.Prepare and process expense reports, purchasing requisitions, 

and other financial transactions in support of programmatic units. Coordinate logistics of donor visits and events as requested, providing support for planning, approval, and successful execution.Enter constituency actions in the CRM system 

to document progress.Work closely with leadership and Development Coordinator to coordinate planning and implementation of direct mail and electronic solicitations and other donor communications.Assists, as requested, in preparing 

annual cost center/program budgets, regularly monitor program budgets and expenses, and attend monthly financial profile meetings.Knowledge, Skills & AbilitiesWork requires proficiency with Microsoft Office applications, including Excel, 

Outlook, and Word.Work requires excellent customer service, organization, and time management skills with ability to prioritize workload for timely completion of important tasks.Work requires the ability to maintain strict confidentiality of 

information.Work requires ability to maintain focus, accuracy, speed, and high attention to detail in performing duties and seek out best practices in all aspects of operations.Work requires the ability to establish and maintain friendly, 

cooperative, and effective working relationships.Work requires the ability to interact with donors and constituents in a professional, courteous manner.Preferred familiarity with general accounting practices related to gift 

administration.Working ConditionsWork is performed primarily in an office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

DEVELOPMENT COORDINATOR 9870 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H11

Prof Services-Dev & 

Fundrsing PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general supervision to 

provide administration support and program coordination in one of the specialty business units for the Office of Development.Experience and EducationHigh school diploma or equivalent and three years administrative or development 

experience required. Education may be used in lieu of experience. Job DutiesAssist with implementation and coordination of programs in the Office of Development and Alumni Relations (DAR).Provide support for special and ad-hoc projects by 

assisting with project plans and tasks, Support the creation of processes and procedures for implementation and improvement of programs and projects.Assist with development and oversight of program, project and event budgets and 

expenses.Facilitate collaboration with other University business units and departments to request and obtain data as required for implementation, monitoring and evaluation of DAR program efforts.May provide direct or working supervision 

of Development Assistants and Associates.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires ability to work as a member of a team.Work requires high degree of initiative and 

strong work ethic.Work requires detail oriented, with excellent proof reading and copy-editing skills.Work requires strong verbal communication skills and response to customers.Work requires demonstrated ability to write clearly and 

persuasively.Work requires ability to manage and prioritize multiple ongoing projects.Work requires familiarity with donor relationship management database.Work requires ability to interact with foundation executives and other 

representatives at the high management level.Work requires ability to handle telephone conversations and all communications professionally.Work requires managing projects and tasks with minimal supervision.Working ConditionsWork is 

performed primarily in an office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

DEVELOPMENT COORDINATOR SR 9877 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3H11

Prof Services-Dev & 

Fundrsing PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general supervision to 

provide administration and program coordination for the Office of Development.Experience and EducationHigh school diploma or equivalent and four years administrative or development experience required. Education may be used in lieu of 

experience. Job DutiesCreate and coordinate implementation, coordination and evaluation of programs in the Office of Development and Alumni Relations (DAR).Manage special and ad-hoc projects creating project plans, timelines, delegating 

tasks and managing issues and conflicts.Design/Revise processes and procedures for implementation and improvement of programs and projects.Develop and oversee internal programs, projects and event budgets and expenses.Manage 

relationships with other University business units and departments to request and obtain data as required for program, project and event implementation, monitoring and evaluation.May provide direct or working supervision of Development 

Assistants, Associates, and Coordinators.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires ability to work as a member of a team.Work requires high degree of initiative and 

strong work ethic.Work requires detail oriented, with excellent proof reading and copy-editing skills.Work requires strong verbal communication skills and response to customers.Work requires demonstrated ability to write clearly and 

persuasively.Work requires ability to manage and prioritize multiple ongoing projects.Work requires familiarity with donor relationship management database.Work requires ability to interact with foundation executives and other 

representatives at the high management level.Work requires ability to handle telephone conversations and all communications professionally.Work requires managing projects and tasks with minimal supervision.Working ConditionsWork is 

performed primarily in an office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

DEVELOPMENT SPECIALIST 9045 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H11

Prof Services-Dev & 

Fundrsing PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under moderate supervision as a 

key professional support team member to bring comprehensive programs and projects management expertise to the Development and Alumni Relations organization.Experience and EducationBachelor's degree in business or related field,and 

5 years Development Experience. Experience may be used in lieu of education.Job DutiesDirects, analyzes, coordinates, and evaluates operations and procedures for assigned program within the Office of Development and Alumni Relations 

(DAR)Provides comprehensive program and project management support to the DAR Leadership TeamEstablishes goals and objectives and directs evaluation and quality control activities for assigned DAR ProgramPlans and coordinates 

activities and special projects for DAR and helps promote initiatives by communicating with a wide variety of internal and external constituents, including faculty, senior leadership, administrators, alumni, donors, and community supporters, 

as well as city, county and state elected leaders.Creates, edits and produces donor correspondence including acknowledgements letters and stewardship reports, proposals, and business plans; reads literature and attends functions to keep 

abreast of relevant institutional advancement trends.Coordinates targeted projects for Development and Alumni Relations and/or Institutional Advancement as determined by the needs of the department and institution.Serves as a key 

member of the Development and Alumni Relations professional support team and works collaboratively with DAR and Institutional Advancement colleagues.Coordinates budget for activity, program, or project following appropriate accounting 

practices and procedures to ensure all work of activity or program is within budget; prepares and submits reports using spreadsheet and word processing software as required.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires good organizational skillsWork requires ability to work as a member of a teamWork requires high degree of initiative and strong work ethicWork requires detail oriented, with excellent proof reading and copy editing 

skillsWork requires strong verbal communication skills and response to customersWork requires demonstrated ability to write clearly and persuasivelyWork requires ability to manage and prioritize multiple ongoing projectsWork requires 

familiarity with donor relationship management databaseWork requires ability to interact with foundation executives and other representatives at the high management levelWork requires ability to handle telephone conversations and all 

communications professionallyWork requires managing projects and tasks with minimal supervisionWorking ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

DEVELOPMENT WRITER SR 9873 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThe Senior Development Writer will 

collaborate with members of the Development team to write and prepare fundraising project summaries, funding proposals, stewardship reports, and other written materials for internal and external audiences. The Senior Development Writer 

will also write copy for a wide variety of print and electronic projects, including solicitation letters, e-newsletters, and websites.Experience and EducationBachelor's degree in English, Journalism, Communications, Liberal Arts, or a related field 

with six years or more year of professional writing experience required. Experience in development communications writing is desirable. Job DutiesSupports UT Southwestern's President's Office as executive ghostwriter by researching, 

developing, and writing letters, proposals, and other communications to UTSW alumni, friends, donors, and other key constituents from the President and other University leaders.Conveys voice and style of President and other University 

leaders in content while creating authentic and relatable messages and projecting the institution's mission.Researches, develops, writes, edits, and/or proofs communications for the Office of Development and Alumni Relations, requiring 

attention to detail and adherence to UTSW style guidelines, grammar, and punctuation; knowledge of AP style guidelines required. Communications may include: Fundraising collateral, solicitation appeals, letters of inquiry, gift 

acknowledgement letters, proposals, grant applications, stewardship reports, invitation packages, event programs, email communications, web copy, presentations, news releases, and special correspondence.Ensures that relevant strategy, 

message development, and other core goals are accomplished in each piece.Manages the identification and development of newsworthy donor stories for Community edition of Center Times and the Office of Development and Alumni 

Relations website; oversees story calendar; conducts interviews with donors, faculty, and staff, sometimes concerning sensitive information; writes articles and oversees editing process, working closely with Center Times editor through entire 

production process. Manages photo shoots and collection of photography and graphics affiliated with stories.Assigns projects and manages relationships with freelance writers as needed.Writes and edits additional content as assigned. 

Performs other duties as assigned.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent writing, editing, and proofreading skills. Work requires accuracy and attention to detail.Work requires strong project 

management skills. Work requires ability to meet deadlines while maintaining good interpersonal relationships with colleagues.Work requires ability to quickly and effectively gather information by means of interviews, database research, 

etc.Work requires ability to work both collaboratively and independently.Work requires high professional and ethical standards for handling confidential information.Familiarity with e-mail marketing and online content management systems 

is desirable.Working ConditionsWork is performed primarily in office environment.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or 

his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DIAGNOSTIC TECHNOLOGIST 1107 RA1 $46,529.60 $69,097.60 $91,686.40 $3,877.47 $5,758.13 $7,640.53 $178.96 $265.76 $352.64 $22.37 $33.22 $44.08 N 3B6 Prof Technologist-Diagnostic ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from AMA 

approved school of Radiologic Technology, certification by either American Registry of Radiologic Technologists (AART) or American Registry of Clinical Radiologic Technologists, licensure by State of Texas, AND Certified or eligible for 

certification as Medical Radiologic Technologist by Texas Department of Health, BLS certified within three months of employment, and three years diagnostic Radiologic technology experience, of which, one year must include either quality 

assurance responsibility/supervisory experience required.Certified by Texas Medical Board (TMB), and BLS Certified by the American Heart Association (AHA) or American Red Cross (ARC) required.Job DutiesOperates equipment to consistently 

produce quality radiographic imaging, providing radiation protection to patient, staff and self by adhering to prescribed practices and safety standards. Processes images, digitizes/transmits, copies film and hang films as needed. Ensures 

quality of images and data integrity in PAC.Assists in scheduling of add-on patients and emergency exams. Assists and/or prepares documentation for patient exams, checks information for data integrity, performs appropriate charting and 

enters data into PC.Prepares and administers contrast media agents appropriately; and, observes patient throughout test. Recognizes emergency situations, initiates code procedures and administers first aid as needed; maintains active CPR 

certification. Documents emergency procedures appropriately.Assist in planning and scheduling the work of radiology diagnostic technologists within their section to ensure proper distribution of workload and optimum utilization of 

equipment in the absence of the lead technologist. Assists with training and orientation of new technologists.Maintains a neat, clean and safe environment; and, performs quality control testing as needed. Maintains equipment, including 

performance of minor repairs; and, reports defective and malfunctioning equipment as needed.Adheres to patient privacy act HIPAA, and confidentiality policy at all times.Ensure adherence to prescribed procedures, protocols and policies 

noting deviations and suggesting possible improvements. Ensure adherence to safety rules and regulations, both for patients and technologists. Ensures compliance with applicable laws, regulations, policies and procedures.Assures PACT 

(problem solve, ability, communication, teamwork) customer service and excellent guest relations skills with all patients, staff and co-workers.Assist in maintaining supply levels, and recommend the procurement of supplies and equipment. 

Ensures ordering of supplies is completed in absence of lead technologist.Assist in data collection for reports, as needed, on section operations, volume of examinations, budget, operational problems, etc., as requested by the clinic manager or 

director.Assume technical responsibilities, in the absence of the lead technologist, to ensure efficient operations within their section.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DIAGNOSTIC TECHNOLOGIST U1107 RA1 $46,529.60 $69,097.60 $91,686.40 $3,877.47 $5,758.13 $7,640.53 $178.96 $265.76 $352.64 $22.37 $33.22 $44.08 N 3B6 Prof Technologist-Diagnostic ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAmerican Registry of 

Radiologic Technologists - ARRT (R) required. Licensed by Texas Medical Board (TMB) as a Medical Radiologic Technologist. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC) by frist day of employment is required. Associates degree in Radiologic Sciences or Graduate from AMA approved school.Job Duties1. Review physician orders for accuracy, diagnosis, and applicability to select Diagnostic exam. 

Communicate with Radiologists to discuss stat/urgent findings. If modification of a diagnostic protocol is necessary consult with radiologist to determine appropriate diagnostic exam, and document changes as appropriate in electronic health 

record. Ensure other resources such as nursing, anesthesia, and scheduling are in order. 2. Interviews patient (two patient identifier) and obtains medical history pertaining to prescribed exam's clinical criteria. Explains procedure and instructs 

patient on necessary requirements needed to provide diagnostic images. Answers questions and screens patients regarding the administration of oral and IV contrast. Observes patients for adverse reactions. Able to activate the organizations 

emergency codes. 3. Assists the physician as needed in performing diagnostic procedures. Ensures that images and information are properly documented with patient identification data and appropriate labeling in the electronic health record. 

Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria. 4. Completes exam charges and image documentation in a timely manner. Performs diagnostic exams 

ensuring that patient meets radiation safety requirements to ALARA principles. Assist patient in dressing for exam and attends to patient's physical well-being while transporting to and from exam room and positioning for exam. 

Instructs/communicates with patient and/or patient's family (as appropriate) regarding the tests to be performed and evaluates the patient's ability to tolerate.5. Performs QC testing and reports problems with Diagnostic system and 

workstations to the service engineer/biomed, with additional correspondence sent to the physicist and imaging leadership. 6. Maintains various quality control and radiation safety compliance including (ex. daily, monthly, yearly QC) and 

archives. Must be able to lift 40-50lbs.7. Responds to inquiries/calls/emails in a timely and professional manner. Utilizes the organizational culture behaviors to include PACT and AIDET. Actively participates in codes and rapid responses. 8. 

Communicates shift hand off regarding workflow issues with equipment or pending exams with oncoming staff. Engages in equitable distribution of departmental workloads. 9. Actively participates in providing orientation and training for new 

hires and students ensuring that procedures are performed according to set standards. Functions in the department as a part of an interdisciplinary team, and collaborates in the care and service delivery process of patient care through 

effective communication with other service lines. 10. Prioritizes exams with scheduling exams to ensure smooth workflow, minimize wait times and address stat requests. 11. Adheres to hospital policies, procedures, competencies, regulatory 

compliance, infection control, hospital education, new yearly metrics/department goals, patient satisfaction, and fiscally responsible with regards to equipment, supplies scheduling, overtime, etc. 12. Maintains patient confidentiality (HIPAA) 

and ensures that all processes and procedures are maintained to secure and protect all workstations in all work areas.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality 

expertise in applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders 

with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work 

requires ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

DIALYSIS TECHNICIAN U5483 P11 $33,145.00 $41,358.00 $52,562.00 $2,762.08 $3,446.50 $4,380.17 $127.48 $159.07 $202.16 $15.94 $19.88 $25.27 N 5G14 Clin Supp Svcs-Dialysis SKILL HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision of a 

Registered Nurse to, assists with providing care and delegated activities of treatment to patients with renal failure. This position performs duties as assigned by the Charge Nurse and Registered Nurse. Experience and Education- One year acute-

care inpatient hospital experience preferred- High school diploma or equivalent. Must be able to read, write and communicate in English- Current BLS, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)Job 

DutiesPerforms duties at all times under the supervision of the Registered Nurse and within limitations established in accordance with the institutional policies and applicable state and federal laws and regulations. Maintain environmental 

integrity and aesthetics - ensure all areas are safe and clean.Use appropriate safety measures including personal protective equipment as necessary.Clean, disinfect, and rinse dialysis machines in accordance with policy and 

procedures.Complete and accurately document quality control logs throughout the day and after all treatments, as required.Conduct all tasks necessary for preparation for dialysis treatment and document where appropriate Monitor patients 

during dialysis treatments, report untoward symptoms to dialyzing nurse and or Charge Nurse.Conduct machine safety checks, report any change or unusual findings to the Charge nurse.Complete water testing on the Central RO as well as the 

portable RO systems prior to a treatment start daily and as directed.Obtain necessary pre and post treatment vital signs and weight. Report unusual findings to nurse supervisor. Assist with permanent exit site care when directed. Ensure 

appropriate Machine safety alarms are enabled Clean and disinfect dialysis machine surface, equipment, treatment bays, and surrounding area between treatments according to facility policy.Perform all required pretreatment dialysis machine 

alarm testing. Ensure that all blood spills are immediately cleaned with appropriate disinfectant according to facility policy.Prepare, organize and efficiently utilize supplies and equipment to prevent wastage.Complete and document ongoing 

participation in Continuous Quality Improvement (CQI) activities.Send collected samples to laboratory Review of all dialysis supplies-replenishing supplies, and reviewing expiration dates Transports patients to and from dialysis unit. Transport 

of dialysis equipment to and from dialysis unit or other areas as needed Weigh patient and obtain vital signsPerform additional duties as needed for unit and patient care.Knowledge, Skills & AbilitiesWork requires knowledge of dialysis patient 

population Work requires knowledge, skills and abilities of practice and task performed in the scope of hemodialysis technology including patient care, machine technology, water treatment, infections control, education and professional 

development. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the 

basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

DIET CLERK U4510 T11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 4B4 Office-Diet Clerk ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent required. Basic clerical and data entry experience preferred. Customer Services or call center experience preferred.Job DutiesProcess diet orders and updates patient information in Computrition Hospitality Suite appropriately and 

quickly.Obtains patient menu selections for all meals and enters information into Computrition Hospitality Suite accurately and in a timely mannerEffectively manages customer complaints and refers to supervisor as appropriate. Verifies that 

customer issues have been resolved.Processes, prints and distributes daily documents in a timely manner. Including meal tallies, patient menus, nourishment labels and tray tickets.Manages telephone calls promptly and professionally, 

utilizing telephone etiquette techniques.Ensures that all patients are fed in a timely manner. Processes late trays effectively and ensures tray line begins promptly and runs efficiently.Verifies accuracy of all patient trays. Makes telephone calls 

to nursing units, as needed, for clarification of diet orders or requests.Manages the special needs of patients, as indicated. Makes telephone calls to patients to discuss menu options, food preferences, etc.Assists in trouble shooting of 

computer problems by calling Help Desk or alerting Manager.Complies with the departmental performance improvement plan by managing patient satisfaction surveys.Documents number of meals served following each meal service and late 

trays served. Files all daily documents, as needed.Ensures adequate supplies to maintain diet office running efficiently, by communicating ordering needs to Administrative Coordinator.Working ConditionsWork requires heavy physical effort 

and must be able to lift and carry up to 50 pounds. Prolonged, extensive, or considerable standing/walking. Considerable reaching, stooping, bending, kneeling, and crouching are required. Exposure to warewashing chemicals/cleaning agents. 

Exposure to temperature variations and contact with wet surfaces.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DIETETIC TECHNICIAN 4518 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5E20 Medical Technician-Dietetics PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and on-job training.      Job Duties  Maintains and enhances professional growth and development through seminars, conferences, in-services, educational programs, and professional affiliations in order to keep abreast in field. 

Updates knowledge of assessment techniques and regulations appropriate to age of patients served.    Provides medical nutrition therapy by performing nutrition screening including review of patient medical record.  Follows established 

policies and procedures.  Coordinates and provides individual patient care with consideration of any age related factors for pediatric, adolescent, and geriatric patients. Documents relevant aspects of nutritional care for patients in accordance 

with departmental standards.  Assists in developing and implementing educational programs for staff and patients. Notifies diet office of new diet requirements or changes to diet as requested by physician.  Checks menus for patients on 

modified diets.  Obtains food preferences for patients.  Communicates special dietary needs with diet office and clinical staff members. Coordinates subjective global assessment with biochemical data to develop appropriate nutrition plan of 

care.   Identifies when assistance is required when providing patient care and seeks it appropriately, recognizing own limitations.  Enters 98% of patient charges to appropriate account or visit within three (3) days of service provided.     

Completes performance improvement monitors in timely manner each month.       Attends interdisciplinary meetings and conferences with medical staff, nursing, social services, and other allied health professional personnel concerning 

patient care.  Communicates pertinent information regarding patients' progress and needs to appropriate hospital staff.  Attends inservice and other required meeting.  Participates on committees as directed.   Performs other related duties as 

assigned or requested.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



DIETETIC TECHNICIAN U4518 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5E20 Medical Technician-Dietetics PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent required. Some college preferred. Clinical experience preferred. Nutrition and Dietetics Technician, Registered (NDTR) credential preferred.Job DutiesCoordinates and provides individualized patient care with the storage, preparation, 

and packaging of breast milk and formulas in the Infant Nourishment Room.Documents all relevant aspects of nutritional care for patients in accordance with departmental standards.Generates labels, measures milk/formula, calculates 

additives and fills feeding orders for 24 hour period, according to physician order.Adheres to all sanitary regulations and standards per policy. Responsible for safe and effective operation of equipment needed to prepare infant milk 

mixtures.Identifies and assists with opportunities for performance improvement activities on the unit and with other service areas.Communicates effectively with other care providers to provide continuity of patient care and to meet the needs 

of the patients.Demonstrates fiscal responsibility by taking ownership of time management, decreasing waste,(of time and supplies) and promoting cost effectiveness while maintaining patient safety and quality of care.Responds to 

management, nursing, and patient requests appropriately.Attends in-service educations and other required hospital training as directed.Accurately maintains all documentation for the Infant Nourishment Room i.e. temperature logs, expired 

products, etc. Completes additional duties potentially including data collection, HealthTouch operations, patient satisfaction initiatives (i.e. patient rounds, test trays, etc), and assisting registered dietitians.Working ConditionsWork requires 

heavy physical effort (must be able to lift/carry 50 pounds). Prolonged, extensive, or considerable standing/walking. Considerable reaching, stooping, bending, kneeling, and crouching.Any qualifications to be considered as equivalents in lieu of 

stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

DIETITIAN 6138 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3F2 Prof Med Services-Reg Diet PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field, Registered Dietitian, Licensed Dietitian with State of Texas Board of Examiners of Dietitians, and no experience required.    Job Duties  Collects nutritional data from patient medical records and evaluation instruments.       

Documents and proveds medical nutrition therapy for prevention and treatment of diseases.       Prepares special diet menus for patients requiring special dietary treatment.       Assesses diets and nutritional status of patients throughout life 

cycle. Provides nutrition counseling and education as appropriate.       Performs and manages nutrient analysis through use of computer.        Interacts with various health care team members such as physicians, nurses, and hospital floor 

receptionists. Confers with health care team members as to dietary and/or nutritional needs of patients.      Evaluates outcomes of nutrition interventions.        Develops and/or revises nutrition education materials.        Duties performed may 

include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly 

affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  Performs other duties as assigned.          **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DIETITIAN P6138 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3F2 Prof Med Services-Reg Diet PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

related field, Registered Dietitian, Licensed Dietitian with State of Texas Board of Examiners of Dietitians, and no experience required. Job DutiesCollects nutritional data from patient medical records and evaluation instruments.Documents and 

proveds medical nutrition therapy for prevention and treatment of diseases.Prepares special diet menus for patients requiring special dietary treatment.Assesses diets and nutritional status of patients throughout life cycle. Provides nutrition 

counseling and education as appropriate.Performs and manages nutrient analysis through use of computer.Interacts with various health care team members such as physicians, nurses, and hospital floor receptionists. Confers with health care 

team members as to dietary and/or nutritional needs of patients.Evaluates outcomes of nutrition interventions.Develops and/or revises nutrition education materials.Duties performed may include one or more of the following core functions: 

a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

DIGITAL COMMS SPECIALIST DEVELOPMENT ALUMNI RELATIONS 8590 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummarySupporting UT Southwestern's 

fundraising and alumni relations objectives, the Digital Communications Specialist designs and implements social media, HTML email, and website content as part of the integrated communication strategy of the Office of Development and 

Alumni Relations. Reporting to the Manager of Development Communications, this role relies on strong interpersonal skills and the ability to collaborate professionally as part of a multi-disciplinary team producing creative and effective 

philanthropic and alumni communications. The successful candidate will demonstrate a wide range of digital marketing skills, be an effective communicator, and understand best practices related to digital communication in the fields of higher 

education and health care. Experience and EducationRequired Experience and Education:Bachelor's degree in communications, marketing, new media, graphic design, or related field.At least two (2) years of related, professional 

experience.Experience implementing and evaluating integrated digital communications products - including HTML email, social media, and website content - to accomplish business outcomes.Experience developing responsive, standards-based 

HTML email campaigns that align with industry best practices.Working knowledge of image editing software such as Adobe Photoshop, Adobe Illustrator, Affinity Designer, Figma, Sketch, Canva, or similar tools.Working knowledge of business 

software applications including Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Teams, Internet browsers, and email clients.Preferred Experience:Three (3) years of related experience developing, implementing, and 

evaluating integrated digital marketing and communications products related to philanthropy or alumni relations in higher education.Experience developing responsive, standards-based websites using HTML, CSS, JavaScript, and the 

DOM.Experience with content management systems (CMS) such as Blackbaud NetCommunity, Salesforce CMS, or similar products.Experience with email service providers (ESP) such as Blackbaud NetCommunity, Salesforce Marketing Cloud, or 

similar products.Experience with email testing platforms such as Litmus, Email on Acid, or similar platforms.Knowledge of social media management tools such as Sprout Social, Hootsuite, Buffer, HubSpot, or similar products.Google Analytics 

Individual Certification.Job DutiesCreate engaging social media content and responsive and standards-based HTML email and website content as part of an integrated marketing and communications strategy that aligns with corporate brand 

guidelines and supports philanthropic and alumni relations objectives.Collaborate with members of the Development and Alumni Communications team to provide best-practice consultation to the Office of Development and Alumni Relations, 

University communications staff, and key internal and external stakeholders by planning, delivering, and evaluating creative and effective donor and alumni communications.Track the effectiveness of digital communications using standardized 

metrics and report on outcomes and progress.Submit department events to internal and external event calendars.Assist in monitoring department email accounts and social media channels, responding to incoming communications in a timely 

and professional manner that aligns with UT Southwestern values and customer service standards.Perform other duties as assigned. Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires excellent written and oral 

communications skills.Work requires an organized, detail-oriented, solution-driven professional who is at ease interacting with a variety of internal and external contacts.Working ConditionsWork is performed primarily in office 

area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

DIGITAL COMMUNICATIONS STRATEGIST 8623 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H9B

Prof Services-Comm & 

Mkting Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Requires a BA or BS, 

demonstrable excellence in writing and editorial skills, and three (3) years of digital marketing and communications experience, with a proven track record of implementing online communication strategies and social media management. Job 

Duties  1.Develops and implements UT Southwestern digital communications efforts to drive audience growth and engagement with various stakeholder groups to elevate the institution's brand.2.Coordinates the dissemination of messages 

and digital/social media traffic between UT Southwestern and key stakeholders including prospective students, alumni, faculty, and others.3.Optimizes digital content based on channel performance.  Utilizes data as key means for developing 

new marketing/communications strategies and implementing new tactics.4.Provides research, analysis, and reporting to help determine how to best position stakeholders in an online environment, specifically social media.  **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DIGITAL COMMUNICATIONS WRITER SR 8673 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H9

Prof Services-Comm & 

Mkting Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

related field and five to seven years of experience in public relations and writing, website content strategy, and audio and/or video writing and production. Two years of specific web experience and writing samples required.Job 

DutiesResponsible for developing stories for the intranet/Internet based on an understanding of web strategy and plans for UTSW priorities. Serves as a subject matter expert within department on beat topics.Counsels management on how to 

improve web presence and web penetration. Finds and develops stories on specific topics. Maintains close working relationships with major beat sources to frequent coverage of UT Southwestern's educational, research and clinical care 

activities. Conceives and produces audio and video applications, e.g. streaming video and pod cast. Is responsible for quality of intranet/Internet writing and coverage, to be measured by unique visitors and internal feedback.Requires close 

collaboration with all parts of Communications, Marketing, and Public Affairs and Informational Resources.**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESDemonstrated skill in expressing technical and 

scientific subjects in clear, compelling lay language.Demonstrated skill in writing for the web.Demonstrated skill in developing stories (investigational skill) and in meeting tight deadlines. Ability to work collegially.Ease in dealing with 

complexity and with senior executives and physicians.WORKING CONDITIONSWork is performed primarily in office environment.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

DIGITAL MARKETING COORDINATOR 8625 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3H9

Prof Services-Comm & 

Mkting Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

and one year of related experience required.  Education or experience in program management, marketing, communications, website design, or related fields preferred.  Experience in a health care environment and community outreach a plus.  

Hands-on, proven experience working with web technologies such as blogging, podcasting, RSS, online communities, social networking, and content/contact management a plus. Job Duties  1.Coordinates a department¿s online presence

a)Produces, optimizes, publishes, evaluates, organizes, and manages department content across multiple UT Southwestern digital and content management platforms and sites, including (but not limited to): Health System Portal; 

utsouthwestern.edu; utswmed.org; and Intranet.  

b)Recommends and implements marketing strategies to achieve Department goals.

c)Ensures department online content supports SEO goals, University brand standards, and web style guidelines.

d)Updates and maintains department content on external sites.

e)Serves as Department lead regarding online reputation management and market research. Analyzes results and develops marketing strategies.

f)Creates system of regular review of department content on internal and external websites. 

g)Works closely with Web Services as necessary to plan and develop web content.

h)Works closely with the Digital team to understand and analyze digital paid media efforts.

i)Reports analytics of digital efforts to the department team and chair.

j)Monitors Department progress/efforts during digital marketing campaigns to promote the department's services.

k)Attends institutional trainings as necessary for new content management systems.2.Coordinates a department's social media presence

a)Partners with the Digital and Social media teams to ensure that the department has a large social media footprint to grow awareness and engagement.

b)Develops and implements a relevant social media strategy and framework in alignment with Department leadership and the Institutional social media strategy.

c)Creates and maintains day-to-day operation of the departments social media channels and blogs.

d)Works with the Digital content team to write, publish, and amplify new blog articles.

e)Develops, curates, and posts content promoting the department, including its faculty, and patient services.

f)Manages/moderates responses to patient/consumer-generated social media posts in conjunction with Department leadership.

g)Creates and oversees an editorial calendar for department posts; proactively plans digital content to align with Departmental leadership's goals.

h)Formulates "official" response to department-related news under Department leadership.

i)Adheres to institutional "best practice" guidelines for social media.

j)Works closely with Web Services as necessary to promote the department across institutional social media channels. 

k)Works with department manager to assess budgetary needs for social media campaigns.3.Serves as Department subject matter expert on department specific online presence across social media platforms or websites.4.Assists department 

manager with marketing materials for large department events (balls, round-up, etc.).  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

DIGITAL MEDIA STRATEGIST 8639 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H9B

Prof Services-Comm & 

Mkting Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryUT Southwestern Medical Center's 

Office of Communications, Marketing, and Public Affairs (CMPA) seeks an Online Content Strategist to join the Digital and Interactive team. The individual will report to the Director of Digital and Social Media and be responsible for developing, 

managing, and leading paid digital efforts for the Departments of Ophthalmology and Plastic Surgery. This includes, but is not limited to, social media campaigns, plus online search ads, display ads, and other PPC efforts. The Digital 

Communications Strategist will need to be a dynamic individual with a passion for utilizing online platforms to increase brand awareness and foster continuous engagement.Experience and EducationRequired Qualifications Bachelor's degree in 

communications/marketing or similar field or at least four (4) years experience in related field. At least three (3) years managing paid search campaigns is required. Google Ad certification required. Preferred QualificationsExperience with 

health care brands is a plus. Google Analytics certification preferred.Job Duties1.Optimize digital content based on channel performance. Utilize data as a key means for developing new marketing/communications strategies and implementing 

new tactics. 2.Collaborate with department and individual social media account owners to ensure brand and messaging consistency. 3.Provide research, analysis, and reporting to identify how to best position stakeholders in the social 

media/digital landscape.4.Own the optimization, management, and reporting across PPC channels for internal clients: Google/Bing5.Manage ad budgets, A/B testing ad creative, keyword research, setting up audiences, and optimizing for 

conversions and KPIs.6.Perform in depth audits of underperforming campaigns to identify opportunities for improvement so they are reaching our performance targets.7.Identify and test new campaign optimization approaches and innovative 

strategies to increase conversion volume and decrease cost per acquisition.8.Communicate regularly on status, timeline, budget, performance, and competitive intelligence analysis with organization.9.Stay up-to-date on industry best 

practices, newest breakthroughs, and direction.10.Perform other duties as assigned.Knowledge, Skills, & AbilitiesWork requires proven ability to maximize technologies such as web design, social media channels, and third-party platforms to 

create pathways that engage the online user.Work requires proven ability to use social media analytics tools, including but not limited to Facebook Analytics, Twitter Analytics, etc. Work requires knowledge of photo/image editing tools such 

as Photoshop, Canva, etc.Work requires knowledge of digital tools including Google Analytics, social media dashboards, and video and editing software.Work requires sophisticated understanding of digital user behavior and ability to apply 

these insights to develop more user-friendly experiences. Work requires understanding of story fundamentals and how to bring a story to life online.Work requires excellent writing, editing, proofreading, and verbal communication skills.Work 

requires excellent planning and project management skills.Work requires creative, resourceful, flexible team player.¿Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in 

lieu of stated minimum require prior approval of Vice President for Human Services Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

DISASTER RECOVERY ANALYST SR 9892 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryServes as a key member of the Disaster 

Recovery Team to promote and implement IT disaster recovery best practices in a decentralized clinical and academic environment while providing expertise in disaster recovery concepts, plan development, validation, and testing of critical 

systems.Experience and EducationBachelor's degree in Information Technology, Computer Science, or a related field, and four (4) years progressively responsible information systems disaster recovery experience required. Additional years of 

directly related information systems disaster recovery experience may be accepted on a year for year basis in lieu of stated degree requirement. Must have previous experience utilizing Disaster Recovery Planning software and tools. Experience 

with ITIL Problem Management and Root Cause Analysis preferred. Related industry certifications or memberships are a plus. Job DutiesCoordinates with Information Resources and various business groups across campus to identify critical 

systems and dependencies, the potential vulnerabilities and risks that could result in catastrophic impact, and the development of effective mitigation strategies in the form of high availability/fault tolerant solutions, Information System 

Contingency Plans (ISCP) and validation testing.Works closely with the Disaster Recovery Manager in maintaining all disaster recovery data within a centralized disaster recovery tool. Reviews requests regarding potential incoming systems to 

determine tier category and associated disaster recovery requirements.Coordinates ISCP and tier reviews on a regular basis. Tracks progress, follow-up activities and completion.Schedules and coordinates disaster recovery testing of critical 

systems. Documents results, recovery time capability, issues and resolutions through post-testing analysis.Reports to the Disaster Recovery Manager and serves as back-up during catastrophic disaster recovery or business continuity 

events.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent oral and written communication skills, and ability to collaborate with all levels of internal and external stakeholders.Work requires ability to adapt 

rapidly to changing circumstances.Work requires ability to work effectively under tight timelines and on high profile projects.Work requires skill in writing reports, business correspondence and procedure manuals.Work requires skill in being 

detail oriented and accurate while performing duties.Work requires excellent critical thinking and problem-solving ability.Work requires ability to maintain confidentiality of information as appropriate.Work requires ability to multitask and 

effectively prioritize competing project timelines.Work requires ability to work a flexible schedule and additional time as needed.Working ConditionsWork is performed primarily in an office environment.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

DIVERSITY AND INCLUSION SPECIALIST 9663 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H3

Prof Services-HR-Emp 

Relations PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThe Diversity and Inclusion Specialist 

is responsible for supporting UT Southwestern's diversity and inclusion strategy by coordinating, supporting, and helping to develop diversity and inclusion programs and initiatives for employees and the campus community. The Sr. D&I 

Specialist will work closely with UT Southwestern's Diversity and Inclusion Leaders, HR Staff, and external community leaders to ensure that institutional resources and tools are effectively leveraged to drive business results; and to ensure an 

inclusive and diverse population that aligns with and supports UT Southwestern's organizational goals.Experience and EducationBachelor's degree from an accredited college or university an is required. Master's degree or a Juris Doctorate is 

preferred. Prior diversity and inclusion experience in an academic and/or healthcare organization is preferred.Job Duties1.Assist UT Southwestern in developing diversity and inclusion educational curriculum, strategies, and tools to ensure 

ongoing alignment with UT Southwestern's overall diversity and inclusion strategic plan. Assist with the development and implementation of diversity councils and assess opportunities that link diversity/inclusion with UT Southwestern's 

ongoing business and initiatives. Continually identify barriers to the success of diversity and inclusion. 2.Provide cultural change in support of UT Southwestern Medical Center's ability to deepen its relationship to key diverse segments across 

our staff population. 3.Provide technical assistance, advice, coaching, and consultation to individuals and groups regarding cross-cultural conflicts and disputes, as well as policies and practices that might have an adverse impact on a particular 

group(s). As appropriate, provide consultation to employees regarding diversity and cultural competency issues.4.Serves as a liaison between OIEA and UT Southwestern's Business Resource Groups. 5.At the direction of leadership, assists UT 

Southeastern through the coordination of community health fairs and other community relations events and activities. 6.Collaborate with management and human resources in the development of strategies for talent management and 

associate development. Partners with HR to provide candidate sourcing recommendations and/or recruiters to build pipeline of qualified minority, female and other protected- class applicants resulting in increased hiring of women and 

minorities. 7.Assist in the development and facilitation of training with regards to diversity and inclusion, equal opportunity, cultural competency and equity of care for the university and healthcare systems. As needed, will directly train, 

facilitate, and/or secure other trainers regarding diversity, inclusiveness, equal opportunity, and cultural competency issues. 8.In collaboration with the marketing department, develop and execute the diversity and inclusion communication 

strategy to ensure broad communication of all initiatives. 9.In collaboration with Community Relations and Human Resources, support community outreach programs on behalf of the university including various student intern programs 

designed for/or sponsored by community/city initiatives (i.e. Mayor's Summer Intern Program, Emmett J. Conrad Program, Urban League of Greater Dallas - OJT).10.Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires 

effective communication skills, both verbal and written and the interpersonal skill necessary to interface at all levels of the organization.Work requires strategic planning skills and the demonstrated ability to be successful with project 

implementation.Work requires vision, creativity and a passion for diversity and inclusion work.Work requires effective platform and facilitation skills. Must be a change agent.Work requires the ability to understand, interpret data, and perform 

analysis related to key D&I metrics.Work requires strong presentation skills in large or small group settings.Work requires the ability to work in a fast paced and demanding environment and multi-task/manage multiple projects.Work requires 

a strong professional presence that is collaborative and team-oriented; able to effectively work across global cultures and partner with organizational and community leaders.Work requires the ability to travel as needed for meetings and other 

events; to work independently; and to work flexible hours based on workload and/or the needs of diversity and inclusion programs and events.Work requires compiling and analyzing complex data.Work requires understanding, interpreting, 

and applying laws, rules, regulations, policies and procedures.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President 

for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance 

with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; 

and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DIVERSITY AND INCLUSION SPECIALIST SR 9662 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H3A Prof Services-Equity & Access PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThe Sr. Diversity and Inclusion 

Specialist is responsible for supporting UT Southwestern's diversity and inclusion strategy by coordinating, supporting, and helping to develop diversity and inclusion programs and initiatives for employees and the campus community. The Sr. 

D&I Specialist will work closely with UT Southwestern's Diversity and Inclusion Leaders, HR Staff, and external community leaders to ensure that institutional resources and tools are effectively leveraged to drive business results; and to ensure 

an inclusive and diverse population that aligns with and supports UT Southwestern's organizational goals.Experience and EducationBachelor's degree from an accredited college or university and a minimum of five (5) years of professional 

experience. Must have at least three (3) years of relevant work experience in program/project management. Master's degree or a Juris Doctorate is preferred. Prior diversity and inclusion experience in an academic and/or healthcare 

organization is preferred.Job Duties1.Assist UT Southwestern in developing diversity and inclusion educational curriculum, strategies, and tools to ensure ongoing alignment with UT Southwestern's overall diversity and inclusion strategic plan. 

Assist with the development and implementation of diversity councils and assess opportunities that link diversity/inclusion with UT Southwestern's ongoing business and initiatives. Continually identify barriers to the success of diversity and 

inclusion. 2.Provide cultural change in support of UT Southwestern Medical Center's ability to deepen its relationship to key diverse segments across our staff population. 3.Provide technical assistance, advice, coaching, and consultation to 

individuals and groups regarding cross-cultural conflicts and disputes, as well as policies and practices that might have an adverse impact on a particular group(s). As appropriate, provide consultation to employees regarding diversity and 

cultural competency issues.4.Serves as a liaison between OIEA and UT Southwestern's Business Resource Groups. 5.At the direction of leadership, assists UT Southeastern through the coordination of community health fairs and other 

community relations events and activities. 6.Collaborate with management and human resources in the development of strategies for talent management and associate development. Partners with HR to provide candidate sourcing 

recommendations and/or recruiters to build pipeline of qualified minority, female and other protected- class applicants resulting in increased hiring of women and minorities. 7.Assist in the development and facilitation of training with regards 

to diversity and inclusion, equal opportunity, cultural competency and equity of care for the university and healthcare systems. As needed, will directly train, facilitate, and/or secure other trainers regarding diversity, inclusiveness, equal 

opportunity, and cultural competency issues. 8.In collaboration with the marketing department, develop and execute the diversity and inclusion communication strategy to ensure broad communication of all initiatives. 9.In collaboration with 

Community Relations and Human Resources, support community outreach programs on behalf of the university including various student intern programs designed for/or sponsored by community/city initiatives (i.e. Mayor's Summer Intern 

Program, Emmett J. Conrad Program, Urban League of Greater Dallas - OJT).10.Assists with the investigation of workplace allegations of discrimination, harassment, sexual misconduct, retaliation, and other civil rights violations.11.Performs 

other duties as assigned.Knowledge, Skills, & AbilitiesWork requires effective communication skills, both verbal and written and the interpersonal skill necessary to interface at all levels of the organization.Work requires strategic planning skills 

and the demonstrated ability to be successful with project implementation.Work requires vision, creativity and a passion for diversity and inclusion work.Work requires effective platform and facilitation skills. Must be a change agent.Work 

requires the ability to understand, interpret data, and perform analysis related to key D&I metrics.Work requires strong presentation skills in large or small group settings.Work requires the ability to work in a fast paced and demanding 

environment and multi-task/manage multiple projects.Work requires a strong professional presence that is collaborative and team-oriented; able to effectively work across global cultures and partner with organizational and community 

leaders.Work requires the ability to travel as needed for meetings and other events; to work independently; and to work flexible hours based on workload and/or the needs of diversity and inclusion programs and events.Work requires 

compiling and analyzing complex data.Work requires understanding, interpreting, and applying laws, rules, regulations, policies and procedures.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered 

as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.



DIVISION COORDINATOR 9038 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 4A6A

Off-Admin Supp-Admin 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Healthcare Administration, or directly related field and four (4) years related experience, including a minimum of 2 years of supervisory experience; additional progressively responsibile related experience may be 

allowed on a year for year basis in lieu of degree, for a total of eight (8) years of related experience.Job DutiesServes as the administrator for a small-mid-sized clinical or basic science division of a department, and reports to department 

administration. Manages daily operations of the division by coordinating effectively with department administration, as well as other parts of the institution. Implements departmental policies and procedures while directly administering daily 

activities to include personnel administration, recruitment, academic/educational appointments and grant and/or financial management. Provides a high level of service to all internal and external customers. May also include operational 

oversight of both clinical and bench research and/or patient care clinics and clinical laboratories.In collaboration with department administration, as well as the Office of Human Resources, administers human resource activities to include 

coordinating the recruitment, appointment, credentialing, international visas, promotion and tenure actions and evaluation of educational appointees, staff and faculty.Responsible for ensuring effective onboarding and orientation of all new 

faculty and staff, within established departmental guidelines.May supervise division administrative, research, education, and/or accounting staff within a matrix-reporting environment.In collaboration with department administration, 

prepares and administers budgets for the division and its related programs, including expense and income tracking, and monthly account balances. May be responsible for creation of required budgetary and financial reports, as well as 

oversight of division accounting activities.May serve as the primary liaison for business activities within the division. Demonstrates commitment to improving service and product quality for internal and external customers. In collaboration 

with department administration, designs systems and processes which enhance efficiency and effectiveness of internal controls and ensure the integrity of the division.May coordinate and assist in the preparation of grant proposals and 

contractual agreements and associated budgets; ensure the timely submission of proposals or agreements, which meet institutional or departmental mandates.May assist in long-range planning for divisional research program growth and 

changes in research priorities. May also develop and implement research budgets, and provide oversight of post award reporting requirements.Interfaces with Information Resources to resolve computer hardware and software problems. May 

recommend and oversee the installation of new software packages.Within departmental guidelines, provides administrative oversight for division education programs for students, residents, and fellows, including recruitment, orientation, 

training, records management as well as continuing education for faculty members.Coordinates the division's physical resource utilization, including space planning, budget and inventory control, purchasing and utilization of 

department/division resources. May provide project management oversight in the setup and establishment of new laboratories, offices or clinical space for incoming faculty.Performs other duties as assigned. Knowledge, Skills & AbilitiesAbility 

to manage and direct staff.Ability to monitor and maintain budget.Ability to ensure adherence to policies and procedures of university such as FLSA, salary guidelines, accounting regulations, and internal controls policy.Ability to communicate 

effectively with various levels of internal and external contacts.Excellent interpersonal and teamwork skills.Excellent organizational and project management skills.Working ConditionsWork is performed primarily in an office area.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

DIVISION OPERATIONS ADMINISTRATOR 9001 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Healthcare Administration, or directly related field and six (6) years related experience, including a minimum oftwo (2)years of supervisory experience required; additional progressively responsible related experience 

may be allowed on a year for year basis in lieu of degree,for a total of ten (10) years of related experience. Job DutiesSUMMARYServes as the administrator for a large clinical division or multiple divisions of a department and reports to the top 

manager for the department administration. Manages daily operations of the division(s) by coordinating effectively with Department Administration, as well as other parts of the institution and establishing effective working relationships with 

organizational peers. Implements departmental policies and procedures while directly administering activities to include personnel administration, recruitment, academic/educational appointments and grant and/or financial management. 

May also include operational oversight of both clinical and bench research and/or patient care clinics and clinical laboratories.ESSENTIAL FUNCTIONSResponsible for administrative, financial, and clinical or research-oriented operations within a 

large division. Division must meet at least two of the following criteria: overall division budget exceeds $15M; total division FTE count exceeds 100; total division faculty FTE exceeds 50. In collaboration with Department Administration, as well 

as the Office of Human Resources, administers human resource activities to include coordinating the recruitment, appointment, credentialing, international visas, promotion and tenure actions and evaluation of educational appointees, staff 

and faculty. Responsible for ensuring effective onboarding and orientation of all new faculty and staff, within established departmental guidelines.Supervises division administrative and/or accounting support staff. May also supervise billing 

and/or clinic managers or supervisors. In collaboration with Department Administration, prepares and administers budgets for the division and its related programs, including expense and income tracking, and monthly account balances. May 

be responsible for creation of required budgetary and financial reports, as well as oversight of division accounting activities. May serve as the primary liaison for business activities within the division. Demonstrates commitment to improving 

service and product quality for internal and external customers. In collaboration with Department Administration, designs systems and processes which enhance efficiency and effectiveness of internal controls and ensure the integrity of the 

division. May coordinate and assist in the preparation of grant proposals and contractual agreements and associated budgets; ensure the timely submission of proposals or agreements which meet institutional or departmental mandates. May 

assist in long-range planning for division research program growth and changes in research priorities. May also develop and implement research budgets, and provide oversight of post award reporting requirements.Interfaces with Information 

Resources to resolve computer hardware and software problems. May recommend and oversee the installation of new software packages. Within departmental guidelines, provides administrative oversight for division education programs for 

students, residents, and fellows, including recruitment, orientation, training, records management as well as continuing education for faculty members. Coordinates the division's physical resource utilization, including space planning, budget 

and inventory control, purchasing and utilization of department/division resources. May provide project management oversight in the setup and establishment of new laboratories, offices or clinical spacefor incoming faculty. Performs other 

duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESAbility to manage and direct staff.Ability to monitor and maintain budget.Ability to ensure adherence to policies and procedures of university such as FLSA, salary guidelines, accounting 

regulations, and internal controls policy.Ability to communicate effectively with various levels of internal and external contacts.Excellent interpersonal and teamwork skills.Excellent organizational and project management skills.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DIVISION OPERATIONS ADMINISTRATOR SR 9037 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Healthcare Administration, or directly related field and six (6) years related experience, including a minimum of 4 years of supervisory experience required; additional progressively responsible related experience may 

be allowed on a year for year basis in lieu of degree, for a total of ten (10) years of related experience. Master's degree strongly preferred.Job DutiesServes as the administrator for a large clinical division or multiple divisions of a department 

and reports to the top manager for the department administration. Manages daily operations of the division(s) by coordinating effectively with Department Administration, as well as other parts of the institution and establishing effective 

working relationships with organizational peers. Implements departmental policies and procedures while directly administering activities to include personnel administration, recruitment, academic/educational appointments and grant and/or 

financial management. May also include operational oversight of both clinical and bench research and/or patient care clinics and clinical laboratories.Responsible for administrative oversight of the assigned area, and includes academic, clinical, 

and research-oriented operations within a large division or group of division(s), which meet at least two of the following criteria: group consists of 3 or more divisions, overall budget(s) exceeds $25M; total headcount exceeds 150; total faculty 

exceeds 100.In collaboration with Department Administration, as well as the Office of Human Resources, administers human resource activities to include coordinating the effective recruitment, appointment, onboarding, credentialing, 

international visas, orientation, promotion and tenure actions and evaluation of educational appointees, staff and faculty.Manages division administrative, research, education, and/or accounting staff within a matrix-reporting environment.In 

collaboration with Department Administration, coordinates the preparation of the budgets for the divisions and related programs. Manages or assists in the oversight of financial performance, productivity, income, expense, and monthly 

account balance reviews and monitoring. Manages or assists in the oversight of all related divisional, accounts, including reconciliations and variance reporting as well as metrics related to productivity and physician compensation.Manages 

ongoing administrative support for faculty, including implementation and maintenance of rules governing the faculty scheduling software. Ensures faculty schedules are timely and accurate. Provides feedback and reporting on faculty effort 

and identifies productivity outcomes and trending changes.Manages or assists in the oversight for the preparation of grant proposals and contractual agreements and associated budgets; ensure the timely submission of proposals or 

agreements and progress reports, which meet institutional or departmental mandates. Manage the administration of all grants and core units.Assists Division Chief(s) in the development of both long and short-term strategic business plans for 

the division(s). Implements such plans in a manner to achieve stated financial and operational results for the division and department; creating analytical reports for management review.Interfaces with Information Resources to resolve 

computer hardware and software problems. May recommend and oversee the installation of new software packages and/or storage solutions.Within departmental guidelines, provides administrative oversight for division education programs 

for students, residents, and fellows, including recruitment, orientation, training, records management as well as continuing education for faculty members.In collaboration with the Division Chief(s), develops and administers communication 

strategy and implementation, including printed materials, conference events, etc. Organizes outreach strategies, including events targeting local/regional physicians and community as needed.May serve as the primary liaison for business 

activities within the division. Demonstrates commitment to improving service and product quality for internal and external customers. In collaboration with Department Administration, designs systems and processes which enhance efficiency 

and effectiveness of internal controls and ensure the integrity of the division.Coordinates the division's physical resource utilization, including space planning, budget and inventory control, fixed assets, purchasing, and utilization of 

department/division resources. May provide project management oversight in the setup and establishment of new laboratories, offices or clinical space for incoming faculty.Performs other duties as assigned.Knowledge, Skills & AbilitiesAbility 

to manage and direct staff.Ability to monitor and maintain budget.Ability to ensure adherence to policies and procedures of university such as FLSA, salary guidelines, accounting regulations, and internal controls policy.Ability to communicate 

effectively with various levels of internal and external contacts.Excellent interpersonal and teamwork skills.Excellent organizational and project management skills.Working ConditionsWork is performed primarily in an office area.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

DIVISION RESEARCH PROGRAM MANAGER 9152 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryAt the direction of the Division Chief(s), 

works under minimal supervision to develop, lead and oversee coordination, standardization of best practices, and process improvement within the research administration arm of a large division or group of divisionsf.strongly preferred. 

Waiting for delivery and installation. consisting of a minimum of 50 research faculty engaged in clinical and/or laboratory research. Experience and EducationBachelor's degree in business administration, public administration, or related field, 

and five (5) years progressively responsible experience in grants administrations in an academic research environment required. Master's degree in business administration, public administration, or related field strongly preferred. Experience 

using related grants administration (eGrants, etc.) and office productivity software (i.e., Access, SharePoint, Visio, etc.), as well as project management software required. Job DutiesSupports research programs for at least 50 or more faculty 

members in large Divisions within an academic department by assisting with development and implementation of procedures to optimize operations and resource allocations within the Division. Supports new research funding opportunities 

by working with faculty and division grants staff to assist with large-scale and/or multi-investigator grant proposals, including planning, budget preparation, and submission. Develops and implements projects to foster research within the 

division. Collaborates with departmental research program office to align division processes with overall departmental strategies for growth and expansion of research operations. Manages all aspects of research studies, including pre and post 

awards; monitors profitability of research studies; assists with negotiation of contracts, supplements, etc., as needed. Ensures all deadlines are met.Directs financial oversight and management of research unit(s); ensures invoicing is accurate 

and sponsor payments are received; ensures appropriateness of expenditures from various funding sources available to clinical research unit. Provides analysis on a divisonal team level of research status and funding. In coordination with 

division leadership and department research program office, will provide oversight and coordination of all effort reporting within the division(s). Assists division managers in hiring, training, and mentoring new research administration/grants 

staff. Develops training plans to keep staff up to date on pertinent reporting and grants administration systems, as well as University systems.Serves as division liaison to Sponsored Programs Administration to represent department interests 

and provide input in policy and software decisionmaking at Sponsored Programs. Manages the process for terminating research faculty's grants and contracts.Monitors workflow across divisions and ensures compliance with policies and 

procedures of University and department. Develops standard operating procedures to streamline workflow. Designs, executes, and maintains effective system of internal controls which provides reasonable assurance that operations are 

effective and efficient, assets are safeguarded, and financial information is reliable. Performs other related duties as assigned.Knowledge, Skills & AbilitiesWork requires ability understand and negotiate basic legal terminology.Work requires 

good organizational and project management skills.Work requires excellent communications skills.Work requires ability to provide direction and leadership to staff, faculty, and other stakeholders.Work requires the ability to train and mentor 

research administration staff.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DOCUMENT CONTROL SPECIALIST 9970 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4E Office - Administrative PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or GED and three (3) years document imaging system experience with working knowledge of medical records/HIM.     Job Duties  Coordinates, schedules, and monitors document preparation and scanning.  Indexes work volumes for both 

document imaging staff and equipment resources to ensure turnaround time and accuracy requirements are achieved.     Plans and coordinates professional development of department staff including assisting in developing and conducting 

training classes. Follows university peformance appraisal and disciplinary review process, communicates policy and procedure changes to staff individually and in team meetings.    Supervises performance of department staff including setting 

standards for productivity and accuracy, monitoring performance, and reporting and communicating results to staff and management.      Reviews system, work flow, and process problem identification, troubleshooting, and resolution.  

Promptly communicates problems to management, effected system uses, and system vendors.  Recommends and/or implements process, policy, and procedural changes as necessary to maintain efficient operation of document imaging 

scanning and indexing process.   Performs quality assurance activities to verify accurate indexing, filing, storage, and retrieval of document images to identify opportunities for training and process improvement.      Attends meetings as 

required and participates on committees as directed.       Coordinates scheduling of staffing for department operations. Assists manager with recruiting and interviewing applicants for staff positions.      Coordinates preventive maintenance, 

service calls, and supply/parts ordering as necessary and/or required by service contracts to ensure reliable performance and longevity of document imaging system equipment.     Performs other duties as assigned.          **Other Duties:  

Performs other duties as assigned.

DOCUMENT CONTROL SPECIALIST U9970 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4E Office - Administrative PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or GED and three (3) years document imaging system experience with working knowledge of medical records/HIM.     Job Duties  Coordinates, schedules, and monitors document preparation and scanning.  Indexes work volumes for both 

document imaging staff and equipment resources to ensure turnaround time and accuracy requirements are achieved.     Plans and coordinates professional development of department staff including assisting in developing and conducting 

training classes. Follows university peformance appraisal and disciplinary review process, communicates policy and procedure changes to staff individually and in team meetings.    Supervises performance of department staff including setting 

standards for productivity and accuracy, monitoring performance, and reporting and communicating results to staff and management.      Reviews system, work flow, and process problem identification, troubleshooting, and resolution.  

Promptly communicates problems to management, effected system uses, and system vendors.  Recommends and/or implements process, policy, and procedural changes as necessary to maintain efficient operation of document imaging 

scanning and indexing process.   Performs quality assurance activities to verify accurate indexing, filing, storage, and retrieval of document images to identify opportunities for training and process improvement.      Attends meetings as 

required and participates on committees as directed.       Coordinates scheduling of staffing for department operations. Assists manager with recruiting and interviewing applicants for staff positions.      Coordinates preventive maintenance, 

service calls, and supply/parts ordering as necessary and/or required by service contracts to ensure reliable performance and longevity of document imaging system equipment.     Performs other duties as assigned.          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DOCUMENT IMAGING TECHNICIAN 9968 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4B9 Office-Clinic Lab Assist PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and two (2) years minimum clerical/administrative experience using personal computers. Job Duties  Prepares, scans and indexes documents in timely and accurate manner.       Correctly identifies various types of documents that 

are received and ensures documents are appropriately indexed after scanning.       Performs system, work flow, and process problem identification, troubleshooting and resolution.  Promptly communicates problems to management, effected 

system users, and system vendors.      Provides input as appropriate into procedural changes in order to maintain efficient operation of document imaging scanning and indexing process.      Performs quality assurance activities to verify 

accurate indexing, filing, storage, and retrieval of document images.       Performs routine preventive maintenance according to recommended schedule to ensure reliable performance and longevity of document imaging system equipment.      

Attends meetings as required and participates on committees as directed.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

DOSIMETRY ASSISTANT 1144 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5G8 Clin Supp Svcs-Dosimetry ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma and 

two (2) years related experience required.Job DutiesImage download from iSite/PACS and import of images into our treatment planning system.Prepare treatment planning notes in Mosaiq for physicians.Facilitate the transfer of radiation 

therapy treatment records with outside institutions. This involves preparing and sending records when requested for our patients that are continuing treatment elsewhere, and also requesting and importing treatment records of patients that 

are coming to us for further treatment.Submission of radiation therapy treatment plans for protocol patients to the respective protocol sites. This requires confirming the quality and format of the treatment plan, and completing related 

required questionnaires, then uploading to the protocol website.Coordinate dosimetry activities including emailing physicians a daily summary list of cases due for contours or plan review, assisting in dosimetry data analysis, and preparing 

this data for presentation at department quality assurance meetings. Develop and maintain documents and procedures related to dosimetry, including plan export, treatment schedules, and chart setup procedures, a dosimetry handbook and 

planning guides.Other related duties may be assigned as they arise.Knowledge, Skills & AbilitiesWork requires experience with personal computers and software related to tasks.Work requires basic mechanical/mathematical aptitude.Work 

requires knowledge of processes and responsibility relative to particular emergency situationsWorking ConditionsWork is performed in a well lit and temperature controlled environment with specialized safety precautions used to reduce 

exposure to radiation.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DRAFTING TECHNICIAN 5073 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 6D1 Maintenance/Craft-Skilled Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide basic drafting skills (no design work required), drawing record keeping and organization, assign and track campus room numbering. Experience and EducationHigh school graduation, two (2) years of specialized course in advanced 

drafting, and one (1) year drafting experience.Job DutiesMeasures and records square footage of renovated areas, updates inaccurate or revised electronic background drawings, and documents plan changes and space revisions as projects 

complete construction. Prints drawings from electronic files, provides electronic files and large format hard copy drawings to team members, other groups within the university and external contractors as appropriate.Performs site walks 

across the campus to take accurate measurements of rooms and locates building details needed to confirm electronic backgrounds are accurate and at the end of projects to document and complete the project changes in the electronic 

drawings. Manage and organize electronic record/archive files of project drawings and specifications.Maintain plan room. Keep drawings and specifications filed in an updated and organized system. Prepare and submit Masterbook forms with 

documentation, as required.Review projects in early design phases and provide the appropriate room numbering based on UTSW guidelines.Perform administrative tasks including, but not limited to: maintaining plotters, ordering supplies for 

plotters, submitting vehicle reports and requesting vehicle maintenance, requesting courier and reprographics services, burning data to compact discs, copying, tracking time for billing purposes, and documenting processes.Revit and AutoCAD 

experience preferred. Archibus experience also preferred but not required.Performs other duties as assigned.Knowledge, Skills & AbilitiesAble to draft as-built architectural, electrical, and mechanical plans.Work requires good organization and 

multi-tasking skills.Work requires proficiency in AutoCAD software.Work requires accuracy in all phases of work.Work requires exercise of limited judgment in application of practices and procedures.Work requires contact with personnel of 

other departments, involving obtaining or exchange of data.Work requires ability to accept and follow direction.Work requires computer literacy, including competency using the Microsoft Office Suite, and knowledge of Adobe Acrobat 

Professional.Work requires ability to handle walk-in requests as needed.Work requires ability to determine and track due dates to comply with schedules.Work requires follow-up ability to ensure that all tasks are completed.Work requires 

ability to lift heavy drawing rolls/drafting paper rolls.Work requires problem solving skills.Work requires math skills, the ability to measure accurately, and the ability to read and understand floor plans.Work requires basic record keeping 

skills.Working ConditionsWork is performed mostly in general office environment.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status.

DRAFTING TECHNICIAN SR 5071 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation, two years of specialized courses in advanced drafting, and three to five years of drafting experience.    Job Duties  Drafts architectural, electrical, and mechanical plans for more complex renovations.       Draws proposed office and 

laboratory space from information provided by users.       Measures and records square footage of renovated areas; makes blueprints from drawings, trims finished prints, and binds into sets.      Measures rooms and locates building details 

needed to complete drawings.       Changes existing drawings to show newly renovated areas.        Draws wiring diagrams and makes schematic drawings.        Designs and produces drawings for construction of special cabinets and furniture.       

Draws charts and forms for internal department use, and/or maintains room numbering system on drawings.       Files drawings and maintains file cabinets in order and up to date. Delivers drawings to various departments.       Work may 

require working supervision of positions in lower grade.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

DRIVER 5458 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 7C Service-Driver Transport Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum 8th grade 

education and two (2) years full-time paid experience in operation of various types of motor vehicles, such as vans, mini-buses, station wagons, etc.  Must have valid State of Texas Driver's License.   Commercial Driver's License (CDL) is required 

for operating vehicles weighing 26,001 pounds or more.  If incumbent carries 14 or more passengers including driver, CDL with passenger endorsement is required. Job DutiesOperates van or mini-bus for transportation of employees and 

visitors on scheduled route connecting on-campus and off-campus locations. Picks-up and delivers mail, packages, drugs, and supplies to off-campus locations on assigned route.In outpatient clinic, transports patients to specialty care units 

and agencies within cooperative system.Maintains vehicle operating records and reports needed maintenance and repairs. Performs minor and routine maintenance such as refueling, ensuring proper tire pressure, and checking oil, water, and 

batteries periodically.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DRIVER SR 5457 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 7C Service-Driver Transport Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum 8th grade 

education and four (4) years full-time paid experience in operation of various types of motor vehicles, such as vans, mini-buses, station wagons, etc. Commercial Driver's License (CDL) is required for operating vehicles weighing 26,001 pounds 

or more. If incumbent carries 14 or more passengers including driver, CDL with passenger endorsement is required.Job Duties1. Assists Supervisor in day-to-day transportation to ensure efficient and effective operations.2. Provides limited 

daily supervision of drivers. Monitors drivers to ensure proper and consistent performance of duties.3. Provides training to drivers which includes, but is not limited to, route training, usage of equipment and shuttle bus, etc.4. Receives 

direction from the Supervisor concerning the activities of the drivers assigned to the AM/PM shift.5. Operates van or mini-bus for transportation of employees and visitors on scheduled route connecting on-campus and off-campus locations. 

Picks-up and delivers mail, packages, drugs, and supplies to off-campus locations on assigned route.6. Learns multiple routes and may fill in on an as needed basis.7. In outpatient clinic, transports patients to specialty care units and agencies 

within cooperative system.8. Maintains vehicle operating records and reports needed maintenance and repairs. Performs minor and routine maintenance such as refueling, ensuring proper tire pressure, and checking oil, water, and batteries 

periodically.9. Acts as a backup of operations for Supervisor and Manager as needed.10. May assist in completing annual employee performance evaluations.11. May assist in scheduling work, monitoring projects, and ensuring route 

coverage.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

DRIVER SR U5457 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 7C Service-Driver Transport Jr SKILL HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED and four (4) years full-time paid experience in operation of various types of motor vehicles, such as vans, mini-buses, station wagons, etc. Commercial Driver's License (CDL) is required for operating vehicles weighing 26,001 

pounds or more. If incumbent carries 14 or more passengers including driver, CDL with passenger endorsement is required. Job Duties  1.Assists Supervisor in day-to-day transportation to ensure efficient and effective operations.2.Provides 

limited daily supervision of drivers.  Monitors drivers to ensure proper and consistent performance of duties.3.Provides training to drivers which includes, but is not limited to, route training, usage of equipment and shuttle bus, etc.4.Receives 

direction from the Supervisor concerning the activities of the drivers assigned to the AM/PM shift.5.Operates van or mini-bus for transportation of employees and visitors on scheduled route connecting on-campus and off-campus locations.  

Picks-up and delivers mail, packages, drugs, and supplies to off-campus locations on assigned route.6.Learns multiple routes and may fill in on an as needed basis.7.In outpatient clinic, transports patients to specialty care units and agencies 

within cooperative system.8.Maintains vehicle operating records and reports needed maintenance and repairs.  Performs minor and routine maintenance such as refueling, ensuring proper tire pressure, and checking oil, water, and batteries 

periodically.9.Acts as a backup of operations for Supervisor and Manager as needed.10.May assist in completing annual employee performance evaluations.11.May assist in scheduling work, monitoring projects, and ensuring route coverage.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



DUAL CREDENTIAL REGISTERED POLYSOMNOGRAPHIC SLEEP TECH/RRT U5557 P24 $51,431.00 $73,028.00 $96,119.00 $4,285.92 $6,085.67 $8,009.92 $197.81 $280.88 $369.69 $24.73 $35.11 $46.21 N 5F13 Medical Technician-Other ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryDual Credentialed Registered 

Polysomnography Sleep Technologist (RPSGT)/ Registered Respiratory Therapist is an integral part of the sleep center diagnostic, therapeutic and longitudinal sleep health program. They work collaboratively with our sleep providers, patients 

and families to improve and maintain ideal sleep health. The goal of the dual credentialed Registered Polysomnographic Sleep Technologist/ Registered Respiratory Therapist is to perform with a high degree of competency in all clinical aspects 

of sleep health and all aspects of respiratory care for the following age groups (adult and geriatric). Respiratory therapy includes the application and monitoring of medical gases (excluding anesthetic gases) and environmental control systems, 

mechanical ventilatory support, artificial airway care, bronchopulmonary hygiene, pharmacologic agents related to respiratory care procedures, and cardiopulmonary rehabilitation related and limited to respiratory care. Utilizes the application 

of scientific principles for the identification, prevention, remediation, research, and rehabilitation of acute or chronic cardiopulmonary dysfunction. The applicable aspects of sleep health are the following testing modalities; diagnostic, titration 

and home apnea sleep testing including Split night studies, Bipap ST, AVAPS and IVAPS studies for non - ventilator dependent patients. The RPSGT uses the most current version of the American Academy of Sleep Medicine Clinical Practice 

Guidelines in conjunction with the provider orders to perform highly skilled sleep studies. The RPSGT may participate in relaying sleep study results as determined by a sleep medicine provider using the approved workflows. Works under 

general supervision of the assistant sleep lab manager Experience and EducationLicensed as a Registered Polysomnographic Technologist A.A.S. Graduate of accredited program in respiratory care (Bachelor's Degree preferred)License by the 

Texas Medical Board, Certified by the NBRC Two (2) years' experience in an accredited sleep center. Basic Life Support (BLS), course accredited by the American Heart Association (AHA) or American Red Cross (ARC)Job DutiesPerforms technical 

procedures and operates equipment with a high level of expertise.Maintains knowledge of infrequently used equipment and ordered patient therapeutics.Administers therapy according to departmental policies and procedures.Demonstrates 

decision-making skills in patient assessment and care plan design based on desired outcomes of therapy, clinical data, consultation with physicians and progress of the patient.Adheres to department procedures of accurate documentation, 

trouble shoots and corrects artifact, performs all aspects of patient care in an environment that optimizes patient safety.Demonstrates activities consistent with the financial objectives of the department in the use of supplies and maintain 

and operate equipment safely and correctly.Assumes and performs scoring of the polysomnographic record when assigned according to departmental policies and established guidelines. Fosters teamwork by treating all staff fairly, facilitating 

2-way communication and having a collaborative attitude.Takes responsibility for maintain supplies and equipment in all areas of the Sleep Center; takes responsibility for reporting and follow through to biomedical on equipment in need of 

repair.Actively participates in Quality Assurance departmental activities and objectives.Clean and maintain all polysomnographic equipment according to department policy.Duties performed may include one or more of the following core 

functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing, or similarly affecting patient records (including patient 

financial records); or d) Regularly maintaining, modifying, releasing, or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational, reading and writing 

skills.Work requires basic computer knowledgeIndependent worker, team oriented Knowledge of sleep equipment, sleep disorders, and American Academy of Sleep Medicine Clinical Practice Guidelines Working ConditionsWork is performed 

primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning, and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status.

EDITOR 8651 N 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H9

Prof Services-Comm & 

Mkting Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Journalism, English, or related field and one (1) year experience in writing and editing for publications.     Job Duties  Edits material for publication, such as news releases, campus newspaper, catalogs, manuscripts, books, reports, grant 

applications, and manuals.      Reviews materials to ensure content is accurate and complete; adheres to standards regarding format, organization, punctuation, grammer, and spelling.      Performs library research on technical subjects as 

needed.        Writes articles for magazines, brochures, press releases, and other publications as needed.       May work with media in covering activities and programs of UT Southwestern.       May assist in arranging for special events.        

Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EDU ASSIST U8160 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4A10 Off-Admin Supp-Ed Assist ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  -  High School 

Diploma or equivalent-  Two (2) years or combination of education and skills and basic writing ability and accurate spelling required.  College degree preferred.          -  Specialty areas may have increased certification requirements as dictated by 

unit or standard of care.-  Working knowledge of computer systems.  Advanced word processing, spreadsheet and graphic skills.  Excellent verbal and written communication and problem - solving skills.  Must be able to operate standard office 

equipment including phone, fax, and copier. Must be able to work independently. Job Duties  1.  Provides a responsive and helpful demeanor to internal and external associates and/or customers in person or via telephone. Provides 

department updates and changes to internal/external associates and/or customers. Ensures appropriate follow-up with department leadership team. Able to independently resolve discrepancies.2. Provides administrative support for 

aforementioned programs and/or clinical educators as applicable.  Relieves Clinical Education & Professional Practice team members of  administrative duties, which involves a thorough understanding of throughput and workload of the 

department.3.  Coordinates and manages clinical projects and/or programs to ensure target schedules and deadlines are met.4.  Works collaboratively to ensure consistent, high quality customer services is provided to all end users.5.  

Facilitates necessary activities to assist with department needs. Provides coverage as necessary for other staff in department.  Utilizes downtime to assist others.6.  Demonstrates effective and consistent performance of multitasking 

administrative duties to include, event arrangements, calendaring, advertisement, course management within applicable systems, and equipment preparation, maintenance, & storage.7. Maintains supplies inventory by checking stock to 

determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.8. Communicate issues Identified by front line staff related to new administrative or departmental initiatives.9. 

Participate as a member of the clinical Education and Professional Practice team in implementing short and long term plans designed to enhance University of Texas Southwestern Hospital.10.  Acts as a liaison with other areas of the hospital 

and campus. Coordinates support for department or nursing administration. Handles confidential and non-routine information according to established policies.11.  Attends required meetings and performs other duties as assigned.  **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EDUCATION ASSISTANT 8160 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4A10 Off-Admin Supp-Ed Assist ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED and three (3) years secretarial/administrative experience. Education may be considered in lieu of experience. Job DutiesProvides administrative support for one or more of following programs within department or unit as applicable: 

medical student education, graduate student education, internship training, residency training, and postdoctoral fellowship programs. Relieves supervisor of variety of administrative duties, which involve thorough understanding of program(s) 

involved.Coordinates details of application and interview process for one or more of aforementioned programs as applicable, which may include responding to paper and/or electronic requests for applications, creating and maintaining 

applicant files, scheduling interviews, making travel and hotel arrangements for interviewees, coordinating printing and distribution of recruitment materials, etc.Coordinates and/or prepares forms or paperwork regarding appointment, 

termination, evaluation/grading, credentialling, licensure, malpractice coverage, and training verification of students, interns, residents, and/or fellows; maintains files or records and ensures completeness and accuracy.Prepares or assists in 

preparation of complex schedules for one or more of aforementioned programs as applicable; ensures accuracy of information and coordinates distribution of material to faculty, staff, and affiliated institutions as required.Coordinates 

organizational details for special events, such as seminars, teaching conferences, lecture series, summer student programs, and recruitment events, which may include preparing calendars, schedules, or promotional announcements for 

distribution, making travel arrangements for speakers, making arrangements for banquets/meals for large groups, coordinating registration/membership materials, etc.As directed, processes on-line forms for payroll, vacation/sick leave 

requests, malpractice insurance payments, supply ordering, and/or operations needs. May assist supervisor in monitoring program expenditures within university guidelines.Performs other duties as assigned. **Other Duties: Performs other 

duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EDUCATION COORDINATOR 8159 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H25 Prof Svcs-Stu/Edu Svcs-NE ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduate or 

GED and four (4) years related experience.Job DutiesCoordinates, supervises, and administers operations of aforementioned programs as applicable. Responsible for managing clerical/administrative operations and workflow for maximum 

efficiency and utilization of resources.May supervise clerical and administrative support staff; may oversee training and orientation of staff; may determines work priorities; may evaluates work progress and production.May develop and 

oversee budgets related to education office, including approving expenditures and preparing summaries of financial operations. Obligates and tracks expenditures for educational program(s), committing funds for program operations, including 

salaries/stipends and other operational costs. Responsible for cost distribution of stipend and operational funding between institutions.Creates, reviews, and maintains policies and procedures in accordance with university and accrediting 

agency standards to ensure compliance. Interprets policy for faculty, staff, residents, fellows, and students.Maintains records and documentation of activities of program participants, including appointments, terminations, performance 

evaluations and/or grades, credentialling, malpractice coverage, recommendations, and verification of training; prepares complex reports and surveys for university administration and/or accrediting agencies regarding statistical information 

on education programs within department or unit.Manages recruitment and admission activities of unit, which may include coordinating production of brochures/recruitment materials, overseeing interview process, maintaining records of 

applicants, compiling statistical data on applicants, and preparing reports on admissions activities.Responsible for design, execution, and effectiveness of system of internal controls, which provides reasonable assurance that operations are 

effective and efficient, assets are safeguarded, and financial information is reliable.Ensures compliance with applicable laws, regulations, policies, and procedures.As directed, may process on-line forms for payroll, vacation/sick leave requests, 

malpractice insurance payments, supply ordering, and/or other operations needs. May assist supervisor in monitoring program expenditures within university guidelines.Performs other duties as assigned. **Other Duties: Performs other 

duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EDUCATION COORDINATOR U8159 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3H25 Prof Svcs-Stu/Edu Svcs-NE ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduate or 

GED and four (4) years related experience.Job Duties1. Assists program lead with analyzing, coordinating, and evaluating program operation procedures to include program goals and objectives; schedules, and budget. Researches trends and 

recommends strategies to promote continued change, growth or expansion of the event or program/service.2. Works collaboratively with program lead to provide reasonable assurance that operations are effective and efficient, assets are 

safeguarded, financial information is reliable. Monitors expenditures and makes decisions on allocation of funds throughout the event or program/service.3. Acts as a liaison for the event or program/service by answering inquiries, providing 

information, and addressing concerns. In addition, develops, cultivates, and maintains working relationships with internal/external departments/agencies and other organizations associated with and/or receiving benefit from program.4. 

Coordinates organizational details for educational programs and special events, such as seminars, teaching conferences, lecture series, orientation, and recruitment events, which may include preparing calendars, schedules, or promotional 

announcements for distribution, making travel arrangements for speakers, making arrangements for banquets/meals for large groups, coordinating registration/membership materials, etc.5. Designs promotional materials for the event or 

program/service or contracts with internal or external partners to develop such communications.6. Provides administrative support for one or more of aforementioned programs as applicable. Provides relief for a variety of administrative 

duties, which involve thorough understanding of program(s) involved.7. Identifies, researches, and selects the facilities necessary for the event or program/service. Schedules facilities as appropriate.8. Ensures the event or program/service is 

executed on or under budget. Monitors expenditures and makes decisions on allocation of funds throughout the event or program/service.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

EDUCATION COORDINATOR SR 8157 N 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H23 Prof Svcs-Stu/Edu Svcs Mid ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduate or 

GED and six (6) years related experience.Job DutiesOversees daily operations for multiple educational programs to including but not limited to department residency, clinical subspecialty fellowships, medical student rotations, summer student 

internships, post-doctoral research fellowships and research training programs. This includes participation in the match program, recruitment of other trainees, development and e oversight of orientation of new trainees, training and 

evaluation of administrative staff who assist in this endeavor, implementing testing and evaluation of trainees.Designs evaluations for programs and creates reports to interpret the results. Creates advertisements for programs and monitors 

their publication. Represents the various educational programs at existing local and national meetings.Creates, reviews, and maintains policies and procedures related to all educational endeavors. Ensures compliance with accrediting agency 

standards as well as university and departmental policies regarding education. Acts as a resource to faculty, residents, medical students, and fellows regarding the interpretation and implementation of these policies.Develops and oversees 

budgets for the various educational programs as well as individualized educational stipends and research grant allotments for each trainee. Tracks, approves, and creates financial reports to summarize expenditures for each program ensuring 

that affiliated contracts regarding education are sufficient to meet program needs.Develops short and long term business plans for the Educational Programs and the departmental education unit. Creates reports to track progress and identify 

deviations from the business plan. Develop plans for new educational program endeavors and designs comparative studies of external programs for leadership review.Oversees the maintenance of all educational program records including 

preparation of complex reports for accrediting agencies and university administration, providing statistical analysis of educational programs within the department and administering malpractice coverage.Responsible for design, execution, and 

effectiveness of system of internal controls, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.Ensures compliance with applicable laws, regulations, 

policies, and procedures.May supervise clerical and administrative support staff; may oversee training and orientation of staff; may determines work priorities; may evaluates work progress and production.Performs other duties as 

assigned.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EDUCATION COORDINATOR SR PART TIME NON EX 8157PN 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H2

Prof Services-Pgrm/Proj 

Coord ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduate or 

GED and six (6) years related experience.Job DutiesOversees daily operations for multiple educational programs to including but not limited to department residency, clinical subspecialty fellowships, medical student rotations, summer student 

internships, post-doctoral research fellowships and research training programs. This includes participation in the match program, recruitment of other trainees, development and e oversight of orientation of new trainees, training and 

evaluation of administrative staff who assist in this endeavor, implementing testing and evaluation of trainees.Designs evaluations for programs and creates reports to interpret the results. Creates advertisements for programs and monitors 

their publication. Represents the various educational programs at existing local and national meetings.Creates, reviews, and maintains policies and procedures related to all educational endeavors. Ensures compliance with accrediting agency 

standards as well as university and departmental policies regarding education. Acts as a resource to faculty, residents, medical students, and fellows regarding the interpretation and implementation of these policies.Develops and oversees 

budgets for the various educational programs as well as individualized educational stipends and research grant allotments for each trainee. Tracks, approves, and creates financial reports to summarize expenditures for each program ensuring 

that affiliated contracts regarding education are sufficient to meet program needs.Develops short and long term business plans for the Educational Programs and the departmental education unit. Creates reports to track progress and identify 

deviations from the business plan. Develop plans for new educational program endeavors and designs comparative studies of external programs for leadership review.Oversees the maintenance of all educational program records including 

preparation of complex reports for accrediting agencies and university administration, providing statistical analysis of educational programs within the department and administering malpractice coverage.Responsible for design, execution, and 

effectiveness of system of internal controls, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.Ensures compliance with applicable laws, regulations, 

policies, and procedures.May supervise clerical and administrative support staff; may oversee training and orientation of staff; may determines work priorities; may evaluates work progress and production.Performs other duties as 

assigned.**Other Duties: Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EDUCATION EVALUATION AND SIMULATION ANALYST SR 9248 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H24 Prof Svcs-Stu/Edu Svcs Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

statistics, epidemiology/biostatistics, computer science with emphasis on data science or quantitative analysis or related discipline and five (5) years related experience manipulating large relational databases, statistical programming, 

modeling and development of data displays required. Master's of Science in statistics, public health/epidemiology or MIS with emphasis on data science preferred.  Two to four  (2-4) years of experience with quality improvement, LEAN, Six 

Sigma and/or other improvement methodologies preferred, as well as working knowledge of process improvement methods, statistical process control techniques and database applications.  Superior working knowledge of MS Office 

applications, analytical platforms (SAS, SPSS, R, ALTERYX) Data Base Management Systems (SQL Server, ORACLE, Informix or similar) and Data Warehouse methodology required. Job Duties  1.  Collaborate on multi-disciplinary teams and 

provide analytical support for various projects related to medical education evaluation, quality improvement, patient safety, and outcomes.2.  Design, develop, and automate quality and performance metrics for the supported domains.  

Maintains knowledge base of data requirements and measure definitions.3.  Interpret, explain, and discuss data analysis results with project team.  Makes recommendations and support strategies for improving educational and simulation 

processes and resident and student outcomes.4.  Analyzes and organizes data using the appropriate analytical and statistical methods.5.  Works with Information Resources, Enterprise Data Services to identify extracts, validate and manipulate 

data from different large databases using data management and querying skills.6.  Designs, develops and maintains prototypes of repositories for data originating in various and divers data sources.7.  Develops and automates data displays 

such as charts and reporting tables to present data analysis results and track clinical processes and outcomes.8.  Consults on data collection and study design.9.  Interacts with faculty, residents and medical students as a part of the teams 

involved in the Quality and Outcome Education and Simulation Center projects.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

EDUCATION OUTCOMES PROGRAM COORDINATOR 9311 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationJob Code/Job Title9311 - Education Outcomes Program Coordinator 

SalarySalary Negotiable Job SummaryWorks under general supervision to coordinate, lead, and participate in the implementation, evaluation, and on-going monitoring of UT Southwestern System Quality Improvement Programs. Experience 

and EducationBachelors in Nursing or healthcare related field and five years of experience in quality improvement methods and tools and clinical data management.MBA, CPHQ and/or Project Management certification is preferred. Job 

DutiesAssists with creating and developing educational activities pertaining to quality improvement (QI), patient safety, and high-reliability in health care for medical students, residents, UTSW staff, and othersProvides training and education 

in QI tools and methodologies to medical students and other QI traineesServes as QI Advisor for students seeking Distinction in Quality Improvement and Patient Safety Serves as an advisor to medical students and others for the UT 

Southwestern chapter of the Institute for Healthcare Improvement Open SchoolFacilitates medical student QI projectsLeads the coordination, organization, and scheduling of QI Distinction program events for medical students Collaborates 

with faculty and medical students to analyze and interpret data to present and communicate pertinent findingsParticipates in planning activities for the Office of Quality, Safety, and Outcomes EducationManages and coordinates department 

promotional activities including publications, website maintenance, and marketing activities Assists with various aspects of the American Board of Medical Specialties Maintenance of Certification Part IV activitiesDevelops, cultivates, and 

maintains working relationships with internal/external departments/agencies and other organizations associated with the Office of Quality, Safety, and Outcomes EducationManages assigned QI projects through multiple phases from initiation 

through closingActively participates with faculty and others in writing, developing, and submitting funding proposals, abstracts, and manuscriptsPrepares various reports and presentationsPerforms other duties as assigned by 

supervisorKnowledge, Skills & AbilitiesWork requires strong verbal and written communication skills.Work requires proficiency in computer skills including experience in Microsoft Office, project management applications, database 

management, and the internet.Work requires experience in preparing reports and presentations.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum 

require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

EDUCATIONAL TECHNOLOGY SPECIALIST 9328 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H12 Prof Services-Tech Dev PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree or 

equivalent experience in educational technology or related field. Minimum three (3) years postsecondary teaching experience and/or postsecondary administrative experience in instructional or computer technology. Minimum three (3) years 

healthcare simulation experience and/or healthcare education experience.Job Duties1. Plans and coordinates professional development opportunities.2. Identify and develop opportunities that promote teaching and learning.3. Designs and/or 

identifies instructional materials for faculty professional development opportunities.4. Supports academic administration and faculty in the areas of instructional design, effective teaching strategies and assessment and evaluation.5. Provide 

expertise in the use of educational technologies such as learning management systems (LMS), virtual slides, digital exams, and electronic discussion groups; assist in building templates for courses in LMS systems and assist instructors in 

building their individual courses.6. Evaluate, recommend and assist in implementing new tools, software, techniques and solutions to support learning, teaching and classroom technology.7. Provide on-site user training on LMS systems and 

collaborative tools to faculty.8. Investigate new technologies and potential benefit for use inside the curriculum.9. Supervise various educational staff as needed.**Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EKG TECHNICIAN U5314 P09 $30,900.00 $38,600.00 $47,590.00 $2,575.00 $3,216.67 $3,965.83 $118.85 $148.46 $183.04 $14.86 $18.56 $22.88 N 5E15 Medical Technician-EKG ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduate or 

equivalent and no experience is required. **Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required.** Job DutiesFacilitates patient throughout and 

enhances patient satisfaction with testing process. Checks computer for new orders, reviews physician's orders on patient's chart. Identifies patients via two methods. Explains procedure and protects patient's privacy.Conducts computerized 

electrocardiogram testing. Uses proper chest and limb lead placement. Assesses quality of tracing as related to baseline stability, lack of electrical interference, and freedom from artifact.Records technically accurate EKG tracing and places 

preliminary copy in patient's chart. Communicates presence of any life threatening arrhythmia to patient's nurse.Performs Thoracic Bio-impedence procedure. Places completed report on patient's chart immediately post procedure.Prints daily 

log and checks against daily transaction log. Enters charges as needed and credits for services not rendered. Places EKG final report on chart after read by physician.Demonstrates ability to troubleshoot minor equipment problems. Reports 

malfunctions to manager and notifies Biomed.Facilitates storage and retrieval of records. Checks and orders supplies, leads, electrodes and paper with consideration for cost containment.Reports errors promptly and takes appropriate follow-

up action to rectify error.Serves as patient and family advocate. Responds to patient's and/ or family's complaints in approriate manner. Reports complaints to Manager or their designee in timely manner. Utilizes chain of command 

appropriately to resolve patient, operational, or personal work related problems.Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and attends 100% of mandatory educational 

sessions.Works cooperatively with all staff and supports staff new to environment.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

eLEARNING CONSULTANT 9562 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H7 Prof Services-HR-OD&T Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  - Bachelor's degree 

in education, information technology, human resource management, organizational development, or related field.-  Three to five (3-5) years of professional experience in training with a strong background in instructional design, e-learning and 

working within an LMS environment. Job Duties  1.Plans, designs, and develops engaging & highly effective multimedia-based communications and learning designs, courseware, and other deliverables using efficient and effective adult learning 

methodologies and interactive design principles.2.Updates existing eLearning content based on enhanced quality standards, organizational changes, system changes/updates and end-user feedback.3.Defines training plans/approaches for 

projects requiring eLearning and multi-media training components by consulting with ODT, HR, and client/business owners.4.Oversees the publishing and tracking of all learning content in the UTSW learning management system in partnership 

with IR.5.Prepares reports and dashboards that inform utilization, business needs, and learning effectiveness.6.Consistently improves the online, internal customer learning and usability experience within the learning management system and 

Academy for Career Enrichment portal.7.Serves as an internal eLearning consultant to share best practice instructional design and quality standards.8.Perform regular LMS quality assurance checks to ensure proper system functionality, 

courseware deployment, testing/certifications, and data communication in the development environment and post-production environment. Research and resolve LMS functionality issues as they arise.9.Stays abreast of industry trends and 

practices to ensure that the latest technologies and techniques are employed to engage learners and enhance learner outcomes.10.Performs other duties as assigned.  **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



eLEARNING CONSULTANT SR 9566 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H7 Prof Services-HR-OD&T Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  A Bachelor¿s degree 

is required for this position (Master¿s degree preferred), and at least 3-5 years of experience required in a related field Job Duties  1.Plans, designs, and develops engaging & highly effective multimedia-based communications and learning 

designs, courseware, and other deliverables using efficient and effective adult learning methodologies and interactive design principles.2.Updates existing eLearning content based on enhanced quality standards, organizational changes, system 

changes/updates and end-user feedback.3.Defines training plans/approaches for projects requiring eLearning and multi-media training components by consulting with ODT, HR, and client/business owners.4.Manages the publishing and 

tracking of all learning content in the UTSW learning management system in partnership with IR.5.Evaluates innovative learning and development methods and best practices to incorporate into existing offerings as well as address unmet 

organizational capabilities; makes improvements to continuously improve and evolve curricula.6.Assesses existing learning offerings and builds methods to blend learning using technology to drive user application and outcomes.7.Manages 

Learning Coordinator and all eLearning deliverables produced by the eLearning practice areas.8.Prepares reports and dashboards that inform utilization, business needs, and learning effectiveness.9.Consistently improves the online, internal 

customer learning and usability experience within the learning management system and Academy for Career Enrichment portal.10.Serves as an internal eLearning consultant to share best practice instructional design and quality 

standards.11.Stays abreast of industry trends and practices to ensure that the latest technologies and techniques are employed to engage learners and enhance learner outcomes.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ELECTRICAL SYSTEMS TECHNICIAN 5121 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationTechnical/Vocational 

School or Associate's degree preferredin a related field and eight (8) years of experience in operating electrical distribution systems.Job Duties1. Oversee contractors work for electrical CIP and M&O projects.2. Support annual maintenance of 

high and medium voltage distribution systems.3. Perform switching procedures for load transfers, with minimum customer disruption.4. Perform annual thermographic scan of all campuses electrical distribution equipment.5. Inspect electrical 

contractors work for compliance to NEC, NFPA and University specifications.6. Collect annual distribution transformers oil analysis samples.7. Respond to emergency call-ins 24/7 and restore power in a timely manner.8. Review electrical 

drawings and submittals.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ELECTRICAL SYSTEMS TECHNICIAN SR 5122 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 6F

Maintenance/Craft-ElectTech 

Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociate's Degree in a 

related field preferredand a minimum oftwelve (12) years of experience in operating and maintenance of electrical distribution systems.Job Duties1. Operate and maintain University owned 138kv substation and 15kv distribution system.2. 

Coordinate annual maintenance, installation and repair of high and medium voltage equipment.3. Write switching procedures for load transfers and isolation with minimum customer disruption.4. Maintain and analyze preventative 

maintenance records and recommends repairs and or upgrades.5. Analyze electrical distribution equipment annual thermographic surveys data and generate report.6. Review annual distribution transformers oil analysis test results and 

determine any action required.7. Work with consulting engineering firms on all electrical upgrades.8. Insure all contractor work complies with UT specifications and policies and is performed safely9. Respond to electrical equipment emergency 

call-ins 24/7 and restore power in a timely manner.10. Review electrical drawings and submittals.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

ELECTRICIAN 5212 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 6H Mainten/Craft-Elec/Plumb Jr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation, vocational school or GED equivalent and four (4) years skilled or journeyman level experience as an Electrician.  Must have current licensure as a Journeyman Electrician issued by the Texas Department of Licensing and Regulation 

(TDLR). Job Duties  Repairs, installs, replaces, and tests electrical circuits, equipment and appliances, using handtools and testing instruments, to supply electrical power for lighting and operation of equipment and apparatus.     Inspects and 

tests electrical circuits and equipment; isolates defects in wiring, switches, motors, and other equipment, replacing defective wiring, switches, sockets, plugs, and insulators.      Installs new wiring and electrical apparatus, using blueprints and 

diagrams to determine correct location and layout; runs wire through conduit, and makes connections to complete circuits.      Assembles, installs, and connects components of switchboards and distribution panels, and connects to units 

controlled.       Assists in estimating time and materials required for job.        Troubleshoots and maintains all lighting circuits on campus.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ELECTRICIAN SR 5211 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 6I Mainten/Craft-Elec/Plumb Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation, 

vocational school or GED equivalent and five (5) years skilled or journeyman level experience as an Electrician, including two (2) years skilled experience as a Master Electrician. Must have current licensureas a Master Electrician issued by the 

Texas Department of Licensing and Regulation (TDLR).¿Job Duties1. Repairs, installs, replaces, and tests electrical circuits, equipment, and appliances, using handtools and testing instruments, to supply electrical power for lighting and operation 

of equipment.2. Inspects electrical circuits and equipment, using blueprints and diagrams to determine correct location and layout. Pulls wire through conduit, and makes connections to complete circuits.3. Installs new wiring and electrical 

apparatus, using blueprints and diagrams to determine correct location and layout; pulls wire through conduit, and makes connections to complete circuits.4. Assembles, installs, and connects components of switchboards and distribution 

panels and connects to units controlled.5. Assists in estimating time and materials required for job.6. Troubleshoots and maintains all lighting circuits on campus.7. Performs duties of supervisor in their absence.**Other Duties: Performs other 

duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ELECTRON MICROSCOPY TECHNICIAN 4384 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5G11 Clin Supp Svcs-Micros/Laser RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationCompletion of two years 

of specialized training in Medical Technology area; or completion of two years of college with emphasis in Biology or related field and one year laboratory work as coursework. Job DutiesObtains and prepares tissues, tissue cultures, and other 

specimens utilizing techniques of fixation, embedding, sectioning and staining of specimens for microscopic examinations.Operates electron microscope to examine thin sections of specimens for any abnormalities.Screens and evaluates 

specimens for further observation by principal investigator or other members of professional research or clinical staff.Assumes responsibility for care and minor maintenance of electron microscope used by laboratory personnel by inspecting 

equipment for malfunction or damage on daily basis.Photographs and develops negatives of tissue using electron microscope for diagnosis, study, and/or publications.Performs other related duties as required. **Other Duties: Performs other 

duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ELECTRON MICROSCOPY TECHNICIAN CHIEF 4381 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 5G11 Clin Supp Svcs-Micros/Laser RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Completion of two 

years of college or specialized training in ultra-structural methods and five years of electron microscopy experience, including one year as Senior Electron Microscopy Technician or equivalent.   Job Duties  Plans, coordinates and supervises 

projects which may be limited as segment of larger project, exercises responsibility for project performance and accountability for progress.      Supervises electron microscopy technicians and other clinical and/ or research personnel of lower 

grade.       Performs most complex and advanced clinical or research work.        Operates and maintains equipment necessary for electron microscopic analysis.       Suggests modifications to, or improvements in, clinical work flow; presents 

original ideas for follow-up studies and recommends utilization of new or revised microscopic techniques and procedures to obtain desired results in design of research projects.     Markets laboratory to external users to increase visibility and 

income of lab through written and oral communication.       Assembles and analyses resulting research data, and assists in preparation of material for reports or publication.       Performs other duties as assigned.          **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ELECTRON MICROSCOPY TECHNICIAN SR 4383 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 5F13 Medical Technician-Other RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Completion of two 

years of college or specialized training in ultra-structural methods and four years of experience as Electron Microscopy Technician or equivalent.    Job Duties  Obtains and prepares tissues, tissue cultures, and other specimens utilizing 

techniques of fixation, embedding, sectioning and staining of specimens for microscopic examinations.      Operates electron microscope to examine thin sections of specimens for any abnormalities.       Screens and evaluates specimens for 

further observation by principal investigator or other members of professional research or clinical staff.      Photographs tissues under observation.        Assumes responsibility for daily care and minor maintenance of electron microscope used 

by laboratory personnel by inspecting equipment for malfunction or damage on daily basis.      Assists laboratory users in use of equipment and techniques employed in electron microscopy laboratory by instructing on proper use and care of 

equipment.      Gathers data for, and collaborates with principal investigator in preparation of progress reports and scientific papers.       May provide minimal working supervision to Electron Microscopy Technician(s) of lower grade.       

Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ELECTROPHYSIOLOGY TECHNICIAN 1766 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3B8 Prof Technologist-Ophthalmo CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

plus 1-2 years clinical experience OR credentials (R.E.E.G.T. or certified in Visual Evoked Potentials). Thorough knowledge of EEG, evoked-potentials and their computer-assisted analysis. Job Duties  Performs the following tests of scheduled 

patients in the clinic requiring data acquisition using the LKC and Epsion Systems: Pattern VEP's, Flash VEP's, Full Field ERG's, Multifocal ERG's, Multifocal VEP's, EOG's, Farnsworth-Munsell Color Vision Testing, HRR Plates and 

Pseudoisochromatic Plates.Build and construct DTL ERG electrodes for multifocal ERG's and Full Field ERG's.Perform testing on infants and children of all ages without sedation.Works under general supervision to ensure complete patient 

communication and coordination between direct care physicians, referring physicians, designated family members and clinical division within the department.Analyzes, evaluates and coordinates the Electrophysiology Program in the 

Department of Ophthalmology to include patient scheduling (outpatient visits and surgery), patient information and communication to referring physicians and related services.Develops, cultivates and maintains working relationships with 

community referring physicians and UT Southwestern faculty; monitors, coordinates and documents responses to referring physicians.Assists faculty in answering medical questions from patients to ensure all patient questions and concerns 

are handled in an efficient and effective manner; adheres to established protocols when communicating the need for an office visit to patients.Utilizes electronic medical record to enter patient information while also using image management 

software to upload test results and send along to referring physicians.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

ELEVATOR MAINTENANCE MECHANIC 5335 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 6M

Maintenance/Craft-Elev 

Repair SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school or vocational school and three (3) years experience in maintenance, inspection, and repair of elevators. CET Certificate and/or IUEC Mechanic Card preferred. Must have a valid Texas Drivers Licensure.Job Duties1. Perform preventative 

maintenance on rack and pinion industrial elevators.2. Trouble-shoot and diagnose problems in electric brakes, motors, switches, variable frequency drives.3. Cleans, lubricates and adjusts relays, controls, door operators and elevator pits as 

needed.4. Repair and/or replace faulty components to return elevator to fully operational status.5. Assist Sr. Elevator Mechanics in ensuring machinery conforms to building safety codes and equipment safety regulations.**Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, 

or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

ELEVATOR MAINTENANCE MECHANIC SR 5337 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 6B DO NOT USE SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school or vocational school and six (6) years experience in maintenance, inspection, and repair of elevators. CET Certificate and/or IUEC Mechanic Card preferred. Must have a valid Texas Drivers LicensureJob DutiesMakes periodic elevator 

inspections to ensure safe and efficient operations as scheduled by preventive maintenance computer print-out.Cleans, lubricates and adjusts relays, controls, door operators and elevator pits as needed.Inspects hoist and governor cables for 

wear. Maintains control rooms, equipment, car frames, and safety devices in good working condition.Answers trouble calls and makes all necessary repairs.Orders tools, parts, and equipment required for maintenance and repair of elevators. 

Prepares list of spare parts needed to be kept in inventory.Reviews and recommends plans and specifications for new elevators.Performs related duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

EMBRYOLOGIST I 1701 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3B16 Prof Technologist-Vas Tech ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision and is 

responsible for assisting in the day-to-day operations of the embryology laboratory.Experience and EducationBachelor's degree in chemistry, biology, medical terminology, or related field plus 6 months experience in laboratory procedures.Job 

DutiesIVF media/dish preparation using sterile techniqueIdentify and collect oocytes for insemination.Analyze and prepare specimens for insemination.Assess fertilization and zygote quality following insemination.Assess daily grading and 

handling of embryos.Perform patient consultations for laboratory consent forms.Prepare embryos for intrauterine transfer, cryopreservation and thawing of embryos at varying stages of development.Ensure IVF laboratory quality assurance 

and control.Responsible for maintaining laboratory documentation.Perform steroid hormone bioassays, semen analysis and sperm cryopreservation.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to 

exercise considerable judgment in application of procedures, protocols, or practices to work problems.Work requires excellent communication skillsWork requires working well in a team environment.Work requires being highly dexterous with 

exceptional attention to detail.Working ConditionsWork is performed in the IVF and andrology laboratories. There is some related administrative work performed at a regular desk.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion/.

EMBRYOLOGIST II 1702 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3B16 Prof Technologist-Vas Tech ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision and 

is responsible for assisting in the day-to-day operations of the embryology laboratory.Experience and EducationBachelor's degree in chemistry, biology, medical terminology, or related field plus 2 years' experience in human invitro fertilization 

procedures.Job DutiesIVF media/dish preparation using sterile techniqueIdentify and collect oocytes for insemination.Analyze and prepare specimens for insemination.Assess fertilization and zygote quality following insemination.Assess daily 

grading and handling of embryos.Perform patient consultations for laboratory consent forms.Prepare embryos for intrauterine transfer, cryopreservation and thawing of embryos at varying stages of development.Ensure IVF laboratory quality 

assurance and control.Responsible for maintaining laboratory documentation.Perform steroid hormone bioassays, semen analysis and sperm cryopreservation.Perform intracytoplasmic sperm injection (ICSI).Perform cryopreservation and 

thawing of oocytes and embryos. Performs other duties as assignedKnowledge, Skills & AbilitiesWork requires ability to exercise considerable judgment in application of procedures, protocols, or practices to work problems.Work requires 

excellent communication skillsWork requires working well in a team environment.Work requires being highly dexterous with exceptional attention to detail.Working ConditionsWork is performed in the IVF and andrology laboratories. There is 

some related administrative work performed at a regular desk.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an 

equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

EMBRYOLOGIST SENIOR 1095 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3B17

Prof Technologist-Spec Tech 

Jr ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUnder minimal supervision, responsible 

for the day to day operations of the embryology laboratory.Experience and EducationBachelor's degree in chemistry, biology, medical terminology or related field plus 5 years experience in human invitro fertilization procedures.Job 

DutiesSupervise and oversee work of lower level employees. Assist laboratory director in training of Embryologist I and Embryologist II level employees.Perform all embryology laboratory procedures.Perform patient consultations for 

laboratory consent forms.Demonstrate sufficient competency in basic embryology and andrology procedures needed for in-vitro fertilization.Identify and collect oocytes for insemination.Analyze and prepare specimens for insemination or for 

Intracytoplasmic Sperm Injection (ICSI).Assess fertilization and zygote quality following insemination.Assess daily grading and handling of embryos.Prepare embryos for intrauterine transfer, cryopreservation and thawing of embryos at varying 

stages of development.Perform cryopreservation and thawing of oocytes and embryos. Perform embryo biopsyEnsure IVF laboratory quality assurance and control.Responsible for maintenance of laboratory documentation.Performs other 

duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to exercise considerable judgment in application of procedures, protocols, or practices to work problems.Work requires excellent communication skillsWork requires working 

well in a team environment.Work requires being highly dexterous with exceptional attention to detail.Working ConditionsWork is performed in the IVF and andrology laboratories. There is some related administrative work performed at a 

regular desk.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. 

To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

EMERGENCY MANAGEMENT COORDINATOR 9023 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H31 Prof Services-Campus Ops PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree 

with five (5) year related experience in emergency management planning.  Experience includes establishing and communicating program goals, complex strategies and objectives. Job Duties  1.Develops and maintains emergency plans, policies, 

procedures, and guidelines to address all hazards to UT Southwestern Medical Center.  Documents emergency incidents, drills, after action plans, and associated follow-up.2.Plans, coordinates, and conducts emergency management related 

training, drills, and exercises for the institution.3.Leads the institutional emergency mass communication system implementation, operation, and maintenance.  Liaisons with weather service providers for timely weather related 

notifications.4.Coordinates communication of emergency information to the campus in cooperation with other applicable departments including emails, phone lines, website, television monitors, etc.5.Ensures compliance with applicable 

emergency management requirements including local, state, federal and the joint commission hospital requirements.6.Responds to emergency incidents on campus.  Coordinates preparation and response to emergencies including hazardous 

materials incidents.7.Maintain portable radios for emergency use.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

EMERGENCY ROOM TECHNICIAN U6228 P12 $33,889.00 $45,371.00 $56,574.00 $2,824.08 $3,780.92 $4,714.50 $130.34 $174.50 $217.59 $16.29 $21.81 $27.20 N 5E5 Medical Technician-ER ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent. Must be able to read, write and communicate in English.BCLS from an American Heart Association Accredited program. Successful completion of IV training required with competency demonstrated within 60 days of hire. If hired 

with EMT certification, the certification must be kept current throughout employment. CPI-Advanced Skills within 6 months of hire.Minimum of two years' experience as certified nursing assistant or patient care technician, and/or either EMT 

or EMT-I certification or completed first semester of a nursing clinicals. Skilled in completing electrocardiogram (or competency within one 30 days of hire). Experience with phlebotomy.Job Duties1. Collects data to include: intake and output, 

weight, temperature, pulse, respirations, and blood pressure. Recognizes and immediately reports values outside normal parameters to the nurse. Reports any changes in patient's condition or behavior immediately to the nurse. Documents 

patient information accurately and in appropriate place in a timely manner.2. Competency in EKG's, phlebotomy, point of care testing; reporting results to the primary RN and completing documentation. Removal of laundry and waste per unit 

needs.3. Responds to patient requests for assistance in a respectful, positive and timely manner. Asks the patient and/or patients' family, "Can I do anything else for you" before leaving the room. Ensures adequate stock of supplies and proper 

function of unit equipment.4. Consistently performs daily required duties. Including: stocking rooms and all mobile carts or trays, maintaining stockroom (nothing on floors or less than 18" from ceiling).5. Makes frequent and ongoing patient 

rounds to comfort, position, and to provide toileting and hygiene care. Let's the patient know when you will return. Patient rarely finds it necessary to use call light.6. Seeks assistance and guidance as needed to ensure that patient care is 

delivered in a safe, high quality and effective manner at all times. Assisting in creating a safe environment for patients with focus on fall prevention, keeping appropriate bed rail up, and using mobility equipment, as trained, to prevent staff or 

patient injury.7. Transfers and transports patients safely and in accordance with the Department of Nursing Policies and Procedures, with concern for age-specific considerations to include admitted, discharged and patients going to and from 

procedures.8. Welcomes new patient, patient's family and significant others. Maintains principals of AIDET.9. Assumes accountability for all actions in the workplace. Reports errors promptly.10. Orients new staff and students to work areas. 

Collaborates with Nursing staff and hospital employees to create an environment that is conducive to the retention of qualified personnel.11. Attends at least 50% of scheduled staff meetings and 100% of mandatory educational sessions.12. 

Utilizes downtime to assist others and/or to provide additional amenities to patients and/or patients' families.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

EMPLOYEE ONBOARDING COORDINATOR 9697 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4A4A Off-Admin Supp-HR Sr ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryFor more than 75 years, UT 

Southwestern Medical Center has been healing, discovering, and educating health professionals as one of the nation's top academic medical centers. Works under moderate supervision to perform technical new hire processing to include 

background check process management, new hire paperwork, and daily monitoring of the I9 process. Partner with Talent Acquisition Partners to ensure a smooth onboarding process, providing status updates, as needed. Work in Applicant 

Tracking System to support administrative Talent Acquisition functions, track candidates, and retrieve data. Interface with candidates, Talent Acquisition Partners and hiring managers (as needed) throughout the hiring process.Experience and 

EducationBachelor's Degree in business administration or related field or equivalent, and no experience required. Relevant years of experience can be considered in lieu of education (minimum of four (4) years of related experience with no 

degree). Job DutiesResponsible for verification of minimum qualifications based on Talent Acquisition Partner (TAP) assessment.Initiates and completes timely background check process to include Department Public Safety (DPS), Motor 

Vehicle Report (MVR), license/certification verification and I-9 completion.Monitors Occupational Health status via ReadySet and partners closely with Occupational Health team for status updates.Provides consistent status updates to 

candidates, TAPs and hiring managers, as needed.Completes new hire transactions in Taleo accurately and in a timely manner. Provides onboarding and new employee orientation information to new hire, answering questions and providing 

guidance in preparation for first day.Ensures all new hire communications are error-free, timely and impact driven customer service. Confirms details in Taleo are accurate before new hire processing. Efficiently prioritizes workload to ensure all 

tasks are accomplished in a timely manner. Meets deadlines or communicates request for extension. Validates all required documentation and verifies it is in Talent Acquisition Management (TAM) system.Provides back-up support for HR 

Services Support team, as needed.Responsible for monitoring I9 completion for all new hires on a weekly basis.Adds credentials, if applicable, into Lenel system.Partners with TAPs to streamline the onboarding processes. Performs other duties 

as assigned.Knowledge, Skills & AbilitiesWork requires ability to interpret policy and apply procedures, techniques, or practices to work problems.Work requires telephone and personal customer service with all levels of internal and external 

personnel and organizations to obtain or provide information and explain facts, policies, and procedures relating to resolution of problems of a recurring but non-routine nature.Work requires effective verbal and written communication 

skills.Work requires reading, writing, simple to advanced mathematics, data analysis, and report writing.Working ConditionsWork is performed in a hybrid office model, with the reservation to move to primarily in office at any point.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.



EMPLOYEE RELATIONS CONSULTANT 9526 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H3

Prof Services-HR-Emp 

Relations PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

perform confidential employee relations matters from the human resource department which require advanced skills, knowledge, and abilities for successful completion.Experience and EducationBachelor's Degree in Human Resource 

Management, Business Administration, or related field and three (3) years of professional experience in one or more areas of human resource management, including one (1) year of experience in assigned area.OR,High School Diploma or GED 

and seven (7) years of professional, progressively responsible experience in Employee Relations (processing disciplinary actions, conflict management, etc.), including at least one (1) year in assigned area.Preferred: Bachelor's degree.Job 

DutiesCounsels, advises, and works with managers and supervisors to identify and resolve personnel issues and improve workforce performance and effectiveness.Assists supervisors in articulating the facts that supports the need for 

disciplinary action.Drafts disciplinary letters that accurately communicate, in a manner clearly understandable by a disciplined employee, the factual information that forms the basis for the disciplinary action.When requested, counsels 

employees on their roles and responsibilities as employees and other job-related matters; the classified employee grievance and discipline policies and employee rights and responsibilities. Be accessible to employees requesting to review their 

official personnel files.Conducts investigations in response to employee complaints. Prepares investigation summary and recommendations.Facilitates employee grievance and appeal processes for classified employees. Works with 

managers/supervisors to prepare grievance responses. Prepares summary and documentation for appeals, to be reviewed by the EVP of Business Affairs. Maintains required information in the Employee Relations databases by entering 

required information within 2 days of receipt . Possesses a comprehensive understanding of UTSW policies and procedures, and the ability to clearly and consistently communicate these matters to employee and leaders.Collaborate and/or 

consult with Legal, Compliance, Internal Audit, Leave Administration, and the Office of Equal Opportunity, as needed.Participates in TWC Unemployment hearings, providing necessary information as requested.May receive delegation of duties 

from Senior Employee Relations Consultant.Assumes other job-related duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to interpret policy and apply procedures, techniques, or practices to work problems.Work requires 

ability to work in a high stress and high volume environment.Work requires effective written and verbal communication skills.Work requires telephone and personal contact with all levels of internal and external personnel and organizations to 

obtain or provide information and explain facts, policies, and procedures relating to resolution of problems of a recurring but non-routine nature.Work requires reading, writing, simple to advanced arithmetic, data analysis, report writing, 

interpretation of policies and procedures, and organization of resources to meet goals.Working ConditionsWork is performed primarily in general office area. Any qualifications to be considered as equivalents in lieu of stated minimums require 

prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

EMPLOYEE RELATIONS CONSULTANT SR 9525 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H3

Prof Services-HR-Emp 

Relations PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

perform confidential employee relations matters from the human resource department which require advanced skills, knowledge, and abilities for successful completion.Experience and EducationBachelor's Degree in Human Resource 

Management, Business Administration, or related field and five (5) years professional experience in one or more areas of human resource management, including at least three (3) years in assigned area. ORHigh School Diploma or GED and nine 

(9) years of professional experience in one or more areas of specific HR/ER management, including at least three (3) years in assigned area.Preferred: Bachelor's degree.Job DutiesProvides advice, problem resolution, and facilitation in the areas 

of employee relations, performance management, and other related matters. Resolving and/or triaging issues as appropriate.Counsels, advises, and works with all levels of leadership and employees to identify and resolve work related matters 

in order to improve workforce performance and effectiveness. Facilitates conversations between supervisors and employees in a way which results in accountability and problem resolution.Conducts investigations ensuring all facts have been 

gathered, uses facts in determining appropriate disciplinary action; prepares appropriate response/recommendations to manager/supervisor.Assists supervisors/managers in articulating the facts that support the need for disciplinary action. 

Reviews all request for disciplinary actions ensuring information contained is factual and supports the action being taken. Ensures information being communicated, is written in a manner that is clear and understandable by the employee. 

Builds effective partnership with customers; gain an understanding of the work performed and challenges faced by the customer. Utilizes data from surveys, reports, and other means to identify trends; works with supervisors/managers to 

proactively address concerns/challenges.Facilitates employee grievance and appeal processes for classified employees. Works with managers/supervisors to prepare grievance responses. Prepares summary and documentation for appeals, to 

be reviewed by the EVP of Business Affairs.Supports and facilitates the development of training for managers and employees. Partners with Organizational Development & Training (ODT) to deliver training, engagement surveys and/or other HR 

programs.Maintains required information in Employee Relations databases, entering required information within 3 business days of receipt. Interprets and communicates UTSW policies and procedures in a clear and consistent way to 

employees, advising of their rights. Stays abreast of state and federal laws.Collaborates and/or consults with various departments, including but not limited to Legal, Compliance, Internal Audit, Leave Administration, and the Office of 

Institutional Equity & Access, as needed.Participates in TWC Unemployment hearings, providing necessary information as requested.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to interpret policy and 

apply procedures, techniques, or practices to work problems.Work requires effective written and verbal communication skills.Work requires ability to work effectively in high stress and high volume environments.Work requires telephone and 

personal contact with all levels of internal and external personnel and organizations to obtain or provide information and explain facts, policies, and procedures relating to resolution of problems of a recurring but non-routine nature.Work 

requires reading, writing, simple to advanced arithmetic, data analysis, report writing, interpretation of policies and procedures, and organization of resources to meet goals.Working ConditionsWork is performed primarily in general office 

area. Traveling between assigned work areas on UT Southwester main campus. May also support facilities that require travel throughout DFW metroplex (i.e., Frisco, Plano, Richardson, Irving, and Fort Worth).Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

EMPLOYEE RELATIONS COORDINATOR 9427 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 4A4A Off-Admin Supp-HR Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Employee Relations Coordinator is 

responsible for assisting with the overall activities/initiatives for Employee Relations to include office operation support, budget management support, projects, and department communication. The ideal candidate will be a self-starter, 

corporate culture-focused, maintaining positive relationships with vendors, clients, and internal staff while bringing enthusiasm to the office and offering up new ideas and programs effectively and efficiently.Experience and EducationHigh 

School Diploma or equivalent required and have a minimum of six (6) years of progressively responsible administrative experience. Job DutiesMain point of contact for all who enter the Employee Relations Office; responsible for creating and 

fostering an excellent customer service experience. Coordinate complex people, process, and resource logistics for all activities within the Office of Employee Relations.Develops and implements best practices in employee relations operations. 

Develops, revises, recommends, and interprets policies and procedures for division and employees to ensure all applicable laws and governmental guidelines are followed and employees are treated in equitable manner.Oversees special events 

for department by coordinating committees and schedules and by staying within budget. Coordinates project management duties for new compliance initiatives. Coordinates various projects and programs within the department ensuring all 

tasks are completed by established deadlines and quality standards.Creates and maintains metrics, dashboards, and reports that assist the department in reviewing operational performance.Establishes reviews and continuously improves 

operating policies and processes to ensure compliance, and effective and efficient use of resources and time. Ensures the department is in compliance with university policies and processes. Designs reports and presentations based on data 

analysis and delivers high-quality finished products for use with clients.Coordinates various projects and programs with an emphasis on process improvement for division, ensuring all tasks are completed by established deadlines and quality 

customer service is provided.Organizes office procedures to ensure effective operation. Acts as department liaison with other departments and agencies.Determines work priorities and monitors progress toward work deadlines.Maintains 

rapport with co-workers, customers, vendors, and various departments when researching and developing new service and methods and resolving challenging situations.Encourages candid exchange of ideas; articulates views clearly and 

directly; expresses facts clearly; communicates quickly issues affecting staff.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires written and verbal communication skills.Work requires ability to prioritize and organize 

work to meet deadlines.Work requires ability to utilize computer and spreadsheet and word processing software.Work requires telephone and personal contact with all levels of internal and external personnel and organizations to resolve 

complex, non-routine problems related to Human Resources Employee Relations.Work requires reading, writing, simple arithmetic, analyzing data, writing reports, interpreting policies and procedures, and organizing people and resources to 

meet goals.Work requires ability to develop, recommend, and implement policies and procedures relating to Human Resources.Work requires taking initiative; showing adaptability; flexibility; thinking and planning strategically; articulating 

clear vision and goals; champions innovation.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for 

Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

EMPLOYEE RELATIONS SPECIALIST 9499 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4A4 Off-Admin Supp-HR Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

assist and support Sr. Employee Relations Consultants, Employee Relations Director, and other areas of HR.Experience and EducationBachelor's degree in Human Resources Management, Business Administration, or related field and two (2) 

years of professional experience in one or more areas of Human Resources OR,High School diploma or GED and six (6) years of progressively responsible experience in one or more areas of HR.Preferred: Bachelor's Degree.Job DutiesProvides 

day to day support to the Employee Relations team; drafts disciplinary and other employee relations documents, triages employee matters as needed.Under guidance from the Sr. Employee Relations Consultant, assist with employee 

investigations, grievances, and appeals.Maintains information in Employee Relations' database by timely entering required information; providing metrics and reporting, as requested. Proactively looks for ways to automate and organize data 

being maintained. Assist other areas of HR with metrics and reporting, as needed. Assist with process improvement initiatives.May consult with client managers to address employee relations issues and develop solutions using Human 

Resources Policies; relevant laws; and practices of UTSW. Coordinate training activities (i.e., ensure room set up, materials are ready, update presentations, create and send out surveys).Assist with special HR projects as needed. Maintains 

Employee Relations website.Prepares reduction in force (RIF) packets and submits employee information to NextJob for outplacement assistance.Under guidance, communicate policies and procedures clearly and consistently. Respond to Texas 

Workforce Commission's (TWC) Application for Benefits and other requests, by the deadline.Maintains active and archived employee relations case files.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to 

interpret and apply human resource policies, procedures, and precedents to address situations.Work requires effective verbal and communication skills.Work requires Microsoft Office, HRIS systems, HR databases and PC application 

skills.Work requires reading, writing, simple to advanced arithmetic, data analysis, report writing, and organization of resources to meet goals.Work requires ability to analyze problems, develop solutions and implement new 

procedures.Working ConditionsWork is performed primarily in general office environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

EMPLOYEE SUPPORT LIASION 1044 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H3

Prof Services-HR-Emp 

Relations PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under supervision of the 

Assistant Vice President, Employee Relations and Employee Support. As Employee Support Liaison, you will be responsible for effectively managing and providing operational oversight over the outsourced EAP service provider, organizing and 

establishing strong lines of communication with the service provider and employees in need of assistance. Serving as primary contact for UTSW, your role will involve promoting awareness of mental health services available to UTSW 

employees, coordinating referrals, triaging issues/concerns and facilitating access to the range of programs and resources available. You will partner with other offices across UTSW to develop a proactive comprehensive approach to employee 

wellness, supporting education and training for leaders. As an Employee Support Liaison, you will maintain employee confidentiality and serve as a resource advising on urgent employee issues, as needed. You will play a pivotal role in 

supporting our employees' well-being by connecting them to the appropriate resources, whether it be for personal or work-related concerns.Experience and EducationRequiredMaster's degree from an accredited institution in psychology, 

counseling, social work, or a related field and eight (8) years of experience in similar role handling/providing progressively complex EAP services/support. Licensure as a Clinical Social Worker (LCSW), Professional Counselor (LPC), Clinical 

Psychologist, or similar is required for counseling and therapy services. PreferredPrior experience in a similar role, preferably in managing or coordinating an outsourced EAP program.Job DutiesFunctions as the primary point of contact and 

advocate for employees seeking mental health services. Triage and/or proactively address issues/concerns.Promotes awareness and understanding of Wellness/Mental Health support services available among employees, supervisors, and 

managers through various communication channels. Maintains a close working relationship with the outsourced EAP service provider, ensuring that services are delivered effectively and in line with agreed-upon 

standards/expectations.Collaborates with HR and management to identify and address any emerging trends or concerns related to employee well-being and make recommendations for program enhancements.While maintaining employee 

confidentiality, provides consultation and support, as needed, to Employee Relations on employee fitness for duty.Develops and implements strategies to increase employee engagement and utilization of mental health services.Conducts 

regular evaluations and assessments of the program's effectiveness, utilizing feedback from employees and other stakeholders.Provides support and guidance to supervisors and managers on how to recognize and address employee concerns, 

referring them to the appropriate resources when necessary.Works collaboratively with others to foster internal alignment with employee wellness, safety, and other similar initiatives. Maintains confidentiality and adheres to ethical guidelines 

in handling sensitive employee information.Keeps up to date with industry best practices and advancements in EAP services, incorporating them into program enhancements as appropriate.Performs other duties as assigned.Knowledge, Skills 

& AbilitiesWork requires the ability to multitask effectively, handling high volumes of work, navigating the organization and prioritizing critical issues.Work requires knowledge of state and federal counseling, mental health, and privacy laws. 

Work requires solid understanding of EAP principles, services, and resources.Work requires excellent communication skills, both written and verbal, with the ability to effectively convey complex information to diverse audiences.Work requires 

strong business acumen.Work requires evidence of strong interpersonal skills and the ability to build trusting relationships with employees, supervisors, and external service providers.Work requires empathy and sensitivity when dealing with 

employee issues and concerns.Work requires ability to maintain a high level of confidentiality and handle sensitive information with discretion.Work requires exceptional organizational skills with the ability to prioritize and manage multiple 

tasks simultaneously.Work requires proficiency in using technology platforms and software to facilitate program coordination and communication.Work requires demonstrated experience exercising independent judgment in analyzing complex 

work situations. Work requires expertise facilitating presentations and training. Work requires demonstrated professional demeanor.Working ConditionsWork will be performed hybrid, partly between onsite office and remote, as needed. Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

EMS LIAISON U8171 P18 $41,294.00 $55,230.00 $71,918.00 $3,441.17 $4,602.50 $5,993.17 $158.82 $212.42 $276.61 $19.85 $26.55 $34.58 N 4E1B

Guest & Pat Svcs-Hosp 

Liaisons CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma and 

5 years experience in EMS related fields; NIMMS training; preference given to operations experience. Must be able to read, write and communicate in English. Current BLScertification, course accredited by the American Heart Association (AHA) 

or American Red Cross (ARC) required.Job Duties1. Serves as hospital liaison and advocate with EMS agencies, assuring strong working relationship with EMS agencies. Serves as the hospital representative on County and committee 

commissions and task force.2. Plans, coordinates, implements, monitors and reports performance improvement strategies, clinical and operational, for patients received from EMS regardless of location within the hospital and clinics.3. 

Provides, at a minimum, quarterly updates to EMS staff regarding stroke and STEMI outcomes data and measures data. Submits updates to leadership on number of visits, key issues, concerns and resolutions.4. Identifies/investigates EMS 

related complaints/issues reporting findings and recommending resolution; implements corrective actions in coordination with Emergency Department Directors.5. Addresses patients, visitors, and co-workers in a pleasant and respectful 

manner and displays courtesy at all times. Assists with visitors and makes them feel welcome.6. Coordinates hospital disaster preparedness program for Emergency Services.7. Assist other services lines with implementation of new or existing 

programs where EMS involvement may be needed. (example-stroke committee and comprehensive stroke protocols)Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; 

b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, 

releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EMS QUALITY MANAGEMENT COORDINATOR 9199 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAssociate degree in 

paramedic sciences, emergency medical services management, business or other related degree, or equivalent experience. Bachelor's degree in paramedic sciences, emergency medical services management, business or other related degree, or 

equivalent experience preferred.Licensed paramedic, EMT-Paramedic, or Certified Flight Paramedic (FP-C) through TX DSHS.Five (5) years of experience as a 911 system, flight or critical care transport paramedic. Job DutiesThe EMS Quality 

Management Coordinator is responsible for developing and advancing the quality of clinical practice through the management and oversight of the quality improvement and quality assurance activities.Management of the development, 

implementation and evaluation of the clinical quality program.Management and oversight for the process of quality review of patient care delivery to ensure care provided is within the standard of care and Clinical Practice Guidelines, including 

accuracy of medical records and appropriateness of clinical care.Manage the monitoring, analyzing, and reporting on system status related to quality of clinical care.Provide on-call coverage for On-Line Medical Direction.Collaborate with fire & 

rescue, other departments and/or bureaus to ensure a high-level clinical quality program.Oversee the development, implementation and evaluation of learning cycles related to clinical quality of care.Oversee EMS Quality Management 

Specialists in the collection, analysis and validation of clinical data.Oversee the development, implementation, and evaluation of clinical improvement plans.Work closely with Medical Director or designee to develop continuing education 

programs that address issues identified through the QA/QI process.10. Collaborate with Medical Director(s), EMS leadership, and EMS educators to develop innovative educational programs designed to meet the needs of the EMS community 

based on QA/QI activities.11. Assist with other responsibilities and projects as assigned by the Medical Director or designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

EMS QUALITY MANAGEMENT SPECIALIST 9198 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3J2 Quality Assurance-NE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationLicensed Paramedic, EMT-

Paramedic, or Certified Flight Paramedic (FP-C) through TX DSHS. Associate's degree in paramedic sciences, emergency medical services management, business or other related degree, or equivalent experience preferred. Three (3) years of 

experience as a 911 system paramedic, flight or critical care transport paramedic. Five (5) years of experience preferred.Job DutiesThe EMS Quality Management Specialist is responsible for developing and advancing the quality of clinical 

practice through the provision and coordination of the quality improvement and quality assurance activities of the Dallas Fire-Rescue EMS Bureau. Review patient care records and performs audits of field personnel to ensure care provided is 

within the standard of care and Clinical Practice Guidelines, including accuracy of medical records and appropriateness of clinical care.Coordinate clinical quality investigations.Collaborating with Clinical Outcomes and Research Coordinators in 

the collection, analysis and validation of clinical data.Participate in scenario and field evaluations, providing feedback and follow-up.Work closely with the medical Director or designee to develop continuing education programs that address 

issues identified through the QA/QI process.Evaluate credentialed clinical provider performance, provide feedback, and develop remediation plans, as necessary.Assist in objective development of clinical improvement plans.Collaborate with 

Medical Director(s), EMS leadership, and EMS educators to develop innovative educational programs designed to meet the needs of the EMS community based on QA/QI activities.Provide on-call coverage for on-line Medical Direction.Assist 

with other responsibilities and projects as assigned by the Medical Director or designee.Knowledge, Skills & AbilitiesKnowledge EMS theory, practice, and trends.Knowledge of organizational structure, workflow, and operational 

procedures.Knowledge of competency based educational principles and methods.Knowledge of adult learning theory and methodologies.Knowledge and understanding of quality improvement and assurance processes.Familiarity with report 

writing and data query systems.Familiarity with basic computer applications, including Microsoft Office programs.Excellent communication and interpersonal skills.Working ConditionsWork is performed primarily in office area. Occasionally, 

may be exposed to confined areas, cold, hot, wet, or humid conditions with noise, vibration, mechanical or electrical equipment, moving objects, high places, fumes/odors, gasses, bodily fluids, and/or toxic conditions, similar to other EMS field 

personnel. Will work alone or with and around others, requiring face-to-face verbal contact. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ENDOSCOPY TECHNICIAN U4338 P14 $36,365.00 $48,316.00 $63,297.00 $3,030.42 $4,026.33 $5,274.75 $139.87 $185.83 $243.45 $17.48 $23.23 $30.43 N 5F13 Medical Technician-Other ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma or 

equivalent and 6 months experience is preferred as GI Lab Technician. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required, Current certification 

preferred. Must be able to read, speak and write English proficiently. Able to operate basic/standard pieces of Endoscopy Lab equipment.Job Duties1. Assists physician during endoscopic procedures.2. Provides pre, intra and post-operative 

care to patients undergoing endoscopic procedures with and without sedation/ anesthesia. Applies appropriate monitoring equipment.3. Knowledge of equipment, medication and supplies used in the Endoscopy Lab. Ability to set-up, operate 

and troubleshoot the equipment.4. Performs technical and skills during procedures. Assists with procedure room turnover.5. Prepares rooms, equipment, and supplies to accommodate the patient load. Maintains an adequate supply level not 

only in procedure rooms, but also in the supply storage room. Make appropriate notification of low par levels and need for special order supplies.6. Responsible for cleansing, disinfecting, and storing equipment used in various endoscopic 

procedures according to established hospital policy and professional organizational guidelines.7. Promotes safety by checking all equipment for proper working order prior to endoscopic procedure.8. Provides patient education, as requested, 

both pre and post procedure.9. Serves as clinical resource person to staff from other departments in regards to the Endoscopy lab and Endoscope Reprocessing.10. Organizes and prioritizes procedural tasks based on the identified need. 

Demonstrates competency to operate Endoscopy Lab equipment and supplies. Demonstrates proficiency.11. Ability to solve minor issues of errors, patient care, relationships, equipment, supplies and environment prior to management 

intervention. Provides and supports efforts to develop and maintain the team environment.12. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting 

with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly 

affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ENDOSCOPY TECHNICIAN ADVANCED U4339 P20 $46,971.00 $62,507.00 $79,644.00 $3,914.25 $5,208.92 $6,637.00 $180.66 $240.41 $306.32 $22.58 $30.05 $38.29 N 5E18 Medical Technician-Endo Lab ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma or 

equivalent, CFER or SGNA certification preferred. Must be able to read, speak and write English proficiently. Minimum of two (2) years' GI Lab Technician. Pulmonary experience preferred.Current Basic Life Support (BLS) from The American 

Heart Association (AHA) or American Red Cross (ARC) is required. Job Duties1. Assists physician during endoscopic procedures.2. Provides pre, intra and post-operative care to patients undergoing endoscopic procedures with and without 

sedation/ anesthesia. Applies appropriate monitoring equipment.3. Knowledge of equipment, medication and supplies used in the Endoscopy Lab. Ability to set-up, calibrate, operate and troubleshoot the equipment.4. Performs technical and 

specialized skills during procedures. Assists with procedure room turnover.5. Prepares rooms, equipment, and supplies to accommodate the patient load. Maintains an adequate supply level not only in procedure rooms, but also in the supply 

storage room. Make appropriate notification of low par levels and need for special order supplies.6. Responsible for cleansing, disinfecting, and storing equipment used in various endoscopic procedures according to established hospital policy 

and professional organizational guidelines.7. Promotes safety by checking all equipment for proper working order prior to endoscopic procedure.8. Provides patient education, as requested, both pre and post procedure.9. Serves as technical 

subject matter expert, resource person and/or preceptor to staff from other departments in regards to all aspects of the Endoscopy lab and Endoscope Reprocessing.10. Organizes and prioritizes procedural tasks based on the identified need. 

Demonstrates competency to operate all Endoscopy Lab Equipment and supplies. Demonstrates proficiency and independence.11. Ability to solve minor issues of errors, patient care, relationships, equipment, supplies and environment prior 

to management intervention. Provides and supports efforts to develop and maintain the team environment.12. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) 

Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, 

releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ENGINEER 5036 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H28 Prof Services-Engineering Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Mechanical or Electrical Engineering and five years related experience. Registered as Professional Engineer preferably in Texas. Must recertify PE licenses in the state of Texas at time of renewal.Job DutiesProvides professional engineering 

consultation services relative to users' needs such as programming, researching, planning and designing.Advises administrators and department chairmen during development of project programs, schematics, preliminary designs, construction 

drawings and specifications.Prepares plans and specifications for remodeling and adapting of existing campus buildings, including electrical, plumbing and mechanical modifications.Inspects construction sites at intervals to ensure progress and 

quality of work being performed and to determine if work is proceeding according to contract documents.Maintains effective working relationships between contractors and in-house staff. As necessary, serves as UT Southwestern's 

representative for specific projects.Responsible for design, execution, and effectiveness of system of internal controls which provides reasonable assurance operations are effective and efficient, assets are safeguarded, financial information is 

reliable, and applicable laws, regulations, policies, and procedures are complied with.May provide working supervision, training, and guidance to employees.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.



ENGINEERING TECHNICIAN I 4333 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5H7 Aux Supp Services-HVAC RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title4333 - Engineering Technician ISalarySalary Negotiable 

Job SummaryWorks under minimal supervision to provide skilled assistance fabrication, assembly, modification, maintenance, and/or repair of electronic, electro-mechanical, and opto-mechanical medical, scientific, or experimental 

equipment, instruments, and devices used in research and teaching projects.Experience and EducationTwo (2) years of college or technical school or equivalent armed forces training, including courses in mathematics, physics, electronics, 

mechanical drawing, machine shop or related subjects. One (1) year experience as journeyman machinist or technician in construction, maintenance and repair of precision scientific equipment. Three (3) experience in HVAC DDC controls and 

related HVAC systems requiredJob DutiesWorks with metal, plastic, rubber, wood, glass, electronic parts, and machine parts. Performs skilled technical work involved in layout, assembly, test, maintenance, and repair of less complex electronic, 

electro-mechanical, and opto-mechanical components of scientific equipment, instruments, and devices.Assists in fabrication, assembly, and testing of complex equipment, instruments, and devices, including fabrication of printed circuit 

boards.Installs modifications to existing instruments and devices.Performs corrective and preventive maintenance. Tests and repairs malfunctioning electronic and electro-mechanical components, using tube and transistor checkers, 

ohmmeters, voltmeters, oscilloscopes, cure tracers, pulse generators, etc.Interprets and works from drawings, schematic diagrams, rough sketches, and technical manuals.Locates possible sources of material required by work assignments, 

which are not in stock; obtains price quotes by telephone.Instructs research and teaching personnel in operation and maintenance of equipment and instruments.Maintains and repairs tools, drill, bits, dies, milling cutters, and other associated 

equipment.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exacting accuracy in all phases of technical work. Work requires ability to work from blueprints, schematic diagrams, rough sketches, oral or written 

directions, or broken or worn parts.Work requires exercise of moderate judgment in application of technical practices to problems.Work requires personal contacts with suppliers, teaching, and research personnel.Working ConditionsWork is 

performed primarily in laboratory or general office area. Working conditions may involve moderate exposure to electrical shock, chemical fumes, or hazardous equipment or materials.Any qualifications to be considered as equivalents in lieu of 

stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ENGINEERING TECHNICIAN II 4332 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5H7 Aux Supp Services-HVAC RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title4332 - Engineering Technician IISalarySalary Negotiable 

Job SummaryWorks under general direction to provide highly skilled work involved in design, fabrication, assembly, modification, maintenance, and/or repair of electronic, electro-mechanical, and electro-optical medical, scientific, or 

experimental equipment, instruments, and devices used in research and teaching projects.Experience and EducationTwo (2) years of college or technical school or equivalent armed forces training, with courses in math, physics, electronics, 

mechanical drawing or related area, and three (3) years experience as journeyman machinist or technician in construction, maintenance, and repair of precision scientific equipment and/or instruments, including one (1) year as Engineering 

Technician I or equivalent. Five (5) experience in HVAC DDC controls and related HVAC systems required.Job DutiesDesigns layouts of special electronic, electro-mechanical, or electro-optical equipment and instruments; orders necessary parts 

if not in stock; fabricates chassis and metal or plastic parts as required; assembles components; tests completed equipment to ensure operational efficiency and meeting user requirements.Modifies and redesigns commercially manufactured 

equipment to meet user specifications and needs.Repairs, maintains, or modifies laboratory instrumentation equipment whether electronic, electric, electro-mechanical, or opto-mechanical, including recalibration to original specification when 

applicable.Designs, constructs, and tests electronic and electro-mechanical circuits and circuits boards.Devises tools, fixtures, and methods required to perform involved and complex work assignments.Estimates labor and material costs for 

assigned work projects.Confers with, and advises teaching and research personnel with respect to availability of equipment and materials needed for their requirements; plans overall design and development of special equipment, instruments, 

or devices to accomplish their specific needs and objectives.Instructs teaching and research personnel in safety aspects, use, operation, and maintenance of laboratory equipment and instruments. Provides technical assistance to other 

university service groups.May train and/or provide working supervision to Engineering Technician(s) of lower grade.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to work from blueprints, schematic 

diagrams, oral or written directions, rough sketches, or broken or worn parts. Work requires ability to prioritize work to meet deadlines.Work requires experience working with hand solder, metal lathe, milling machine, power saw, drill press, 

and grinders.Work requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to lift up to 80 pounds when installing, troubleshooting, and delivering equipment.Work 

requires exercise of considerable judgment in application of technical practices to work problems and in design, fabrication, and assembly of special equipment and instrumentation.Working ConditionsWork is performed primarily in laboratory 

area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the 

provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ENGINEERING TECHNICIAN III 4331 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 5H6 Aux Supp Services-HVAC SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title4331 - Engineering Technician III SalarySalary Negotiable 

Job SummaryWorks under minimal direction to provide technical and/or supervisory skills relating to design, construction, modification, maintenance, and/or repair of electronic, radiolographic, electro-mechanical, and/or electro-optical 

medical, scientific, or experimental equipment instruments and devices used in research and teaching projects.Experience and EducationHigh school diploma or equivalence, Associates degree in electronic technology field or vocational school 

with completion of manufacturer's service course in repair and maintenance of temperature controls preferred. Six (6)years of experience in HVAC DDC controls and related HVAC systems, including two (2) years as an engineering tech II or 

equivalent Job DutiesDiagnoses, repairs, calibrates and makes adjustments to electric, electronic and pneumatic HVAC controls using tools of trade to ensure required temperatures and humidity to all campus buildings.Knowledge of advanced 

programming in the Siemens Automation system to include complex lab controls, variable frequency drives, and integrated building HVAC systems.Performs database management of HVAC field panels and controllers.Installs DDC controls, 

programming, and graphics for renovations, upgrades, or system enhancement projects. Troubleshoots programming of building HVAC systems. Skilled in programming, commissioning, and graphic design.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires effective communication skills.Work requires experience with the Siemens Apogee Building Automation System.Work requires strong organization and customer service skills.Working 

ConditionsWork is performed primarily in laboratory or general office area. Working conditions may involve moderate exposure to electrical shock, chemical fumes, or hazardous equipment or materials.Any qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 

51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ENGINEERING TECHNICIAN SR 4330 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 5H7 Aux Supp Services-HVAC RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title4330 - Senior Engineering TechnicianSalarySalary 

Negotiable Job SummaryWorks under moderate supervision to manage and maintain department's instrumentation resources.Experience and EducationBachelors degree with major coursework in field of assignment. Must meet all 

requirements for lower level Engineering Tech positions to include a minimum of three (3) years' experience as an engineering tech III or equivalent. Building Automation System Training Certificate Required.Job DutiesManages and maintains 

special electronic, radiographic, electro-mechanical, and/or electro-optical equipment, instruments, devices for use in research and teaching projects.Maintains all departmental shared equipment by making modifications and repairs as 

needed.Provides first line support to all departmental laboratories regarding instrumental questions.Instructs teaching and research personnel in safety aspect, use, operation, and maintenance of laboratory equipment.May train engineering 

technicians of lower grade.Interacts with other departments and vendors as required to assure timely installation of new equipment.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable 

judgment in application of technical practices to work problems.Work requires exercise of considerable judgment in design, fabrication, and assembly of special equipment and instrumentation.Working ConditionsWork is performed primarily 

in laboratory area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby 

subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance 

with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; 

and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ENTERPRISE SYSTEMS ADMINISTRATOR I 9356 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3D1 Prof Svcs-IR Enterprise Sys Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociates degree in a 

technical field or equivalent and progressive work experience and 1 year of job-related experience. A minimum of 1 year experience in a support position or role in an information systems environment. May be required to submit to a federal 

background investigation. Experience may be considered in lieu of education.Job DutiesAssists in analysis and remediation of problems involving: operating systems, database systems, applications and other technologies as defined by an 

Enterprise Systems Administrator of higher grade.Evaluates and implements data system components under the direction of Managers and other levels of Systems Administrators or engineers.Assists with responses to security incidents to 

prevent additional loss and obtains and preserves forensic evidence.Installs hardware and software in accordance with established guidelines including: Operating Systems, database software and other application systems.Performs 

remediation of identified system security vulnerabilities based on existing procedures.Troubleshoots system components and recommends improvements in support of an efficient, highly available data center operation.Provide support for 

Call Center (HEAT) incidents.Conducts coordinated testing of system design including recovery procedures.Remains knowledgeable of changes in technology, industry practices, and state and federal regulatory requirements.Performs other 

duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ENTERPRISE SYSTEMS ADMINISTRATOR II 9357 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D1 Prof Svcs-IR Enterprise Sys Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociates degree in a 

technical field or equivalent with relevant and progressive work experience and 3 years of job related experience. A minimum of 2 years of experience in a support position or role in an information systems environment. May be required to 

submit to a federal background investigation. Experience may be considered in lieu of education.Job DutiesAssists in analysis and remediation of problems involving: operating systems, database systems, applications, and other technologies 

as defined by an Enterprise Systems Administrator of higher grade.Troubleshoots system components and recommends improvements in support of an efficient, highly available data center operation.Assists with the design and 

implementation of data system components under the direction of Managers and other levels of System Administrators or engineers.Assists in development of test plans including recovery procedures.Installs hardware and software in 

accordance with established guidelines including: operating systems, database software and other application systems.Provides support for Call Center (HEAT) incidents.Develops methods for remediation of identified system security 

vulnerabilities based on existing procedures.Assists with responses to security incidents to prevent additional loss and obtains and preserves forensic evidence.Remains knowledgeable of changes in technology, industry practices, and state and 

federal regulatory requirements including FISMA, NIST FIPS, and other relevant publications.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

ENTERPRISE SYSTEMS ADMINISTRATOR III 9358 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D1A Prof Svcs-IR Enterprise Sys Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociates degree in a 

technical field or equivalent with relevant and progressive work experience and 5 years related experience. A minimum of 3 years of experience in a support position or role in an information environment. May be required to submit to a 

federal background investigation. Experience may be considered in lieu of education.Job DutiesAnalyzes and remediates problems involving: operating systems, database systems, applications and other technologies.Troubleshoots system 

components and recommends improvements in support of an efficient, highly available center operation.Designs and implements data system components under the direction of Managers and other levels of System Engineers.Works to 

identify and propose innovative and creative solutions that enhance or increase the efficiency of the services provided by Information Resources to the campus community.Develops and reviews specifications for data system components and 

services.Assists in the development of test plans and documentation of recovery procedures.Assists with the development of guidelines related to the installation of operating systems, database software and other application systems.Provide 

support for Call Center (HEAT) incidents.Identifies and analyzes that impact of system security vulnerabilities in relation to the enterprise environment.Assists with responses to security incidents to prevent additional loss and obtains and 

preserves forensic evidence.Remains knowledgeable of changes in technology, industry practices, and state and federal regulatory requirements including FISMA, NIST FIPS, and other relevant publications.Performs other duties as assigned. 

**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ENVIRONMENTAL SERVICES LEAD U4014 T12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 7B Service-Housekeeping/Enviro SKILL HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent. 2 years of housekeeping experience. Must be able to read/write in English. Job Duties  Cleans and maintians patient care, staff and visitor area.        Performs terminal cleaning procedures of patient rooms.Dusts furniture, 

woodwork, equipment and dust mops floors.        Gathers and disposes of trash and waste materials.Wet-mops rooms, halls, stairways and public areas.Attends educational programs and in-service meetings as required.Completes and 

maintains all job performance requirements and standards as established.Maintains required records, reports and statistics as directedSupervises employees directly, including training and work allocation monitor quality of work by 

performing inspection to identify opportunity for improvements.Coordinates repair of equipment follow up on work orders and condition of equipment. Provides feedback on future recommendations for equipment utilization.Prepares and 

oversees schedules to ensure coverage of patient care areas, monitors OT usage and adjust staffing levels according to needs, OT must be below 2%.Assumes management responsibility in absence of Supervisor:  1. Start of the shift set up 

phones and job duties for each schedule. 2. Communicate with previous shift any incomplete assignments follow up to make sure consistency of services are provide. 3. Rounding with Nursing Larders up on the floors. 4. Rounding with 

patients as needed. 5. Provide shift report and documentation supporting compliance. 6. Responsible for supplies distribution and overall condition of hospital, by managing firs impression areas.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EQUAL OPPORTUNITY SPECIALIST 9647 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H3A Prof Services-Equity & Access PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position will conduct investigations 

of complaints of discrimination and harassment pursuant to federal, state, and local EEO laws and UT Southwestern Medical Center's Equal Opportunity Policies. This position will have significant responsibility for the coordination of requests 

for disability related accommodations for faculty and staff, for maintenance of compliance reporting, as well as tracking and facilitation of training programs.Experience and EducationA baccalaureate degree from an accredited college with a 

minimum of two (2) years of HR/legal/compliance experience or any equivalent combination of education, and training and experience.Preferred Education:Juris Doctorate from an accredited law schoolCertification in human resources (SHRM-

CP or equivalent) Job DutiesAnalyzes ADA accommodation requests to determine eligibility, using independent judgment, for accommodation in accordance with University policy and the Americans with Disabilities Act (ADA); manages the 

request for accommodations including providing requestors with procedural information, working with managers in the interactive process, and communicating accommodation decisions to requestors and management. Conducts internal 

investigations of discrimination and harassment complaints, including analyzing complaints, developing investigative plans, conducting fact-finding interviews, conducting related research, preparing any related correspondence, submitting 

confidential reports, and preparing corporate position statements outlining investigative findings. Provides over-the-phone and walk-in complainants with information regarding UT Southwestern Medical Center's Equal Opportunity-related 

policies and internal complaint procedures.Performs case-management and maintains the filing and database for all incoming reports and concerns. Analyzes EO and non-EO related complaints, develops investigative plans, conducts fact-

finding, reviews documents, conducts related research, prepares any related correspondence, and submits confidential reports containing investigative findings.Assists with the coordination and completion of any reports mandated by external 

regulatory entities. Assists in the analysis and/or preparation of reports indicating complaint trends based on data collected.Assists in the preparation, dissemination and implementation of rules, regulations, procedures and guidelines related 

to the review of internal complaints of alleged discrimination. Meets with individuals and uses independent judgment and initiative that will provide problem solving options and conflict resolution.Provides guidance and counseling to 

employees and managers regarding Equal Employment Opportunity matters.Assists in collecting and monitoring transactional data for AAP planning (i.e. hiring, promotion, termination, etc.) and generating AAP-related reports for 

management. Perform related duties as assignedKnowledge, Skills & AbilitiesMust have demonstrated experience and working knowledge in the following areas:EEO laws and OFCCP regulations (i.e.,EO11246, Title VII, FLSA, FMLA, USERRA, 

ADA)Solid understanding of data analysis techniques, database structures, HRIS and statistical data management including current HR technologies and reporting toolsAdvanced knowledge of statistical analysis and research 

methodologyAbility to think strategically while being detail-orientedAbility to multi-task and handle multiple tasks and assignments on a regular basis. Demonstrated facilitation and presentation skills Experience with development and 

implementation of compliance training programsSound knowledge of human resources management with "generalist" human resources experienceEstablish collaborative working relationships, while performing assigned work responsibilities 

and duties Effective internal and external networking skills with the ability to build and sustain key relationshipsProficiency in Microsoft Office programs including: Outlook, Word, Excel and PowerPoint and PeopleSoft or comparable 

systemsExcellent written and verbal communication skills Ability to multi-task and manage multiple projectsWorking ConditionsWork is performed primarily in office setting.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

EQUAL OPPORTUNITY SPECIALIST SR 9653 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H3A Prof Services-Equity & Access PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position will conduct investigations 

of complaints of discrimination and harassment pursuant to federal, state, and local EEO laws and UT Southwestern Medical Center's Equal Opportunity Policies. This position will have significant responsibility for the coordination of requests 

for disability related accommodations for faculty and staff, for maintenance of compliance reporting, as well as tracking and facilitation of training programs.Experience and EducationA baccalaureate degree from an accredited college with a 

minimum of four (4) years of HR/legal/or compliance related work experience with at least two (2) years of full-time professional experience managing EEO/Compliance investigations and ADA compliance or any equivalent combination of 

education, and training and experience.Preferred Education:Juris Doctorate from an accredited law schoolCertification in human resources (SHRM-CP or equivalent) Job DutiesAnalyzes ADA accommodation requests to determine eligibility, 

using independent judgment, for accommodation in accordance with University policy and the Americans with Disabilities Act (ADA); manages the request for accommodations including providing requestors with procedural information, 

working with managers in the interactive process, and communicating accommodation decisions to requestors and management. Independently conducts internal and external investigations of discrimination and harassment complaints, 

including analyzing complaints, developing investigative plans, conducting fact-finding interviews, conducting related research, preparing any related correspondence, submitting confidential reports, and preparing corporate position 

statements outlining investigative findings. Provides over-the-phone and walk-in complainants with information regarding UT Southwestern Medical Center's Equal Opportunity-related policies and internal complaint procedures.Provides over-

the-phone and walk-in complainants with information regarding UT Southwestern Medical Center's Equal Opportunity-related policies and internal complaint procedures.Performs case-management and maintains the filing and database for all 

incoming reports and concerns. Independently analyzes EO and non-EO related employee and visitor complaints, develops investigative plans based on the particular concern provided, conducts fact-finding, reviews documents, conducts 

related research, prepares any related correspondence, and submits confidential reports containing investigative findings.Independently manages the coordination and completion of any reports mandated by external regulatory entities. 

Provides the analysis and/or preparation of reports indicating complaint trends based on data collected.Provides the preparation, dissemination and implementation of rules, regulations, procedures and guidelines related to the review of 

internal complaints of alleged discrimination. Meets with individuals and uses independent judgment and initiative that will provide problem solving options and conflict resolution.Provides guidance and counseling to employees and 

managers regarding Equal Employment Opportunity matters.Assists in collecting and monitoring transactional data for AAP planning (i.e. hiring, promotion, termination, etc.) and generating AAP-related reports for management. Perform 

related duties as assigned.Knowledge, Skills & AbilitiesMust have demonstrated experience and working knowledge in the following areas:EEO laws and OFCCP regulations (i.e.,EO11246, Title VII, FLSA, FMLA, USERRA, ADA)Solid understanding 

of data analysis techniques, database structures, HRIS and statistical data management including current HR technologies and reporting toolsAdvanced knowledge of statistical analysis and research methodologyAbility to think strategically 

while being detail-orientedAbility to multi-task and handle multiple tasks and assignments on a regular basis. Demonstrated facilitation and presentation skills Experience with development and implementation of compliance training 

programsSound knowledge of human resources management with "generalist" human resources experienceEstablish collaborative working relationships, while performing assigned work responsibilities and duties Effective internal and 

external networking skills with the ability to build and sustain key relationshipsProficiency in Microsoft Office programs including: Outlook, Word, Excel and PowerPoint and PeopleSoft or comparable systemsExcellent written and verbal 

communication skills Ability to multi-task and manage multiple projectsWorking ConditionsWork is performed primarily in office setting.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

EQUIPMENT TECHNICIAN U6226 P09 $30,900.00 $38,600.00 $47,590.00 $2,575.00 $3,216.67 $3,965.83 $118.85 $148.46 $183.04 $14.86 $18.56 $22.88 N 6D Mainten/Craft-Skilled Craft Jr SKILL HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education- Must have one year 

acute care inpatient hospital experience or completed the first semester of nursing clinicals. - High school diploma or equivalent. Must be able to read, write and communicate in English. - Current BLS, course accredited by the American Heart 

Association (AHA) or American Red Cross (ARC). Must achieve validation of required core competencies as maintained by the Hospital Department of Education within 6 months of employment.Job Duties- Able to demonstrate safety 

precautions in relation to daily activities: body mechanics, safe judgment, electrical equipment, cleaning chemicals, and environmental rounds.Seeks assistance and guidance as needed to ensure that patient care area is safe and clean. 

Knowledge of standard precautions in daily practice and sanitation procedures. Follows outlined Infection Control Precautions for department.- Responds to patient requests for assistance in a respectful, positive and timely manner. Asks the 

patient and/or patient's family, "Can I do anything else for you" before leaving the bedside.- Maintain needed supply levels for the department through Materials Management and ordering in Peoplesoft as needed. Rotates stocks, checks 

expirations and keep store rooms tidy and clean.- Cleans and processes all equipment, coordinating repairs and routine maintenance as needed.- Ensures consistent presence in work area; Communicates and coordinates meal breaks and 

absences from the unit with the charge nurse. Continuous monitoring of HIPAA compliance and environmental safety. Ensuring compliance with badge requirements.- Transfers, and transports patients safely and in accordance with the 

Department of Nursing Policies and Procedures, with concern for age-specific considerations. Ensures that patient is covered with robe and/or blankets and that slippers are on feet (even if Transporter is taking patient).- Welcomes new 

patient/patient's family. Knocks before entering room. Smiles and introduces self. Wears name tag. Immediately alerts nurse if patient/patient's family seems or is unhappy and you have not resolved the issue.- Assumes accountability for all 

actions in the workplace. Reports errors promptly. - Orients new staff and students to work areas. Collaborates with other nursing staff and hospital employees to create an environment that is conducive to the retention of qualified personnel. 

- Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions. - Utilizes downtime to assist others and/or to provide additional amenities to patients and/or patients&iquest; families.Takes advantage of 

learning opportunities and documents on education record. Attends and reads minutes of 100% of unit meetings.Keeps rooms stocked with gloves, changes needle boxes, keeps cabinets empty between patients, inventory, checks for repairs 

needed and calls work orders. Picks up supplies and runs errands for unit.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

EQUITY/AFFIRMATIVE ACTION SPECIALIST 9654 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H3A Prof Services-Equity & Access PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  A baccalaureate 

degree from an accredited college with a minimum of two (2) years of HR/legal/compliance experience or any equivalent combination of education, and training and experience.Preferred Education:  Master's degree or above, or Juris Doctorate 

from an accredited law school.  Certification in human resources (SHRM-CP or equivalent) Job Duties  1.  Supports the development and administration of the university's affirmative action program.2.  Ensures institutional compliance and 

adherence to the university's affirmative action programs.3.  Based on placement goals, assists departments in the development & monitoring of action-oriented plans to meet those goals.4.  Assists in collecting and monitoring transactional 

data for AAP planning (i.e. hiring, promotion, termination, etc.) and generating AAP-related reports for management.5.  Summarizes affirmative action data into information designed to support strategic diversity plans and recruitment and 

retention efforts.6.  Assists the Director in partnering with institutional leaders to develop and implement initiatives that promote the adoption of inclusive strategies to enhance the recruitment and retention of women, diverse populations, 

individuals with disabilities, and protected veterans.7.  Develops and facilitates training programs.8.  Assists with the coordination and completion of any reports mandated by external regulatory entities.9.  Provides guidance and counseling to 

employees and managers regarding Equal Employment Opportunity (EEO) matters.10.  Assists with the evaluation and investigation of claims of discrimination, harassment, retaliation, and other EEO related concerns, as needed by the Office 

of Institutional Equity & Access.11.  Assists with EEO related case-management.12.  Meets with individuals and uses independent judgment and initiative to provide conflict resolution and referral options.13.  Uses independent judgment in 

analyzing ADA accommodation requests to determine eligibility for accommodation in accordance with University policy and the Americans with Disabilities Act (ADA); manages the request for accommodations including providing requestors 

with procedural information, working with managers in the interactive process, and communicating accommodation decisions to requestors and management.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



ER PATIENT LIAISON U1970 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4E1

Guest & Pat Svcs-Pt Svc Rep 

Jr CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationRequired: 

&Oslash; High School diploma or equivalent. &Oslash; Must be able to read, write, and communicate in English. &Oslash; Basic Life Support (BLS) course accredited by the American Heart Association (AHA) or American Red Cross (ARC) 

required by hire date. &Oslash; Completion of an approved organizational de-escalation program (CPI) within 6 months of hire date.&Oslash; Minimum two (2) years' ER experience. Preferred: &Oslash; Two (2) years' experience with 

behavioral health patients in a healthcare team setting. &Oslash; One (1) to four (4) years' security, military, and/or law enforcement background.&Oslash;  Bachelor's degree.Job DutiesMeets, greets patients, families, and visitors upon arrival 

to the Emergency Room (ER).Provides direction assistance to patients, families, and guests.Rounds regularly through the ER monitoring for behavioral escalation concerns.Works in collaboration with staff to prevent patient/visitor escalation of 

behavioral concerns. Maintains body language that is non-threatening when responding to patient/visitor behavioral escalations.Responds as a member of the multidisciplinary team to behavioral escalation situations in the ER. Applies learned 

de-escalation skills when responding to disruptive events.Participates in workplace violence event debriefings in the ER.Maintains a close professional working relationship with the University Police.Ensures ER Lobby remains free of clutter and 

assist in maintaining a safe working environment (i.e., wheelchairs are placed in appropriate areas when not in use.)Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires physical and mental capabilities to properly carry 

out his or her responsibilities and duties.Work requires excellent customer serviceWork requires ability to carry out duties in a high-stress environment, adapt to unpredictable situations while remaining calm.Work requires possessing physical 

ability to stand for long periods of time.Work requires the ability to lift a minimum of 75 lbs.Working ConditionsWork is performed primarily in a hospital. Work requires extended walking, running, stooping, crouching, pushing, pulling, 

carrying, reaching above head, lifting, lowering, hand-wrist and elbow motion, grasping, and holding. Work involves a degree of hazard.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

ERP ARCHITECT LEAD 9711 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors degree in 

business administration, computer science, or related field, and ten (10) years business systems and/or project experience, inclusive of prior experience delivering successful full-cycle Enterprise Resource Planning architecture and systems 

integration projects of significant scope and complexity.  Prior HCM module experience and solution design exposure, as well as knowledge of Texas Human Resources, Payroll, and Accounting policies and regulations strongly preferred. Job 

Duties  1.Guide architecture decisions based on industry standards and best practices. Lead adherence to architectural principles, Enterprise Resource Planning product-specific guidelines, and usability standards.2.Lead project teams in 

blueprinting sessions and develop future-state enterprise information architecture for Enterprise Resource Planning technologies.3.Champion efforts to improve business performance through enterprise information solutions and capabilities, 

such as master data management, metadata management and data integration.4.Work with cross-functional teams to effectively engage at the CXO level as well as with business partners and solution vendors to build and convey compelling 

value propositions.5.Provide expertise gained from previous ERP implementations and operational knowledge to lead the team members through the design, configuration and implementation of the ERP application software modules or 

database and/or technical components.6.Provide ERP software expertise and operational knowledge to help business process owners and project team members in conducting fit/gap analysis and evaluation of design and process choices to 

make best practice decisions.7.Use ERP software expertise and operational knowledge to evaluate and confirm integration and consistency of business process design across the ERP software modules.8.Facilitate decision making process 

required to successfully execute project plans and contribute to the creation of an accurate project plan and task list.9.Coordinate with other resources to identify, document, and resolve issues and assist with data mapping and 

validation.10.Lead the internal and external communications regarding the business system implementation project and on going support.  Develop and maintains project plans.  Provide project status reports.11.Participate in 24 x 7 on-call 

rotation to ensure timely support of system.12.Supervise lower level staff; interview, hire, mentor, & counsel employees. Oversee training and determine work priorities of staff; evaluate work progress.  **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ERP ASSOCIATE 9710 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors degree in 

business administration, computer science, or related field, and 2 years business systems user or project experience, with exposure to systems use or project development and testing, and training. Job Duties  1.Provide expertise gained from 

previous technical experiences to contribute to the design, configuration and implementation of the ERP application software modules or database and/or technical components.2.Assist ERP Specialists by providing operational knowledge to 

help business process owners and project team members in conducting fit/gap analysis and evaluation of design and process choices to make best practice decisions.3.Assist with the creation of test scenarios/scripts, coordinate testing efforts, 

participates in testing of designed solution and verify/ validate results of conversion efforts and testing results.4.Assist with the creation and delivery of end-user training and training materials.5.Provides initial support to end users on 

production system.6.Coordinate with other resources to identify, and document issues and assist with testing data mapping and validation.7.Assist with the internal and external communications regarding the business system projects and on 

going support. Develops and maintains project plans.  Provides project status reports.8.Gather customer requirements and assists with preparation of functional specifications.9.Participate in 24 x 7 on-call rotation to ensure timely support of 

system.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ERP SPECIALIST 9860 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business administration, computer science, or other related field and five (5) years business systems and/or project experience with exposure to systems or project development and testing, installation, and training.   Job Duties  1.Provide 

expertise gained from previous ERP implementations and operational knowledge to lead the team members through the design, configuration and implementation of the ERP application software modules or database and/or technical 

components.2.Provide ERP software expertise and operational knowledge to help business process owners and project team members in conducting fit/gap analysis and evaluation of design and process choices to make best practice 

decisions.3.Use ERP software expertise and operational knowledge to evaluate and confirm integration and consistency of business process design across the ERP software modules.4.Identify customization, interface, report, ad conversion 

requirements.5.Facilitate decision making process required to successfully execute project plans and contribute to the creation of an accurate project plan and task list.6.Define user authorization requirements and participate in the resolution 

of problems, concerns and issues on an as needed basis.7.Assist with the creation of test scenarios/scripts, coordinate testing efforts, participates in testing of designed solution and verify/ validate results of conversion efforts and testing 

results.8.Assist with the creation and delivery of end-user training and training materials.9.Provides initial post implementation support to end users on production system.10.Coordinate with other resources to identify, document, and resolve 

issues and assist with data mapping and validation.11.Assist with the internal and external communications regarding the business system implementation project and on going support. Develops and maintains project plans.  Provides project 

status reports.12.Participate in 24 x 7 on-call rotation to ensure timely support of system.13.Supervise lower level staff, which may consist of Subject Matter Experts, Business Analyst Supervisors, Sr. Business Analysts, and Business Analysts; 

interviews, hires, mentors, & counsel employees. Oversees training and determines work priorities of staff; evaluates work progress.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

ERP TECHNICAL SPECIALIST HCM 9886 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, computer science, or other related field and five (5) years progressively responsible business systems and/or project experience with exposure to systems or project development and testing, installation, and training. 

Experience must include at least two (2) years of the following: Developing and revising all PeopleSoft Human Capital Management (HCM) modules such as Human Resources, Payroll (N. America), Benefits Administration, Commitment 

Accounting, Time & Labor, Absence Management, and Recruiting SolutionCoding, testing and debugging complex PeopleSoft programs using PeopleCode, Application Engine, Component Interface, Application Package, Business Interlinks, 

Structured Query Reporter (SQR), and COBOLCreating Technical design and Specification documents for future reference, training and support.Testing, troubleshooting, and performing root cause analysis with other module leads, process areas 

and end users. Develop, configure, customize, and maintain PeopleSoft and Oracle Database queries, Business Intelligence (BI) publisher reports, Integration Broker, and Approval Workflow Engine (AWE) Notifications.UNIX/Windows NT 

environments, Shell Scripting, Structured Query Language (SQL) and eXtensible Markup Language (XML).Job DutiesCollect, interpret, and document specifications required to revise existing software and develop new software applications for all 

PeopleSoft Human Capital Management (HCM) modules on Windows NT and UNIX environments such as Human Resources, Payroll (N. America), Benefits Administration, Time & Labor, Absence Management, and Recruiting Solution.Coding, 

testing, and debugging PeopleSoft programs utilizing PeopleCode, Application Engine, Component Interface, Application Package, Business Interlinks, Structured Query Reporter (SQR), COBOL, and writing Structured Query Language (SQL) 

queries in Oracle Database and Shell Scripting within UNIX environment for File Transfer Protocol (FTP). Develop, configure, customize, and maintain PeopleSoft and Oracle Database queries, Business Intelligence (BI)/eXtensible Markup 

Language (XML) publisher reports, and Approval Workflow Engine (AWE) Notifications according to department specifications and requirements. Testing, troubleshooting, and performing root cause analysis with other module leads, process 

areas and end users, and ensuring the seamless assimilation of data across departments using Integration Broker. Provide ongoing technical support, including participation in 24/7 on-call rotations to prevent system downtime.This Position 

will work closely with the Project Managers, Technical Lead, Business Analysts, Test Lead and Key Business Partners to Design, Develop, Unit Test and Implement Product Initiatives to Support Production. Supervise lower level staff; interviews, 

hires, mentors, & counsels employees. Oversees training and determines work priorities of staff; evaluates work progress. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good written and verbal communication 

skills.Work requires good organizational skills.Work requires ability to prioritize and meet deadlines.Work requires familiarity with use of personal computers.Work requires telephone and personal contact with all levels of faculty and staff 

within UT Southwestern to assist in information system and project coordination.Work requires telephone and personal contact with other public and private organizations to obtain assistance in development and establishment of 

programs.Work requires minimal physical exertion, but may require sitting and standing for long periods of time.Work requires ability to read, write, and analyze data.Work requires ability to develop plans, procedures, and coordinate persons 

and other resources to accomplish goals. Work requires ability to perform under broad direction and desired results are indicated in broad terms or objectives. Work requires determination of methods and approaches to work problems.Work 

requires ability to be virtually self-supervising due to his/her specialized knowledge and/or experience.Working ConditionsWork is performed primarily in office environment or in work locations of the programming staff, administrative users, 

or end users.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

EVIDENCE/PROPERTY ROOM TECHNICIAN 6340 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3H19 Prof Svcs-Police Supp Staff CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED, valid state driver license, and possession/maintenance of acceptable UT System driver rating.    Pass/maintain acceptable security record since this position is security sensitive and subject to Texas Education Code 51.215, 

which authorizes UT Southwestern to obtain criminal history record information.  Four (4) years of experience in inventory control, evidence handling, or in the police department required.  Must obtain Basic Evidence Technician Certification 

within the first 18 months of employment.   Job Duties  Maintains care, custody, and control of property and evidence taken in by officers/civilians.       Maintains detailed documentation of all activity on each item that is taken in as evidence 

for court proceedings.       Receives property/evidence from officers and ensure property is packaged and submitted properly.  Attach barcodes.  Maintains complete database of all evidence for tracking purposes.      Transports and retrieves 

property/evidence to/from various locations.       Obtains completed court dispositions of each case containing property/evidence.  After final dispositions have been determined, researches each case and prepares court orders to present to 

proper courts.     Conducts audit of items in the property/evidence room.        Conducts regular inspections of the property/evidence room to ensure that all laws and departmental polices are being followed. Maintains separation of guns, 

money, drugs, and valuables so each can be readily audited at any time.     Prepares property/evidence for proper disposal.   Prepares court orders for the destruction of narcotics and weapons according to departmental policy and EPA 

guidelines.      Works with detectives on a daily basis to locate rightful owners of property/evidence that was found, abandoned, or kept for safekeeping.  Works with detectives to determine property needed for court proceedings and which 

property can be released back to the owner, destroyed, sent to inventory control, etc. Releases property to appropriate individuals or agencies.   Provides courtroom testimony.        Keeps current with changing laws in regards to evidence to 

protect the integrity of the department.  Develops forms and guidelines to be used by officers in preservation of evidence according to legal changes.     Performs other related duties as required.          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EVS TRAINER U5570 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis role works closely with the EVS 

Education Manager to fulfill all EVS educational requirements and maintain working relationships with internal/external departments and vendors. Responsible for managing the day-to-day operations of the Environmental Services onboarding 

and training program. Experience and EducationHigh School diploma or GED. Two (2) or more years of training or educational teaching experience.Previous experience in housekeeping functions is preferred but not required.Read/Write/Speak 

English.Customer service experience highly recommended.Proficient computer technology skills (Microsoft word, PowerPoint, Excel, etc.).Job DutiesResponsible for managing the day-to-day operations of the Environmental Services onboarding 

and training program.Responsible for the education of current and new EVS team members. Responsible for teaching and guiding housekeeping staff, evaluating their progress, writing, or reviewing educational material, etc.Mentoring and 

training current and future staff on EVS policies and procedures.Maintains required records, reports, and statistics as directed.Designing, delivering, and evaluating educational curriculum.Conduct weekly employee audits and building 

inspections.Department onboarding for new hires.Educating the EVS staff in using new technology.Cleans and maintains patient care, staff, and visitor areas.Performs terminal cleaning procedures of patient areas.Dusts furniture, woodwork, 

equipment, and dusts/mops floors.Gathers and disposes of trash and waste materials. (Includes multiple waste streams)Mops rooms, halls, stairways, and public areas.Attends educational programs and in-service meetings as 

required.Completes and maintains all job performance requirements and standards as established in Career Ladder Program, including the disciplinary action section.Performs other duties as assigned.Knowledge, Skills & AbilitiesResourceful, 

dependable, detail-orientated, extremely organized, skilled at task prioritization and time management. High level of professionalism and confidentiality, with a customer service focus and knowledge of compliance with all EVS policies and 

procedures.Motivated and dedicated trainer, and up to date with the latest computer technology (Microsoft word, PowerPoint, excel, etc.) and regulatory requirements within the department, Institution, and Industry.They should also 

demonstrate strong verbal and written communication and critical thinking skills with a proactive approach towards problem solvingWorking ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, 

standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,nage, disability, genetic information, citizenship status, or veteran status.

EXEC ASSIST U9010 Y T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 4A3 Off-Admin Supp-Exe Assist PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociate's degree in 

business administration or related field and eight (8) years progressively responsible business or administrative experience in university medical center, governmental environment, or equivalent. Will consider additional experience or 

education in lieu of requirements.Job DutiesCoordinates administrative functions of various sections within department to ensure universal applications of policy; assists in development and implementation of procedures to ensure 

operational efficiency.Maintains broad organization perspective to effectively carry out internal and external relationships of office, such as coordinating and interacting with other staff services departments concerning financial, budgetary, and 

personnel matters, and in general represents department in absence of top executive or administrator; reports fiscal and personnel status and activities to top executive.Maintains appropriate financial and personnel records.Provides counsel 

on administrative matters or decisions affecting interdepartmental relationships by supplying information from variety of sources.Examines correspondence, determines work priority, engages in obtaining and dispersing information as 

appropriate.Compiles averages and statistices. Prepares or directs preparation of charts, graphs, slides, and administrative reports as required.Makes arrangements for official guests and receives visitors as required.Appropriates and tracks 

funds as necessary.May plan, coordinate, assign, and review work of lower level support staff engaged in performance of moderately difficult and complex clerical work tasks, including responsibility for hiring, discharging, demoting, and 

recommending salary increases.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EXECUTIVE ASSISTANT 9010 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 4A3A

Off-Admin Supp-Exe Assist-

NE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryWorks under minimal direction to assist 

administrative executive (Assoc VP and above), department chairman, or dean with interpreting and implementing university-wide policies and provide support in managing department, which involves high degree of initiative and independent 

judgment.Experience and EducationAssociate's degree in business administration or related field and eight (8) years progressively responsible business or administrative experience in university medical center, governmental environment, or 

equivalent. Will consider additional experience or education in lieu of requirements. Job DutiesCoordinates administrative functions of various sections within department to ensure universal applications of policy; assists in development and 

implementation of procedures to ensure operational efficiency.Maintains broad organization perspective to effectively carry out internal and external relationships of office, such as coordinating and interacting with other staff services 

departments concerning financial, budgetary, and personnel matters, and in general represents department in absence of top executive or administrator; reports fiscal and personnel status and activities to top executive.Maintains appropriate 

financial and personnel records.Provides counsel on administrative matters or decisions affecting interdepartmental relationships by supplying information from variety of sources.Examines correspondence, determines work priority, engages 

in obtaining and dispersing information as appropriate.Compiles averages and statistices. Prepares or directs preparation of charts, graphs, slides, and administrative reports as required.Makes arrangements for official guests and receives 

visitors as required.Appropriates and tracks funds as necessary.May plan, coordinate, assign, and review work of lower level support staff engaged in performance of moderately difficult and complex clerical work tasks, including responsibility 

for hiring, discharging, demoting, and recommending salary increases.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

EXECUTIVE ASSISTANT TO THE PRESIDENT 9044 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 4A3 Off-Admin Supp-Exe Assist PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThis position supports the President 

of UT Southwestern Medical Center, provides guidance to those who support the Vice President and Chief of Staff and the Director of the President's Office, and works closely with the Executive Leadership team. The Executive Assistant to the 

President serves as an ambassador of both the President and UTSouthwestern to internal and external constituents at the local, state, national, and international levels, which requires a high degree of professionalism, interpersonal skills, 

independent judgement, and maturity. The position also requires the ability to support and excel in a dynamic, fast-paced, and high-pressure environment. The ideal individual will have the ability to consistently exercise good judgement in a 

variety of situations; will have strong written and verbal communication, administrative and organizational skills; and the ability to maintain a realistic balance among multiple, often competing, prioritiesExperience and EducationAssociates 

degree or equivalent plus 10 or more years of administrative support at the senior executive level. Prefer experience in Academic Medicine.Job DutiesExecutes, with minimal direction, executive administrative duties at the highest level, using 

significant discretion and independent judgement to prioritize conflicting needs, handle matters expeditiously and proactively, and follow through on projects to successful completion, often with deadline pressures and interruptions. Manages 

and accurately maintains a complex and extremely active, often-changing calendar of appointments in an efficient manner that maximizes the President's productivity while being mindful of deadlines, confidentiality, priorities, and protocol. 

Determines priorities and makes decisions regarding the scheduling of daily and long-range meeting requests. Collaborates with the Vice President and Chief of Staff about scheduling priorities and dealing with potential calendar conflicts. 

Ensures that the President's schedule is consistent with institutional priorities and is followed and respected. Provides backup phone and calendar support for the Vice President and Chief of Staff.Answers phones, provides direction on routing 

of calls, and greets visitors as an ambassador of the President and UTSouthwestern. Exhibits professionalism in all communications with a diverse group of current and prospective contacts on behalf of the President. Provides accurate, 

complete, and detailed messages in a timely manner.Handles sensitive patient messages and conversations with compassion and a sense of urgency while exercising a high degree of judgement, discretion, and understanding of medical 

terminology or complex medical situations. Displays thorough understanding and application of HIPAA rules and guidelines. Determines appropriate course of action, referral, or response.Supports patient advocacy by communicating on behalf 

of the President directly with the Patient Assistance Office and the Special Assistance Office to ensure that patients have access to appropriate information and resources and that patient complaints are resolved confidentially and 

appropriately.Creates and assigns work schedules for the President's Office administrative support staff. Oversees delegation of tasks among President's Office administrative assistants to ensure that all work is handled in a timely, efficient, 

and professional manner with keen attention to detail, including preparation of boardrooms for meetings ensuring that meeting materials and/or presentations are submitted and ready to distribute/project.Exercises a high degree of personal 

ownership over office activities to ensure quality work products are delivered and support activities are performed in an efficient and timely manner with minimal supervision.Determines the techniques used to create and maintain staff 

assignments and coordinates daily team meetings to ensure efficient operation of administrative support functions in the office, fostering a positive, high-performance, and collaborative environment. Meets with staff to identify and resolve 

issues. Plans, manages, and executes special projects including coordination of all logistics for high-level meetings of the Endowed Scholars External Advisory Committee from budget preparation to final payments.Compiles documents for 

President's meetings including collection of documents from secure portals. In collaboration with the Vice President and Chief of Staff, provides all necessary arrangements and advance reading materials for each day to ensure President is fully 

prepared for all appointments.Develops and shares best practices to improve efficient and effective administrative operations. Provides a bridge for smooth communication between the President's Office and internal departments, 

demonstrating leadership to maintain credibility, trust, and cooperation with Executive Leaders; oversees and facilitates flow of information among the areas that report directly to the President.Communicates directly and on behalf of the 

President to arrange donor-related meetings with the Development Office and to organize high-level legislative appointments with Government Relations; coordinates directly with UT System and Board of Regents Offices on all matters 

involving the President's schedule.Demonstrates sound judgement in bringing information and issues to the attention of senior leadership and offers creative solutions.Interviews and recommends candidates for administrative staff positions 

within the department.Trains support staff to consistently apply and adhere to the rigorous standards of the office.Completes other duties as assigned.Knowledge, Skills & AbilitiesWork requires expert level written and verbal communication 

skills.Work requires strong organizational skills that reflect ability to perform and prioritize multiple tasks seamlessly with excellent attention to detail.Work requires highly resourceful and committed team player with the ability to also be 

extremely effective independently.Work requires proven ability to handle confidential information with discretion, be adaptable to various competing demands, and demonstrate the highest level of customer/client service and responses.Work 

requires flexibility and resiliency to deal with ambiguity and interruptions, and to handle stressful and difficult situations with composure.Work requires strong command of the MS Office Suite, related technological experience and willingness 

EXECUTIVE COACH 9555 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H7A Prof Services-HR-OD & T Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThe Executive Coach role is 

responsible for developing, delivering, and measuring the effectiveness of individual and group coaching engagements and programs for UT Southwestern and its University Hospitals and Clinics. The Executive Coach role reports to the 

Assistant Vice President, Organization Development and Training, and partners with Departmental and Institution Leaders to deliver coaching programs to foster growth, productivity, wellness and resilience. Experience and EducationREQUIRED 

EXPERIENCEUndergraduate degree in business administration, human resources, or related field and ten (10) years progressively responsible experience in Coaching, Organizational Development, Learning, or HR, preferably including experience 

in a healthcare or university environment with Faculty and Physicians, or equivalent experience. Accredited Coach Training Program (ACTP) to be certified by the International Coach Federation (ICF).PREFERRED EXPERIENCEExperience coaching 

physicians in a role of this type in academic medicine or healthcare setting. Standard certifications and/or experience with individual and team assessment techniques and tools (e.g., preference, personality/style inventories, 360 feedback 

facilitation, leadership and professional development programs/courses, etc.)Job DutiesProvide executive coaching to Physicians and Leaders within the organization to further their growth and development.Adhere to the International Coach 

Federation (ICF) key coaching competencies and Code of Ethics.Work consultatively and in partnership with key stakeholders to implement surveys and other analytic techniques, to assess and prioritize needs and root cause, design and 

implement customized solutions, including Coaching and Leadership Development Programs, and develop metrics to evaluate program effectiveness on an ongoing basis. Serve as a resource for referred individualized Coaching needs.Provide 

group coaching sessions to relevant teams working toward a common goal.Serve as an Executive Coach within UT Southwestern Leadership Programs.Develop and deliver Coaching skills workshops within leadership development 

offerings.Master the utilization of assessment tools such as 360 feedback, personality and behavioral preference inventories to facilitate client self-awareness.Measure progress of executive coaching engagements within individuals and across 

programs.Actively participate in the advancement of the coaching practice within Academic Medicine by measuring the efficacy of coaching and sharing results at conferences and within peer-reviewed journals. Participate in UT Southwestern 

Internal Coaching Practice forums to share best practices and innovative solutions, as well as measure overall effectiveness.Participate in mentor coaching (provide and receive).Maintain up-to date knowledge of best practice in Executive 

Coaching within the industry. Perform other duties as assigned.Knowledge, Skills & AbilitiesProven coaching expertise and ability, with a track record of success.Excellent communication and active listening skills.Emotional intelligenceICF Core 

CompetenciesSetting the Foundation1. Meeting Ethical Guidelines and Professional Standards2. Establishing the Coaching AgreementCo-creating the Relationship3. Establishing Trust and Intimacy with the Client4. Coaching 

PresenceCommunicating Effectively5. Active Listening6. Powerful Questioning7. Direct CommunicationFacilitating Learning and Results8. Creating Awareness9. Designing Actions10. Planning and Goal Setting11. Managing Progress and 

AccountabilityAbility to challenge and hold others accountable to their stated coaching goals.Working knowledge of coaching, leadership development and learning principles, and the ability to translate complex ideas into simple, business-

focused application.Strong executive presence to effectively consult with sr. leaders, and present recommendations, data and concepts with confidence and credibility.Demonstrated competency in group facilitation and planning, individual and 

team coaching, design and delivery/facilitation of leadership and team development sessions. Ability to solve complex problems and develop a compelling business case based on an analysis of all relevant data and information. Must have a 

good sense of humor paired with strong personal accountability, and the ability to build excellent working relationships with the team, peers, and stakeholders.Ability to maintain a high level of confidentiality and work with highly sensitive 

data and information. Skill in working and communicating effectively with others across levels, functions, and remotely, while accomplishing multiple tasks in a matrix organization.Working ConditionsWork is performed primarily in private 

office, and requires follow up via normal communication vehicles such as phone, email, and web. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



EXECUTIVE COMMUNICATIONS ADVISOR 8679 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

English, Journalism, Communications, or related field and six (6) years writing experience with emphasis on speech writing, journalism, or executive communications. Experience as an executive communications strategist and writer at the C-

suite level in higher education or for a large, complex organization.Advanced degree preferred. Writing experience in health care or science preferred. Job Duties  1.  Responsible for researching, developing, and writing speeches, interviews, 

talking points, quotes, presentations, select correspondence, and/or other material on behalf of the executive leadership team.2.  Edits executive leadership team written communications for content resonance, speaker voice, and quality, 

requiring attention to detail and adherence to style guidelines, grammar, and punctuation.3.  Manages the process and provides strategic direction to the executive leadership team in writing materials for internal and external constituents.4.  

Responsible for conveying voice and style in all content while creating authentic and relatable messages and projecting the institution's mission.5.  Develops original approaches, incorporating management philosophies, and composes material 

appropriate to a variety of internal and external audiences.6.  Ensures that relevant strategy, message development, and other core goals are accomplished in each piece.7.  Works with the Director of Public Affairs to identify and explore new 

avenues to effectively communicate the institutional message to the appropriate audiences.8.  Develops and sustains contacts with university leadership, faculty, staff, and other constituents.9.  Monitors the executive teams speaking calendar 

and monitors invitations to determine platform and issue relevance, and usefulness.10.  Attends speaking engagements with the President and other EVPs on a regular basis.11.  Responsible for writing editorials and other institutional 

publications related to Institutional Advancement office.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EXECUTIVE COMPENSATION CONSULTANT 9621 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H30 Prof Services-Comp Anlys Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorking under limited direction, 

performs job analysis, documentation, and evaluation for executive and upper management positions within the institution. Provides advice and counsel to executive leadership on matters of compensation, job design, and the institution's pay 

practices and guidelines. Experience and EducationBachelor's degree or equivalent experience, and minimum of six (6) years of progressively responsible related experience, to include experience administering variable pay plans and/or 

executive benchmarking. Masters degree in Business, Management, Human Resources, or a related field preferred. Certified Compensation Professional (CCP) or PHR or SPHR certification preferred. Experience working in a highly-matrixed 

organization, or academic healthcare setting strongly preferred. Job DutiesLead and support multiple executive compensation projects, including the strategic assessment of program efficiency and modeling of potential program changes, 

developing and managing policies and processes, and following regulatory changes.Provide consulting and counsel in support of or in partnership with business-aligned compensation leaders regarding executive compensation-related issues, 

including executive benchmarking, leveling, pay recommendations, and executive transactions, including promotions and external offers.Proactively recommend improvements or changes to current executive compensation programs, policies, 

and processes for both immediate and long-term objectives, ensuring our programs and practices remain innovative, leading-edge, efficient, and effective.Guide the decision-making process and outcomes by providing detailed analysis/models, 

innovative recommendations, and expert knowledge.Maintain awareness of the latest trends and regulations regarding executive compensation.Deliver on key organizational and business initiatives directly and by leading cross-functional 

dynamic teams.Manage the compilation and analytical interpretation of competitive compensation data through sourcing survey information both formally and informally. Manage executive Annual Merit Planning process and provide support 

as needed for Classified Staff merit and adjustment activities.Participate in and/or lead ad hoc compensation projects.Perform other duties as needed. Knowledge, Skills & AbilitiesWork requires work experience in Compensation practices and 

methodology .Work requires demonstrated knowledge of Compensation principles.Work requires excellent oral and written communication skills.Work requires advanced knowledge of Excel spreadsheet usage.Work requires ability to analyze 

problems, develop solutions, and implement new procedures.Work requires ability to translate directives into work programs.Work requires Microsoft Office and computer mainframe and PC application skills.Working ConditionsWork is 

performed primarily in general office/clinic area.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including 

discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

EXECUTIVE HEALTH CLINIC ADMINISTRATOR 9770 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Administrator of the Executive 

Health Clinic is responsible for ensuring excellence in quality of care and responsible for exceptional experience, and seamless workflows for the Executive Health Clinic. Experience and EducationBachelor's degree in business, health, medical 

office management. Master's degree (MBA, MHA, or MPH) preferred.Minimum of five (5) years of effective leadership experience in a healthcare environment in a large and complex organization. Previous experience in a clinic specialty is 

preferred. Job DutiesProvides strategic leadership, oversight, and management of the day-to-day operations of the Executive Health Clinic including supervision of team of RNs, MOAs, and CSAs, and other resources as needed by the 

program.Ensures the strategic and operational objectives are accomplished for the UTSW Executive Health Program.Works closely with other leaders to create or enhance executive's intake process. Work closely with all stakeholders to ensure 

the Executives have the most customized and concierge experience during their visits. Evaluates and recommends workflow adjustment to meet the population need that is served in the Executive Clinic by adapting current technology to 

increase efficiency in clinical workflow and enhance the effectiveness of customer service. Develops and implements new or amended workflow procedures as needed. Work with all ancillary services to ensure any ancillary needs are pre-

arranged per the executives' customized visit schedule. Works with the Medical Director of Executive Health Clinic and the Primary Care Service Line leadership to develop goals and objectives for the program. Ensures that the Executive Health 

and Wellness program is aligned with the overall UTSW strategic goals.Plans and organizes day-to-day clinic operations, schedule, and activities. Sets priorities and functional standards, giving direction to staff as necessary to ensure the best 

possible delivery of service and high customer satisfaction.Provides guidance to staff and is responsible for staffing, budget, contributing to staffing decisions such as hiring and terminating employment, coaching, and counseling employees on 

work related performance, and assisting in the development and implementation of policies and procedures to ensure a safe and effective work environment.Develops training programs and standards of performance to continually measure 

and evaluate safety, service, and quality improvement. Monitors programs to ensure compliance with ethical and legal business practice and applicable regulatory bodies.Conducts and arranges for regular skill development activities for 

practice staff.Establish rapport, rapidly develop, and maintain effective working relationships with diverse individuals, including healthcare providers, executives, and other stakeholders. Establishes safeguards for effective patient confidentially 

through HIPAA and billing compliance. Manages risk and implements processes to prevent adverse events.Maintains professional affiliations to enhance professional growth and remain current with the latest trends in healthcare, and 

specifically, the delivery of care.Designs and develops internal control systems to ensure clinic processes are functioning as intended. Consults with legal, internal audit, risk management, and other UTSW departments as necessary.Performs 

other duties as assigned.Knowledge, Skills & AbilitiesWork requires good general health and stress coping ability. Work requires full mobility and ability to participate in vigorous activity. Work requires ability to speak and hear, to allow 

discussions with physicians, patients, and other members of the healthcare team. Possess near vision for accurate reading of computer screens and recording on patient charts. Must be able to walk reasonable distances to cover multiple 

nursing units.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to balance strong business acumen with professional ethics and integrity.Work requires 

demonstrated ability in team building and management skills.Work requires exceptional customer service skills, able to provide a welcoming and positive experience for patients and clientele.Work requires ability to work with confidential 

information on a daily basis.Work requires ability to effectively analyze complex business issues and lead individuals and groups in developing and implementing successful resolution tactics.Working ConditionsWork is performed primarily in a 

clinical setting.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

EXECUTIVE HEALTH CLINIC STAFF COORDINATOR 9772 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4B8 Office-Clinic Staff Coord CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Clinic Staff Coordinator for Executive 

Health responsible for the Executive Clinic patient registration and scheduling workflows. Under the leadership of Executive Health Administrator, the Clinic Staff Coordinator works collaboratively with various clinical and ancillary services as 

well as support services within UT Southwestern to ensure the Executive Patients' needs are met. The incumbent will be accountable for overseeing the daily operations to ensure the lifecycle of the Executive Health visit is completed in the 

most efficient and patient centered manner. Experience and EducationHigh school graduation or equivalent and two years' experience at the level of CSA II or equivalent performing in a patient care front office or back-office environment (in 

areas such as admitting, insurance verification, billing, and scheduling).Job DutiesOversees Performance of tasks within functions of the Executive Clinic which include patient registration, scheduling, phone calls, and check-in/out, Maintain a 

high level of customer service to all internal and external customers.Works in partnership with the Executive Health Clinic Nurse Coordinator in the planning of the Executive Health patient visitOversees Executive Patient schedule of other 

services.Coordinate with ancillary departments the Executive Patient's visitCoordinates staff schedules to ensure support of clinic operations.Ensures integrity and availability of patient information by staff; maintains patient confidentiality in 

accordance with UTSW policy. Ensures that Executive Health Clinic staff has strong background and competence in supporting clinic workflow. Promotes teamwork and superior patient care concept to executive patients, staff, faculty, and all 

team members engaged in the executive clinic's care delivery model. Acts as the primary visit coordinator for each executive patient on the day of their visit and for any pursuant inquiries post visit.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires excellent interpersonal skills. Work requires the ability to display a caring demeanor towards others. Work requires the ability to self-direct, organize and manage multiple tasks/projects 

simultaneously.Work requires the skill and experience of using a computerized medical records system.Work requires knowledge of how to navigate a large multi-specialty medical center, preferred experience in inpatient and outpatient 

settings. Work requires skill to demonstrate competence in utilizing teaching/learning techniques with patient and staff.Work requires effective verbal and written communication skills, supervisory skills, and excellent customer service skills. 

Working ConditionsWork is performed primarily in a hospital or clinical environment. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources 

Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, 

or veteran status.

EXECUTIVE HEALTH NURSE COORDINATOR 9771 Y P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 E NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Nurse Coordinator for Executive 

Health is responsible for the overall Executive Health Clinic workflow. Under the leadership of Executive Health Administrator, the Nurse Coordinator works collaboratively with various clinical and ancillary services as well as support services 

within UT Southwestern to ensure the Executive Patients' needs are met. The incumbent will be accountable for overseeing the daily operations to ensure the lifecycle of the Executive Health visit is completed in the most efficient and patient 

centered manner. Experience and EducationDegree from an accredited nursing program, five (5) years general nursing experience, current licensure as Registered Nurse by Board of Nurse Examiners for State of Texas, and a current Basic Life 

Support (BLS) certification, course accredited by the American Heart Association (AHA), are required. Bachelor's degree in nursing preferred. Job DutiesActs as a liaison between the Executive Patient and UTSW clinical, ancillary and support 

services.Develops and implements individualized patient navigation plan for Executive Patient based on patient intake questionnaires.Develops, facilitates, and supervises clinical workflow for the Executive Health Clinic Ensures that Executive 

Health Clinic staff has strong background and competence in supporting clinic workflow. Identifies patients' goals for their health and their understanding of medical care/outcome and provides appropriate education and resources to address 

needs. Promotes teamwork and superior patient care concept to executive patients, staff, faculty and all team members engaged in the executive clinic's care delivery model. Works in conjunction with ancillary departments and clinic 

leadership to develop procedures and policies. Develops and maintains a database of appropriate resources for Executive Health patient support. Acts as the primary visit coordinator for each executive patient on the day of their visit and for 

any pursuant inquiries post visit.Duties performed may include one or more of the following core functions: Executive Patient navigation of UTSW services Participate in patient intake process prior to the visit, including any telephonic/virtual 

pre-visit calls with the Executive patient and assist in completing pre-visit questionnaires.Coordinate services needed consequent to the receipt of pre-visit questionnaires such as imaging and lab services.Be the first to welcome executive 

patients, guide them to their suite and act as their visit coordinator for the duration of their visit, including being available to answer any questions. Available for Executive patient post visit to provide guidance on any clinical questions. 

Supervise the day-to-day clinical workflow of the Executive Health Clinic Ensure clinical operations comply with UTSW ambulatory clinical policies and procedures.Supervise clinic staff to ensure efficient workflows and highest level of patient 

satisfaction.Acts as a problem solver and employs creative strategies when encountering unexpected barriers to ensure patient care is unimpacted.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent 

interpersonal skills. Work requires the ability to display a caring demeanor towards others. Work requires the ability to self-direct, organize and manage multiple taks/projects simultaneously.Work requires the skill and experience using a 

computerized medical records system.Work requires knowledge of how to navigate a large multi-speciality medical center, preferred experience in inpatient and outpatient settings. Work requires skill to demonstrate competence in utilizing 

teaching/learning techniques with patient and staff.Work requires effective verbal and written communication skills, supervisory skills, and excellent customer service skills. Working ConditionsWork is performed primarily in hospital or clinical 

environment. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the 

basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

EXERCISE PHYSIOLOGIST MS 5702 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3F19

Prof Med Services-Exercise 

Sci PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree in 

Exercise Physiology and no experience is required. **Basic Life Support (BLS) certification and Advanced Cardiac Life Support Certifications, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), required.** 

Preferred: One (1) year experience. Job DutiesDemonstrates principles of exercise and disease management. Practices good clinical judgment. Progresses patient appropriately and safely during exercise. Provides education to patient and family 

regarding patient's disease process. Demonstrates awareness of patient's and family's readiness and ability to learn.Performs and documents physical, psychosocial, and emotional assessments during initial evaluation. Identifies appropriate 

interventions based on initial evaluation. Writes complete plan of care with specific, time based goals for each intervention.Re-evaluates plan of care and exercise program to determine effectiveness. Utilizes critical thinking skills to monitor 

patient's progress. Reports any physical changes to physician in prompt manner.Prepares for patient discharge. Assures that patient's and family's goals for rehabilitation have been met. Displays good knowledge of patient's resources and 

needs.Works to improve departmental standards of care through updating educational material, providing inservices to staff.Organizes patient treatment time and provides patient education.Documents all aspects of patient's care and 

continued need for rehabilitation.Reports errors promptly and takes appropriate follow-up action to rectify error.Serves as patient and family advocate. Responds to patient's and/ or family's complaints. Reports complaints to Manager or 

their designee in timely manner. Utilizes chain of command to resolve patient, operational, or personal work related problems.Assists willingly in coverage of other patients. Performs insurance verification and re-verification. Assists with other 

departmental paperwork as needed.Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions. Assists in on-job training, education, and 

supervision of students, and/or graduate nurses.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

EXERCISE PHYSIOLOGIST MS U5702 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3F19

Prof Med Services-Exercise 

Sci PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree in 

Exercise Physiology and no experience is required. **Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) and ACLScourse accredited by the American Heart Association 

(AHA) or American Red Cross (ARC) within 90 days of hire is required.** Preferred: One (1) year experience. Job DutiesDemonstrates principles of exercise and disease management. Practices good clinical judgment. Progresses patient 

appropriately and safely during exercise. Provides education to patient and family regarding patient's disease process. Demonstrates awareness of patient's and family's readiness and ability to learn.Performs and documents physical, 

psychosocial, and emotional assessments during initial evaluation. Identifies appropriate interventions based on initial evaluation. Writes complete plan of care with specific, time based goals for each intervention.Re-evaluates plan of care and 

exercise program to determine effectiveness. Utilizes critical thinking skills to monitor patient's progress. Reports any physical changes to physician in prompt manner.Prepares for patient discharge. Assures that patient's and family's goals for 

rehabilitation have been met. Displays good knowledge of patient's resources and needs.Works to improve departmental standards of care through updating educational material, providing inservices to staff.Organizes patient treatment time 

and provides patient education.Documents all aspects of patient's care and continued need for rehabilitation.Reports errors promptly and takes appropriate follow-up action to rectify error.Serves as patient and family advocate. Responds to 

patient's and/ or family's complaints. Reports complaints to Manager or their designee in timely manner. Utilizes chain of command to resolve patient, operational, or personal work related problems.Assists willingly in coverage of other 

patients. Performs insurance verification and re-verification. Assists with other departmental paperwork as needed.Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of 

mandatory educational sessions. Assists in on-job training, education, and supervision of students, and/or graduate nurses.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

EXTERN U6018 P04 $20,767.00 $27,538.00 $34,784.00 $1,730.58 $2,294.83 $2,898.67 $79.87 $105.92 $133.78 $9.98 $13.24 $16.72 N 8B9 Student Intern NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under the general supervision of 

a Registered Nurse to learn the Registered Nurse's role in providing all aspects of patient care.MINIMUM QUALIFICATIONSExperience and EducationCurrent BSN student; Entering Junior year of an accredited Nursing Program, actively enrolled 

and maintaining a 3.0 academic GPA.Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required.Job DutiesESSENTIAL FUNCTIONSJob Duties: With direct 

Registered Nurse supervision, uses the nursing process to work collaboratively with the healthcare team, including but not limited to accurately documenting physical, psychosocial, and emotional assessments, medication administration, 

discharge planning, patient education, intake and output, weight, temperature, pulse, respirations, and blood pressure. Applies principles of growth and development over the life span when providing care. Identifies age-specific nursing care 

interventions for assigned patients.Integrates knowledge from the nursing program to recognize and immediately report changes in a patient's condition or behavior as well as values outside normal parameters to the primary nurse. Seeks 

assistance and guidance to ensure that patient care is delivered in a safe, high-quality, and effective manner at all times.Demonstrates an increased level of clinical competence and clinical judgment by relating theory to practice. This includes 

researching and correlating signs and symptoms to the history and pathophysiology of the patient's condition, treatment plan, and nursing interventions.Demonstrates service excellence and patient and family-centered care by showing 

respect, honesty, fairness, and a positive attitude toward all patients and their families.Demonstrate a proactive approach to patient safety and patient satisfaction by following established safety-related policies, procedures, and protocols and 

performing purposeful rounding, bedside shift report, and utilizing the principles of A.I.D.E.T.Performs specialized functions, including responding to audible and visual alarms, transferring, and transporting patients in accordance with the 

Department of Nursing Policies and Procedures.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways, and nationally accepted standards of nursing practice while delivering care to patients 

under the direct supervision of a Registered Nurse.Assumes accountability for all actions in the workplace.Collaborates with other nursing staff and hospital employees that focuses on meeting the patient and family's needs.Coordinates 

schedules to seek opportunities to learn and demonstrate knowledge.Utilizes downtime to assist others and/or to provide additional amenities to patients and/or patients' families.Performs other duties as assigned.**Other Duties: Performs 

other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires a high level of effective written, verbal, and interpersonal communication skills. Must be able to read, write, and communicate in English.Work requires collaboration and 

communication with physicians, residents, fellows, allied health personnel, and other medical and/or non-medical personnel to coordinate necessary information to provide optimal patient care with DIRECT Registered Nurse supervision 

only.Work requires proficiency in the use of computer technology.Work requires the use of considerable judgment in the application of procedures, nursing assessment techniques, practices, and policies to work problems, organization, and 

administration of hospital policies with DIRECT Registered Nurse supervision only.Work requires constant walking, standing, bending, turning, stooping, pushing, and pulling heavy objects such as patient beds. Must be able to help lift and turn 

patients.Work requires the ability to lift, push, and/or pull up to 50 pounds.Work requires the ability to maintain customer service, nursing, and technical skill competencies and ensure compliance with departmental policies and 

procedures.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the 

basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-

work-here/diversity-inclusion

FACILITIES ASSISTANT 1939 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 6E2 Mainten/Craft-SemiSkill Sr CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or GED plus two (2) years experience in the planning, coordinating and delivery of facilities functions. Facilities experience should include familiarity with building maintenance, repairs, renovations, utility systems, housekeeping, security, 

safety, telecommunications, signage and key control.  Job Duties  Coordinates and assists in functions  associated with the relocation of clinical practices and departments to include moving or practice, equipment installation and telephone 

installation.      Assists with accurate and timely processing of requisitions; submits requisitions relating to major equipment, supplies and services for the department; assists in maintaining information and data regarding all submitted and 

approved requests; assists in the identification of and coordination of equipment requiring specialized moving services.   Assists in initiating and monitoring of required building maintenance services, including but not limited to HVAC systems, 

plumbing, electrical and lighting systems and disaster recovery.      Act as liaison between departments relative to facility maintenance and ensure timely completion.       Perform daily housekeeping checks in all clinical buildings; maintains 

housekeeping logs and records all complaints made by clinics regarding housekeeping needs for supervisor.      Assists in maintaining equipment inventory and unallocated equipment and assist divisions in locating missing equipment.       

Transport, pick-up and deliver sensitive, confidential and critical clinical material such as, pharmaceuticals, investigational drugs, radiology film, patient reports and pre-surgical orders; travel between floors, buildings and clinics by motor 

vehicle and/or by foot to hand carry items to appropriate destination.    Performs other duties as assigned.        Maintain and track medical equipment in accordance with biomedical service agreement for electrical and safety inspections.       

Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FACILITIES BUILDING SERVICES COORDINATOR 5203 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 6D1 Maintenance/Craft-Skilled Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

coordinate building services across campus and provide journeyman level skills in performance of work of at least two trades or crafts and to act as liaison between Physical Plant and Administrator of assigned facility.Experience and 

EducationMust have a degree from a vocational school in building trades or have a license in a trade and six (6) years experience in building maintenance. Must have and maintain a State of Texas driver's license. Hospital background 

preferred.Job DutiesCoordinates building attendants by providing clear work instructions and observing performance.Supervises Building Maintenance Specialists throughout campus as needed.Assigns, sets, and disseminates tasks to other 

employees.Performs plumbing, electrical, mechanical, housekeeping, carpentry, and painting repairs according to service requests for specifically assigned specialties.Conducts periodic inspections of building roofs, plumbing, electrical, 

mechanical rooms and housekeeping.Maintains records and documents of work completed.Installs new equipment as required.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to utilize specialized 

equipment and tools commonly used in laboratory and Animal Resource facility, such as cage washers, automatic water systems, autoclaves, etc. in addition to vibrator analyzer, infrared, detector, oscilloscope, etc. Work requires skill in use of 

welding torch and carpentry tools.Basic computer skills.Work requires the ability to do general Carpentry, Electrical, Plumbing, Painting, and Housekeeping.Work requires proficiency in all phases of duties performed.Work requires alertness 

and careful attention to avoid serious injury to self and others.Work requires sometimes wearing gloves, masks, respirators, hearing protection, face shields, eye protection, protective clothing.Work requires walking, bending, climbing, lifting 

up to 50 lbs., pulling/pushing equipment up to 50 lbs.Working ConditionsWork is performed primarily in laboratory, general office, or outside area. Working conditions involve exposure to one or more disagreeable elements, such as dust, dirt, 

heat, moisture, cold conditions, and contact with animals, animal odors, lifting, moving heavy equipment, and occasional work where biohazardous, chemicals, or zoonotic diseases will require use of appropriate safety procedures.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

FACILITIES CONTROLS SPECIALIST 5360 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title5360 - Facilities Control SpecialistSalarySalary Negotiable 

Job SummaryWorks under general supervision to provide skills for maintenance and repair of electric, electronic and pneumatic controls to ensure required temperature and humidity to all campus buildings.Experience and EducationHigh 

school graduation, Vocational school or GED equivalent, Associate's degree in electronic technology field or vocational school with completion of manufacturers service course in repair and maintenance of temperature controls preferred. One 

(1) year experience in HVAC DDC controls and related HVAC systems requiredJob DutiesDiagnoses, repairs, calibrates and make adjustments to electric, electronic and pneumatic HVAC controls using tools of trade to ensure required 

temperatures and humidity to all campus buildings.Operates computer based Siemens Apogee automation system to include graphical front end interface, building level control field panels, and terminal control units. Performs duties of 

Utilities Station Operator in emergency or as needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires a team player who is cooperative, cordial, empathetic, and supportive to meet internal and external 

expectations and requirements of the University.Work requires proven analytical and troubleshooting skills.Work requires ability to communicate clearly and accurately.Work requires utilization and operation of a personal computer.Work 

requires strong organization and customer service skills.Work requires walking, bending, climbing, lifting up to 50 lbs., pulling/pushing equipment up to 50 lbs.Working ConditionsWork is performed primarily in indoor area. Working conditions 

involve exposure to disagreeable elements, such as dust, dirt, heat, damp areas, and confined spaces.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

FACILITIES FOREMAN 5146 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 6C

Maintenance/Craft-Fac 

Foreman SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

High School, Vocational School, or GED equivalent and two years skilled or journeyman level experience in assigned area. Must possess valid State of Texas Driver's License. Commercial Driver's License may be required in certain areas.   Job 

Duties  Assists assigned crew members in resolving work related problems and questions.       Ensures appropriate materials and tools are available at job site.        Ensures assigned crew members are on job site and working appropriately.       

Ensures quality and quantity of work performed by assigned crew is appropriate.       Makes work assignments as directed by supervisor.        Ensures client is satisfied with work.        Performs work of crew members, when necessary.        

Assumes duties of supervisor in their absence according to supervisor's instructions.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.



FACILITIES PLANNER 1941 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 6B2 Maintenance/Craft-NE CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or GED plus four (4) years experience in the planning, coordinating and delivery of facilities functions. Facilities experience should include familiarity with building maintenance, repairs, renovations, utility systems, housekeeping, security, 

safety, telecommunications, signage and key control.  Job Duties  Plans and implements departmental moves and relocations including furniture, equipment, telephones, etc.; coordinates with appropriate management in developing time lines 

and implementation procedures.     Coordinates and oversees departmental construction and renovation projects.       Researches and creates equipment listing for new and expanding clinics and departments.       Procures, stages and installs 

equipment for renovations and departmental projects.       Maintains inventory control system for furniture and equipment, which includes the accountabiliity, distribution, reallocation, transfer, turn-in, storage of furniture and equipment; 

maintains log of all capital equipment and ensures that all surplus property is removed  from inventory and properly disposed of; reconciles any unallocated property and report to Inventory Control Office.   Monitors medical gas distribution 

system in clinical facilities and orders replenishment gases as needed.       Obtains comparative and competitive pricing information and contracts with equipment, office machines, furniture and service vendors.      Acts as fire safety 

coordinator or facilitator during fire drills and fire safety training events.       Maintain and track medical equipment in accordance with biomedical service agreement for electrical and safety inspections.       Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FACILITIES PROJECT COORDINATOR - CIP 5068 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 6B2 Maintenance/Craft-NE SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma and 

five (5) years professional level experience in related industry field required. Bachelor's degree in Architecture or Construction in lieu of experience preferred. Job DutiesWorks under general direction to provide professional and technical skills 

for specialized construction projects.Manages the project construction documents in order to assure that all documents are filed in the appropriate folders distributed to the required stakeholders. The project construction documents include 

construction documents, shop drawings, submittals, and other construction related documents.Assists with document controland the archiving of site documentation. Maintains project directories, updated for owner, A-E, and contractors. 

Accurately maintains the AE's design and contract documents on site that have been issued for construction.Ensures documents are submitted on schedule. Receives, manages, and distributes shop drawings and other submittals.Confirms as-

built drawings are being updated by the contractor or vendor.Prepares warranty packages; collects warranties and O&M manuals related to necessary documentation.Suggests methods to improving any document control process or 

procedure.Assists with coordinating and scheduling installations and inspections.Provides assistance to the Project Manager and Sr. Project Manager as needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires 

exercise of considerable judgment in application of procedures, techniques, or practices to work problems. Work requires contact with departmental representatives and outside vendors.Knowledge in Architectural/Civil/Structural/MEP 

Technology preferred.Working ConditionsWork is performed primarily in indoors. Occasionally exposure to construction job sites.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

FACULTY AFFAIRS COORDINATOR 9036 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 4A6A

Off-Admin Supp-Admin 

Coord PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree or 

equivalent and six (6) years progressively responsible administrative experience which includes at least three (3) years of directly related experience, preferably in the Faculty Affairs Office. Job Duties  1.  Oversees the task of setting priorities 

and developing new Faculty Affairs procedures.  Provides group and/or one-on-one training to department administrators, faculty coordinators, or designees, as necessary to ensure that relevant administrators have available policy and 

procedural information to adhere to UTSW requirements and guidelines.2.  Maintains, distributes and trains relevant department employees on the expansive (300+ pages) Departmental Administrator Guide to Faculty Affairs, updating and 

communicating sections as changes occur.3.  Manage Provost/SMS Dean's Office Faculty Affairs Operations, providing services for all academic departments and centers, through supervision (working or actual) of two Program Coordinators.  

Includes working closely with department administrators to ensure that all vital information is complete and included in the faculty appointment packets in addition to other faculty employment requests throughout the fiscal year.  This 

information includes the official contract with the faculty member, the signed MSRDP agreement where applicable, and the transcript of the faculty member.  Thorough knowledge of UTSW, UT System and Board of Regents rules are needed to 

ensure that each faculty member is recruited and hired according to policy.  Provide back-up where necessary.4.  Manages the Assistant Instructor appointment process to ensure that all documentation has been received and appropriate 

approvals are obtained.  Follows up and counsels with the department administrators when the appointment has reached its 2 year limit.  Also manages the Volunteer Faculty appointment process for all academic departments and centers, 

including volunteers for the School of Health Professions.5.  Performs the actual hire of the faculty members into the HCM system.  Requires intense knowledge of, not only the faculty processes, but the HCM procedures to ensure faculty 

members are appointed correctly.  Resolves faculty HCM issues that are sent to HRIS, including investigation and troubleshooting of discrepancies found within the HCM System and DAD related to faculty.6.  Provide administrative review of all 

faculty recruit Letters of Intent(LOIs) within a 3 day response time.  Participate in the design of a new electronic system to facilitate this review.7.  Ensure data integrity of Faculty Profiles within HCM and Dean's Administrative Database (DAD).  

Performs continuous quality control checks to ensure data integrity.  Provide monthly statistics of faculty transactions, including new hires, terminations, track changes, etc. in an easily read format.  Maintains faculty specific information (non-

compete, MSRDP, etc.) within DAD.  Monitor and update HCM records for the `partial paid direct' faculty to ensure that the FTE information is correct in HCM and that it totals to the correct percentage.  Track & add endowment titles granted 

through the SMS Dean's Office.8.  Exercises initiative and judgment in responding to customer problems or complaints (both internal and external) promptly, courteously, and in accordance with established policies and procedures. If unable or 

unqualified to assist, promptly refers to the appropriate party or department and follow-up to ensure problem resolution.9.  Recommend and facilitate revisions to DAD and development of other electronic systems, working with the assigned 

programmer to accomplish the needs of UTSW and Faculty Affairs.  Become a master user of PeopleSoft HCM and Talent Acquisition Management system.10.  Prepare and distribute the Monthly Faculty Rosters which provide detail of all 

faculty appointments by alpha and by department.  This requires thorough investigation into all changes to ensure that they are accurately represented.  Responds to questions from academic departments and other administrative 

departments related to the Rosters.  Provide reports to departments on a regular basis (i.e. faculty w/ secondary appointments in another department), etc.  Provide ad hoc monthly reports to WISMAC, Departments, Administration, and the 

Budget Office, in addition to responding to requests from PIs.11.  Timely complete all required surveys ¿ US News & World Report, UT System, LCME, AAMC and others as requested.  Includes communication with and preparation of a special 

upload to the AAMC on faculty demographics on a quarterly basis.  Provide faculty information to Legal Affairs and Risk Management as requested by them.12.  Manages the Faculty Early Access process to grant early access to faculty recruits 

once they have signed the LOI.13.  Manage the Faculty Transcript records (paper) required to satisfy the UTSW SACS accreditation.  This includes working with the administrators on what is acceptable and what is not.  Requires frequent follow-

up with the departments to ensure that we are in compliance with our accreditation requirement.14.  Manages a distinct portion of the faculty reappointment letter (contract) process requiring in-depth knowledge of the faculty processes, 

HCM program, and Dean's Administrative Database (DAD).  Requires an intense attention to detail and knowledge of each department and the circumstances of each faculty member.  Includes manually prepared A&P Faculty letters and SAC 

letters for all A&P faculty.   (There are approximately 2700 reappointment letters and no two are alike.)15.  Serves as back-office reviewer and approver for HCM transactions related to faculty (Request Announcement of Faculty Opening, Add a 

Person Not Recruited, Terminate Employee, Change an Existing Position, Pay Rate Change, etc.) ensuring that we have appropriate documentation on file.16.  Ensures the maintenance of various logs, including Letters of Intent, Faculty 

Relocation, Approved Parking and off-cycle requests for assigned departments to track activity in these areas.  All duties require significant attention to detail and understanding of Faculty Affairs rules & regulations.17.  Oversees the SMS 

Dean's Office faculty efiles.  These documents are official records of contracts, correspondence, agreements, etc. and are often requested by executive administration and legal affairs as the need arises.  Accuracy is crucial.18.  Manage the SMS 

FACULTY COORDINATOR 9027 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 4A3 Off-Admin Supp-Exe Assist PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and ten (10) years progressively responsible administrative experience in medical, scientific, or health care environment. Job Duties  1.Coordinates Departmental Faculty appointment process in large and complex 

departments; a) Works with Faculty Recruiting to process job requests, postings, and advertising, b) Works closely with the Dean's Office Faculty Affairs for all faculty transactions, c) Works with International Office with regards to Visas and 

Permanent Residency applications, d) Works closely with the Department Chair to prepare the Letter of Intent based on guidelines from the Office of the SMS Dean, e) Coordinates Faculty Onboarding process and f) Assists new faculty with 

relocation efforts.2.Coordinates Departmental Faculty Promotion & Tenure Process as well as the Post-Tenure review process for new and existing faculty.  Maintains records of faculty members Coordinates Department annual faculty 

evaluation process.3.Coordinates Department annual faculty reappointment letter process.4.May coordinate or supervise all aspects of credentialing/re-credentialing for new and existing faculty.5.Coordinates creation/update of faculty 

websites following established templates and guidelines.6.May gather information to ensure compliance of malpractice/risk management for faculty, fellow and residents.7.May coordinate department faculty conferences and retreats.8.May 

coordinate Departmental Volunteer faculty.9.Creates and maintains various reports/spreadsheets for management.10.May provide working supervision for staff of lower rank.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FACULTY COORDINATOR - INTERNAL MEDICINE 9033 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 4A3 Off-Admin Supp-Exe Assist PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and ten (10) years progressively responsible administrative experience in medical, scientific, or health care environment. Job Duties  Works under minimal direction to provide coordination of all aspects of new and 

existing faculty academic appointments in the Department of Internal Medicine. Works closely with the Southwestern Medical School (SMS) Office of the Dean, and provides guidance and advice to other Faculty Coordinators, departmental 

administrators, etc. across campus.1.Coordinates Internal Medicine Faculty appointment process.

a.Works with Faculty Recruiting to process job requests, postings, and advertising. 

b.Works closely with the Dean's Office Faculty Affairs for all faculty transactions.

c.Works with International Office with regards to Visas and Permanent Residency applications.

d.Works closely with the Department Chair to prepare the Letter of Intent based on guidelines from the Office of the SMS Dean.

e.Coordinates Faculty Onboarding process.

f.Assists new faculty with relocation efforts.2.Coordinates Faculty Promotion & Tenure Process, as well as the Post-Tenure review process for new and existing faculty.  Maintains records of faculty members Coordinates Department annual 

faculty evaluation process.3.Coordinates Department annual faculty reappointment process.4.Oversees all aspects of credentialing/re-credentialing for new and existing faculty.5.Coordinates creation/update of faculty websites following 

established templates and guidelines.6.May gather information to ensure compliance of malpractice/risk management for faculty, fellow and residents.7.May coordinate department faculty conferences and retreats.8.Oversees department 

Volunteer Faculty appointment process.9.Oversees the appointment of Postdoctoral Research trainees within the department. Ensures processes for hiring, promoting, paying, and terminating research fellows follow Graduate School 

protocols.10.Creates and maintains various reports/spreadsheets for management.  Serves as a member of the strategic leadership team of the internal medicine department.11.Maintains in-depth knowledge of institutional policies and 

procedures related to faculty academic appointments. Provides policy and procedure guidance and advice to Faculty Coordinators in other departments.12.Works closely with the Medical School Dean's Office to provide feedback on faculty 

appointments and changes.  Makes suggestions for improvements to processes.13.Supervises administrative staff.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

FACULTY INSTITUTIONAL COORDINATOR I 9042 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks according to expectations on a 

variety of Faculty Affairs tasks/projects with limited complexity. Produces high quality results with appropriate supervision. Interacts with team members (internal and external) in a tactful, pleasant, and effective way. Development of self is 

through training experience, self-study and by seeking guidance from more senior members of the team.Experience and EducationHigh school graduation or equivalent and six (6) years administrative experience in business, medical, scientific, 

or health care environment. Advanced degree may contribute towards years of experience. Job DutiesFaculty Affairs liaison to assigned Departments/Centers/School for requests and questions.Processes a variety of faculty appointment 

packets for assigned Departments/Centers/School. Processes faculty change requests for assigned Departments/Centers/School.Processes Faculty Early Access requests for assigned Departments/Centers/School.Tracking of Letters of Intent of 

faculty recruits.Review/approval of Peoplesoft HCM forms. Responsible for managing the transcripts for all Faculty in assigned Departments/Centers/SchoolCoordinates all aspects of new and existing faculty academic appointments in large 

and complex departments. Assists in the Records Retention process, per policy. Assists with the annual faculty contracts (MOAs).Coordinates with the annual Promotion & Tenure Process.Coordinates with the annual Post Tenure 

Process.Coordinates with the annual faculty evaluation process, which may include RedCap surveys for leadership.Assists with the review of Letter of Intent packets submitted by Departments/Centers/School.Assists with data requests / 

reporting.May provide consultative direction to academic units on best practices specific to Faculty employment activity and participate in process improvements, training and educational programs related to Faculty employment processes 

and policies, as appropriate. Performs other duties as assigned.Knowledge, Skills & AbilitiesStrong attention to detail. Ability to make administrative and procedural decisions and judgments on sensitive, confidential issues.Work requires 

extensive experience with spreadsheet, word processing, and database software.Strong interpersonal and communication skills and the ability to work effectively with a wide range of constituencies in a diverse community.Work requires ability 

to organize and prioritize work to meet deadlines.Work requires contact with all levels within the organization via email and Microsoft Teams.Work may require sitting for long periods of time.Work requires ability to read, write, analyze data 

and develop plans, procedures, and coordinate persons and other resources to accomplish goals.Work requires responsibility for reviewing, developing, recommending, and implementing policies and procedures relating to assigned activity, 

program, or function.Working ConditionsWork is performed in a hybrid office model, with the reservation to change at any time.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice 

President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

FACULTY INSTITUTIONAL COORDINATOR II 9041 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks according to expectations on a 

variety of Faculty Affairs tasks/projects that involve complexities with a much broader scope of work. Consistently produces high quality results with limited supervision. Interacts with team members (internal and external) in a tactful, 

pleasant, and effective way. Development of self is through continual learning and training experiences, self-study and by seeking guidance and direction from more senior members of the team. Position requires an intense attention to detail 

with accuracy, the ability to multi-task, exercise initiative and sound judgment in responding to customer inquiries (both internal and external) promptly, courteously and in accordance with established policies and procedures. Must have the 

ability to maintain confidential information.Experience and EducationHigh school graduation or equivalent and eight (8) years administrative experience in business, medical, scientific, or health care environment. Advanced degree may 

contribute towards years of experience.Preferred: Minimum one (1) year experience on the UT Southwestern Medical School Dean's Office team as a Faculty Coordinator 1. Job DutiesFaculty Affairs liaison to assigned 

Departments/Centers/School.Processes all requests and/or provides guidance and direction to assigned Departments/Centers.Processes a variety of faculty appointment packets for assigned Departments/Centers/School. Processes faculty 

change requests for assigned Departments/Centers/School.Processes Faculty Early Access requests for assigned Departments/Centers/School.Tracking of Letters of Intent of faculty recruits.Hiring of faculty in Peoplesoft for assigned 

Departments/Centers/Schools.Review/approval of Peoplesoft HCM forms. Responsible for managing the transcripts for all Faculty in assigned Departments/Centers/School.Coordinates all aspects of new and existing faculty academic 

appointments in large and complex departments. Coordinates in the Records Retention process. Coordinates with the annual faculty contracts (MOAs). May provide one-on-training to newer members on the team.Coordination of the annual 

Promotion & Tenure Process.Coordination of the annual Post Tenure Process.Coordination of the annual faculty evaluation process.Coordination of design/launch of a variety of RedCap surveys for senior physician leadership.May provide data 

requests / reports.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires extensive experience with spreadsheet, word processing, and database software.Work requires strong written and verbal communication 

skills.Work requires ability to organize and prioritize work to meet deadlines.Work requires contact with all levels within the organization via email and Microsoft Teams.Work may require sitting for long periods of time.Work requires ability to 

read, write, analyze data, develop plans and procedures, and coordinate persons and other resources to accomplish goals.Work requires responsibility for reviewing, developing, recommending, and implementing policies and procedures 

relating to assigned activity, program, or function.Working ConditionsWork is performed in a hybrid office model, with the reservation to change at any time.Any qualifications to be considered as equivalents in lieu of stated minimums require 

prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

FACULTY INSTITUTIONAL COORDINATOR SR 9040 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Senior Faculty Coordinator is able to 

successfully work mostly autonomous managing and executing a very broad spectrum of complex projects/duties with consistent accuracy and timeliness in collaboration with Faculty Affairs Leadership and/or Institutional Leadership. Plans, 

leads, oversees staff on the team who are of lower rank. Provides integrated, strategic guidance and leadership to client constituents on faculty affairs policies, regulations, and processes, to include equal opportunity/affirmative action 

employment, recruitment and hiring options, contract administration, compensation, promotions and tenure, disciplinary procedures, employee benefits, and training. Coordinates consultation and response on best practices in specific 

situations, as appropriate. Supervises and coordinates the day-to-day activities of lower level consultants and/or technical staff, as appropriate.Experience and EducationBachelor's degree and ten (10) years administrative experience in 

business, medical, scientific, or health care environment. One year of direct or working supervision required. Advanced degree may contribute towards years of experience.Preferred: Minimum two (2) years' experience on the UT Southwestern 

Medical School Dean's Office team as a Faculty Coordinator 2. . Job DutiesServes as Faculty Affairs liaison to assigned Departments/Centers/School. Serves as consultant and subject matter expert on all issues related to tenure and promotion, 

faculty contracts, compensation, and payroll.Participates in process improvements, training and educational programs related to Faculty employment processes and policies, as appropriate. Processes a variety of faculty appointment packets 

for assigned Departments/Centers/School. Processes faculty change requests for assigned Departments/Centers/School.Processes Faculty Early Access requests for assigned Departments/Centers/School.Tracking of Letters of Intent of faculty 

recruits.Reviews and approves Peoplesoft HCM forms. Manages the transcripts for all Faculty in assigned Departments/Centers/School.Performs and oversees all aspects of new and existing faculty academic appointments in large and complex 

departments. Assists in the Records Retention process, per policy. Assists with the Annual faculty contracts (MOAs) process.Coordinates the Promotion & Tenure Process.Coordinates the Post Tenure Process.Coordinates the annual faculty 

evaluation process.Designs and implements RedCap surveys for senior physician leadership.Reviews of Letter of Intent packets submitted by Departments/Centers/School.Creates data requests / reporting.Participates in the planning, 

development, and implementation of operating policies, processes, systems, and communication programs related to faculty affairs.May directly supervise and/or provide working supervision.Coordinates consultation and response on best 

practices in specific situations, as appropriate. Creates, produces, and delivers a range of promotional, educational, and informational presentations, and/or resource materials related to program activities and initiatives.Performs other duties 

as assigned.Knowledge, Skills & AbilitiesStrong attention to detail. Ability to make administrative and procedural decisions and judgments on sensitive, confidential issues.Demonstrated ability to analyze, resolve, and develop long-term 

solutions to a wide variety of complex and unpredictable problems.Ability to design and implement programs to ensure institutional compliance with federal, state, and university policies and best practices.Demonstrated ability to work 

effectively both independently and cooperatively as a member of a team.Work requires extensive experience with spreadsheet, word processing, and database software.Strong interpersonal and communication skills and the ability to work 

effectively with a wide range of constituencies in a diverse community.Work requires ability to organize and prioritize work to meet deadlines.Work requires contact with all levels within the organization via email and Microsoft Teams.Work 

may require sitting for long periods of time.Work requires ability to read, write, analyze data and develop plans, procedures, and coordinate persons and other resources to accomplish goals.Work requires responsibility for reviewing, 

developing, recommending, and implementing policies and procedures relating to assigned activity, program, or function.Working ConditionsWork is performed in a hybrid office model, with the reservation to change at any time.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

FACULTY PRACTICE FINANCIAL ANALYST SR 9223 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3C2B

Prof Accounting-Fin Analyst 

Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor degree in 

Business or Healthcare Administration, Information Services or equivalent, is required; a Master degree is preferred. Related four (4) years of financial, information technology or accounting experience including advanced skills with relevant 

operating systems and hardware experience required. Work experience in healthcare is preferred. Job Duties1. Provides financial decision support for senior university management, clinical departments, and billing operations.2. Identifies areas 

of financial risk and alerts departments of unfavorable trends. Develops and/or modifies existing reporting tools in order to find the root cause and addresses them.3. Organizes financial data used for forecasting and modeling using Excel, SQL, 

Power BI, etc.4. Provides quality assurance over key system master files, to insure accurate financial results.5. Publishes interactive data sets to a shared drive for use by clinical departments and other key members of the organization. Designs 

automated reports allowing users to drill down to area(s) of interest.6. Completes adhoc complex projects as requested.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

FACULTY PRACTICE FINANCIAL MANAGER 7031 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor degree in 

Business or Healthcare Administration, Information Services or equivalent is required; a Master degree is preferred.  Experience working with relevant operating systems and hardware for at least six (6) years plus four (4) years cumulative 

experience performing financial analysis, personnel management, training and/or consulting services is required.      Job Duties  Provides financial decision support for senior university management, clinical departments, and billing operations.       

Prepares and communicates billing collection projections for clinical departments.       Identifies areas of financial risk and alerts departments of unfavorable trends.  Develops and/or modifies existing reporting tools in order to find the root 

cause and addresses them.      Organizes financial data used for forecasting and modeling.        Works with clinical departments to provide collections forecasts and assists departments with their budget as appropriate.       Publishes standard 

financial reports and interactive data sets to a shared drive for use by clinical departments and other key members of the organization.  Designs automated reports allowing users to drill down to area(s) of interest and compare budget line 

items, billing operations work flows, etc.    Provides strategic consultation and guidance to clinical staff and management to address financial issues and optimize financial impact on respective business initiatives.      Provides direct supervision 

for staff, including performance appraisals, training, scheduling and handling various personnel issues as needed.      Completes complex projects as requested.        Performs other duties as assigned.          **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FACULTY RECRUITER 9599 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H4B Prof Svcs-HR-Tal Acqui Part Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide advanced and efficient faculty sourcing and recruitment activities for departments and centers at UT Southwestern Medical Center.Experience and EducationBachelor's Degree in business administration or related field or equivalent 

and a minimum of three (3) years of provider recruitment preferred. Applicants without the stated preferred degree, but with significant additional related experience may be considered. AAPPR certification preferred.Job DutiesParticipates in 

recruitment activities such as internet searches and placement of initial introductory calls to potential candidates, makes follow-up calls to candidates to ascertain level of interest, secures CV/resume and disseminates to appropriate 

individuals for initial screening; logs CV/resume in database file; assists in marketing and advertising of faculty positions; develops ongoing protocol for contacting various physician residency and fellowship programs and arranges notices that 

specify current needs; facilitates job openings in the HCM system.Consults with Departments on staffing needs.Develops and executes appropriate sourcing plan.Pre-screens and qualifies candidates.Assist with scheduling and coordination of 

interview schedules.Maintains appropriate documentation, recruiting metrics and confidentiallity.Attends meetings with the Manager as necessary; participates in recruitment activities internally and externally.Attends job fairs, posts 

positions on internal and external websites, and develops new recruiting sources.Assists in projects as directed by the Manager.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work 

requires excellent written communications skills.Work requires telephone and personal contact with all levels of internal and external personnel and organizations to explain and interpret policies and procedures, federal and state laws, or 

guidelines relating to Human Resource management, and resolve complex issues.Work requires ability to prioritize and organize work to meet deadlines.Work requires ability to utilize computer and spreadsheet and word processing 

software.Work requires reading, writing, simple arithmetic, analyzing data, writing reports, interpreting policies and procedures, and organizing people and resources to meet goals.Work requires a high level of professionalism and 

confidentiality.Working ConditionsWork is performed primarily in general office area.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

FINANCIAL AFFAIRS ANALYST LEAD 9123 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3C2B

Prof Accounting-Fin Analyst 

Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

finance, accounting, or related field and six (6) years' experience in finance with demonstration in planning, forecasting, and financial analysis, plus analytical ability to understand complex financial activities of healthcare initiatives (or research 

initiatives depending on department needs). Job DutiesProvides financial support for all areas of department.Reviews and plan for various financial projections within team. Identifies areas of financial risk, present findings, and makes 

recommendations to management.Plans, leads, coordinates, and manages budgeting and forecasting activities. Evaluates, prioritizes, assigns and implements capital projects.Manages, directs and plans evaluation of departments or team's 

financial performance. Develops and recommends actions to achieve financial objectives.Provides strategic consultation and guidance to management on financial or compliance issues, evaluates business processes and creates 

recommendations for optimizing impact on business initiatives. Performs financial analysis on various projects. Accesses and utilizes financial data from various data sources.Develops and manages work plans to meet target dates and 

deliverables.Completes complex projects as requested.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires forecasting and analyzing revenue and expense reports.Work requires strong oral and written communication 

skills.Work requires excellent customer service.Work requires ability to multi-task and handle multiple projects. Work requires maintaining and developing key business relationships to achieve departmental and organizational objectives.Work 

requires advanced Microsoft Excel, Access, and PowerPoint skills.Work requires knowledge of financial concepts, practices and procedures. Work requires wide range of creativity and latitude.Work requires experience in planning and 

accomplishing goals.Work requires creation and dissemination of complex spreadsheets and models.Work requires strong interpersonal, presentation, and organizational skills.Work requires leadership qualities to interpret and translate 

financial details into operational opportunities.Work requires good organizational skills.Working ConditionsWork is performed primarily in office environment.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.



FINANCIAL AID ADVISOR 3047 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4A5 Off-Admin Supp-Other PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociate's Degree and 

one (1) year of financial aid experience required, or high school diploma/GED and three (3) years of financial aid experience required. Experience in PeopleSoft Campus Solutions preferred.Job DutiesProvides general financial aid information and 

customer service to students and prospective students.Coordinates presentations for incoming students, including orientations and other activities requested by departments or programs.Assists in performing needs analysis of student 

applicants. Responds to inquiries concerning determination of need and requests for revisions to awards and cost of attendance because of changes in circumstances.Provides information to students with respect to status of financial aid 

applications, program requirements, policies, and procedures, loan repayment plans, and options for having a successful repayment experience.Performs other duties as assigned.**Other Duties: Performs other duties as assigned. Working 

ConditionsWork is performed primarily in private office.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

FINANCIAL AID ADVISOR SR 3046 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H23 Prof Svcs-Stu/Edu Svcs Mid SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimum supervision to 

provide financial aid advising to student aid recipients and act as liaison between Office of Student Financial Aid and students, other departments, and outside governmental and non-governmental organizations. Coordinates and administers 

student financial aid programs with responsibility for assigned aspects of the operation such as administering scholarships, grants, and federal and institutional student loans for all schools. Evaluates, interprets and/or implements financial aid 

policies, procedures, and regulations.Experience and EducationBachelor's degree and one (1) year of financial aid experience or Associates degree and three (3) years of financial aid experience required. May consider additional years of 

experience in lieu of education. Job DutiesEvaluates, interprets, implements, and/or maintains financial aid policies, procedures, and regulations.Provides information to students with respect to status of financial aid applications, program 

requirements and policies, and procedures.Works with advising students as well as community members on the financial aid application process, eligibility, need analysis, awards, disbursement, federal/state institutional policies procedures. 

May help students to craft a financial plan.Provides general financial aid information and customer service to students and prospective students, and one-on-one counseling.Delivers training and information to students and departments as 

needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesMaintains a thorough knowledge of financial aid topics including costs of attendance, federal and institutional need analysis, award packaging, financial aid options, outside 

scholarships and other resources, payment and financing options, loan applications and certifications, billing, disbursement, aid applications, withdrawals, re-admits, timelines/deadlines, policies, and procedures.Maintains knowledge of state 

and federal regulations and internal policies and procedures to ensure accurate and efficient interpretation of information and to ensure program compliance.Work requires incumbent to resolve work problems as they arise, referring to 

supervisor only those situations which involve interpretation of policy or establishment of new procedure.Work requires exercise of considerable judgment in interpretation of policy and/or application of procedures and practices to work 

problems.Work requires devotion of more than 25% of time to contacts with federal and state agencies, deans, and other offices on campus, private organizations offering funds for financial aid, and student applicants for financial aid and their 

parents.Working ConditionsWork is performed primarily in private office environment. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

FINANCIAL ANALYSIS MANAGER 9229 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

finance, accounting, or related field and six (6) years experience in finance with demonstration in planning, forecasting, and financial analysis, plus analytical ability to understand complex financial activities of Health System required.  A 

Master's degree in Business and Healthcare experience preferred.      Job Duties  Provides financial support for all areas of UT Southwestern.        Develops multi-year cash flow projections.        Identifies areas of financial risk, present findings, 

and makes recommendations to management.       Develops annual forecast of capital needs and manages allocation of funds.       Plans, leads, coordinates, and manages budgeting and forecasting activities.  Evaluates, prioritizes, assigns and 

implements capital projects.      Manages, directs and plans evaluation of company's financial performance.  Develops and recommends actions to achieve company financial objectives.      Provides strategic consultation and guidance to 

management on financial issues, evaluates business proposals and creates recommendations for optimizing financial impact on business initiatives.     Manages financial analyst staff.        Completes complex projects as requested.        Performs 

other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FINANCIAL ANALYST I 9122 N 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3C2C Prof Accounting-Fin Anlst-NE PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

finance, accounting, or other related field and no experience required.     Job Duties  1.  Completes monthly financial management reports and reviews all reports for errors and inconsistencies; analyzes variations in forecasts and actual 

performance; determines reasons for variance; develops recommendations for improvement; completes written summaries of financial data.2.  Assists with preparing monthly financial reports, schedules for annual financial reports, and 

reports to various government agencies, ensuring conformance of such reports with applicable procedures and regulations of University of Texas System and Federal and State agencies concerned.3.  Identifies areas of poor performance, 

presents findings, and makes recommendations to upper management.4.  Prepares financial models and conducts financial analyses.5.  May assists in maintaining controls for policies and procedures for financial system; develops and 

maintains delegation of authority of various procedures, such as check requests, refunds, invoice approval, bad debt write-offs, etc.6.  Assists with special projects as requested.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FINANCIAL ANALYST I U9122 N T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3C2C Prof Accounting-Fin Anlst-NE PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

finance, accounting, or other related field and no experience required.     Job Duties  Completes monthly financial management reports and reviews all reports for errors and inconsistencies; analyzes variations in forecasts and actual 

performance; determines reasons for variance; develops recommendations for improvement; completes written summaries of financial data.    Assists with preparing monthly financial reports, schedules for annual financial reports, and 

reports to various government agencies, ensuring conformance of such reports with applicable procedures and regulations of University of Texas System and Federal and State agencies concerned.    Identifies areas of poor performance, 

presents findings, and makes recommendations to upper management.       Prepares financial models and conducts financial analyses.        May assists in maintaining controls for policies and procedures for financial system; develops and 

maintains delegation of of various procedures, such as check requests, refunds, invoice approval, bad debt write-offs, etc.     Assists with special projects as requested.        Performs other duties as assigned.          **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FINANCIAL ANALYST II 9120 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3C2A

Prof Accounting-FinAnalyst 

Mid PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

finance, accounting, or related field and two (2) years progressively responsible experience in finance and/or accounting with experience in planning, forecasting, and financial analysis.   Job Duties  1.  Completes variety of monthly financial 

management reports and reviews all reports for errors and inconsistencies; analyzes variations in forecasts and actual performance; determines reasons for variance; develops recommendations for improvement; completes written summaries 

of financial data.2.  Prepares monthly financial reports, schedules for annual financial reports, and reports to various government agencies, ensuring conformance of such reports with applicable procedures and regulations of University of 

Texas System and Federal and State agencies concerned.3.  Identifies areas of poor performance, presents findings, and makes recommendations to upper management.4.  Prepares financial models and conducts financial analyses.5.  May 

maintain controls for policies and procedures for financial systems; develops and maintains delegation of authority on various procedures, such as check requests, refunds, invoice approvals, bad debt write-offs, etc.6.  Completes special 

projects as requested.7.  Performs other duties as assigned.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FINANCIAL ANALYST II U9120 Y T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3C2A

Prof Accounting-FinAnalyst 

Mid PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

finance, accounting, or related field and two (2) years progressively responsible experience in finance and/or accounting with experience in planning, forecasting, and financial analysis.   Job Duties  Completes variety of monthly financial 

management reports and reviews all reports for errors and inconsistencies; analyzes variations in forecasts and actual performance; determines reasons for variance; develops recommendations for improvement; completes written summaries 

of financial data.    Prepares monthly financial reports, schedules for annual financial reports, and reports to various government agencies, ensuring conformance of such reports with applicable procedures and regulations of University of Texas 

System and Federal and State agencies concerned.    Identifies areas of poor performance, presents findings, and makes recommendations to upper management.       Prepares financial models and conducts financial analyses.        May maintain 

controls for policies and procedures for financial systems; develops and maintains delegation of authority on various procedures, such as check requests, refunds, invoice approvals, bad debt write-offs, etc.     Completes special projects as 

requested.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FINANCIAL ANALYST SR 9119 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3C2B

Prof Accounting-Fin Analyst 

Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

finance, accounting, or other related field and four (4) years progressively responsible experience in finance and/or accounting with experience in planning, forecasting, and financial analysis.   Job Duties  1.  Completes variety of complex 

monthly financial management reports and reviews all reports for errors and inconsistencies; analyzes variations in forecasts and actual performance; determines reasons for variance; develops recommendations for improvement; completes 

written summaries of financial data.2.  Prepares and/or supervises preparation of monthly financial reports, schedules for annual financial reports, and reports to various government agencies, ensuring conformance of such reports with 

applicable procedures and regulations of University of Texas System and Federal and State agencies.3.  Identifies areas of poor performance, presents findings, and makes recommendations to upper management.4.  Prepares financial models 

and conducts financial analyses.5.  May maintain controls for policies and procedures for financial system; develops and maintains delegation of authority of various procedures, such as check requests, refunds, invoice approval, bad debt write-

offs, etc.6.  Completes more complex special projects as requested.7.  Performs other duties as assigned.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

FINANCIAL ANALYST SR P9119 Y T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 N 3C2B

Prof Accounting-Fin Analyst 

Sr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

finance, accounting, or other related field and four (4) years progressively responsible experience in finance and/or accounting with experience in planning, forecasting, and financial analysis. Job Duties1. Completes variety of complex quarterly 

financial management reports by clinical department and reviews all reports for errors and inconsistencies; analyzes variations in performance; determines reasons for variance; and develops recommendations for improvement..2. Prepares 

and/or supervises preparation of monthly financial reports and performs monthly cost accounting processes as assigned.3. Identifies areas of opportunity, presents findings, and makes recommendations to upper management.4. Prepares 

financial models and conducts financial analyses.5. May maintain controls for policies and procedures for financial system; develops and maintains delegation of authority of various procedures, such as check requests, refunds, invoice 

approval, bad debt write-offs, etc.6. Completes more complex special projects as requested.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

FINANCIAL ANALYST SR U9119 Y T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3C2B

Prof Accounting-Fin Analyst 

Sr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

finance, accounting, or other related field and four (4) years progressively responsible experience in finance and/or accounting with experience in planning, forecasting, and financial analysis.   Job Duties  1.Completes variety of complex 

quarterly financial management reports by clinical department and reviews all reports for errors and inconsistencies; analyzes variations in performance; determines reasons for variance; and develops recommendations for 

improvement..2.Prepares and/or supervises preparation of monthly financial reports and performs monthly cost accounting processes as assigned.3.Identifies areas of opportunity, presents findings, and makes recommendations to upper 

management.4.Prepares financial models and conducts financial analyses.5.May maintain controls for policies and procedures for financial system; develops and maintains delegation of authority of various procedures, such as check requests, 

refunds, invoice approval, bad debt write-offs, etc.6.Completes more complex special projects as requested.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

FLOAT AMBULATORY NURSE COORDINATOR 2027 Y P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A4 Float Nurse-Level 1 NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationLicensure as Registered 

Nurse by Board of Nurse Examiners for State of Texas and CPR certification orBasic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)are required. Two (2) year of 

ambulatory clinical nursing experience is preferred. Strong communication skills and the ability to facilitate team based care.Job Duties1. Functions as team lead for a group of clinical staff (POD) assigned to specific patients to ensure efficient 

and effective patient care coordination of clinical procedures.2. Ensures all patient quality metrics are completed by staff during the clinic visit(s) per protocols by staff to meet ACO requirements.3. Assign clinical duties as needed to ensure 

effective workflows, patient care requirements are meet and clinical quality and safety measures are followed.4. Works with supervisor to ensure staff has been oriented and trained for duties assigned.5. Monitors patient registries for patients 

assigned to respective POD.6. Coordinate follow-up and assign duties to clinical staff for patients in POD registries in order to close care gaps as defined by the ambulatory clinical quality program.7. Monitors patient telephone requests and 

MyChart in-baskets for POD to ensure timely response to patient communications. Coordinates team assignments to effectively and efficiently respond to patient messages.8. Duties performed may include one or more of the following core 

functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient 

financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

FLOAT CERTIFIED MEDICAL OFFICE ASSISTANT 1916 Y C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 5E4B Medical Technician-Cert MOA CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and CPR certification orBasic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Completion of Medical Assistant training in an approved program, or one (1) year 

experience patient care in a physician office practice. Medical Assistant certification and maintenance of current certified status obtained through one of the following: The American Association of Medical Assistants, the American Medical 

Technologists Association, the National Association for Health Professionals, the National Center for Competency Testing, The National Healthcareer Association or American Allied Health.Job Duties1. Under general supervision of physician 

and/or nurse provides clinical support to various clinics' physicians and nurses in delivery of patient clinical care and administrative support.2. Performs procedures such as visual acuity, eye muscle balance, developmental and/or 

musculoskeletal screening. Draws blood specimens from patients and performs related clinical duties.3. Escorts or transports patients to exam or treatment rooms.4. Assists in care of patients by preparing exam rooms for patient care, 

facilitating use of diagnostic equipment, and ensuring availability of needed patient information, such as reports of diagnostic exams and medical records.5. Takes, records, and reports patient vital signs using medical equipment.6. Inspects 

equipment and facilities visually and physically to ensure patient safety and proper functioning of all equipment.7. Serves as preceptor and resource for newly-hired medical assistants by actively participating in their integration and 

assimilation into the department.8. May provide occasional working supervision to non-licensed medical and/or clerical office support personnel.9. Functions as a clinic safety officer, verifying each employee's knowledge of fire safety and the 

evacuation plan for the work area.10. Responds to patient questions regarding their accounts, billing, and insurance.11. Documents patients care interventions and education in medical records.12. Performs variety of administrative/clerical 

duties, such as receiving and scheduling patient appointments, distributing mail, and preparing reports and correspondence. Ensures appropriate patient consent and authorization forms are obtained for research and/or medical treatment.13. 

Maintains current customer service, clinical, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures. Maintains adequate stock of 

supplies as required for work area.14. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research 

participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FLOAT CLINIC STAFF ASSISTANT I 1914 Y 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 4B2 Office-Clinic Staff Assist Jr CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or GED required.  Bachelor's degree in related field and/or related experience preferred but not required. Job Duties  This job directly interacts with patients on the phone and/or face-to-face to support the front office operations of the 

outpatient clinics; works under close supervision to learn and demonstrate proficiency in a minimum of one (1) clinical front office operation within 6 months as well as other duties; and, maintains a patient centered attitude at all times, 

demonstrating compassion and empathy for patients and their families.  The job offers a career ladder based on progressive responsibilities and performance.1.Learns and demonstrates proficiency in a minimum of one of the following clinical 

front office operations:a)Patient Registration and Schedulingb)Patient Access Call Center  c)Patient Arrival & Admittingd)Patient Financial Services/Collectionse)Patient After Visit Schedulingf)Medical Insurance Verificationg)Internal & External 

Referrals Managementh)Procedure Precertification & Authorization2.Learns and maintains up-to-date knowledge of the EPIC electronic medical record (EMR) system, front office clinical workflows and policies and procedures.3.Delivers 

superior customer service, representing UT Southwestern in a positive and professional manner to patients, colleagues and the community.5.Maintains patient confidentiality in accordance with HIPAA and UT Southwestern policy.6.Maintains 

neatness of customer waiting area; keeps area stocked with pamphlets and other materials as appropriate.7.Ensures adequate inventory of items necessary for day-to-day functions of clinic, such as office supplies and patient forms.8.Duties 

performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, 

releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FLOAT CLINIC STAFF ASSISTANT II 1912 Y 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4B2 Office-Clinic Staff Assist Jr CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate and successful completion of UT Southwestern CSA Program requirements and at least 6 months experience as CSA I or Float CSA I.  Bachelor's degree preferred. Job Duties  Maintains high level of customer service to all internal and 

external customers.       Answers patient phone calls utilizing UT Southwestern PROS concepts.  Schedules patient appointments utilizing demographic and registration best practices model.  When necessary, able to problem solve utilizing 

department protocols as necessary to meet patient's needs.  Documents detailed patient information onto either manual form or electronic medical system and forwards to appropriate medical personnel as established by department 

protocol.  Greets and directs patients and/or visitors to appropriate location, providing information as needed.  Confirms registration information and updates as appropriate; obtains pertinent information to complete all required forms.  

Arrives patient in registration system.  Ensures all patients are continually informed of their visit status when appointments are delayed.   Per department standards, schedules appointments and follow-up visits and/or surgery, laboratory 

testing, etc. to ensure efficiency of patient care.  Receives patient payments, enters payment information per standard into billing system, and provides receipt for payment to all patients.    Pre-certifies third party payers; obtains referrals for 

patients; works closely with physicians and nurses regarding patient care issues.  Maintains knowledge of relevant CPT and ICD9 codes required for processing patient billing.  Ensures charges for services rendered are entered into system in 

timely and accurate manner.  Maintains knowledge of relevant billing issues to reduce automated edits in billing system.  Maintains patient confidentiality in accordance with university and department policy.       Attends minimum of three (3) 

hours of Clinic Staff Assistant Program continuing education per year.       Maintains neatness of customer waiting area; keeps area stocked with pamphlets and other materials as appropriate.       May ensure adequate inventory of items 

necessary for day-to-day functions of clinic, such as office supplies and sample medications.      May provide working supervision for Clinic Staff Assistants in training (CSA I's).       Duties performed may include one or more of the following core 

functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient 

financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FLOAT CLINIC STAFF ASSISTANT III 1913 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4B2A Office-Clinic Staff Assist Sr CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation and successful completion of UT Southwestern training modules required; Bachelor's degree and one (1) year experience preferred.    Job Duties  Maintains high level of customer service to all internal and external customers.       

Answers patient phone calls utilizing UT Southwestern PROS concepts.  Schedules patient appointments utilizing demographic and registration best practices model.  When necessary, able to problem solve utilizing department protocols as 

necessary to meet patient's needs.  Documents detailed patient information onto either manual form or electronic medical system and forwards to appropriate medical personnel as established by department protocol.  Greets and directs 

patients and/or visitors to appropriate location, providing information as needed.  Confirms registration information and updates as appropriate; obtains pertinent information to complete all required forms.  Arrives patient in registration 

system.  Ensures all patients are continually informed of their visit status when appointments are delayed.   Per department standards, schedules appointments and follow-up visits and/or surgery, laboratory testing, etc. to ensure efficiency of 

patient care.  Receives patient payments, enters payment information per standard into billing system, and provides receipt for payment to all patients.    Pre-certifies third party payers; obtains referrals for patients; works closely with 

physicians and nurses regarding patient care issues.  Maintains knowledge of relevant CPT and ICD9 codes required for processing patient billing.  Ensures charges for services rendered are entered into system in timely and accurate manner.  

Maintains knowledge of relevant billing issues to reduce automated edits in billing system.  Maintains patient confidentiality in accordance with university and department policy.       Attends minimum of three (3) hours of Clinic Staff Assistant 

Program continuing education per year.       Maintains neatness of customer waiting area; keeps area stocked with pamphlets and other materials as appropriate.       May ensure adequate inventory of items necessary for day-to-day functions 

of clinic, such as office supplies and sample medications.      May provide working supervision for Clinic Staff Assistants in training (CSA I's).       Duties performed may include one or more of the following core functions:  a) Directly interacting 

with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.  Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

FLOAT CLINIC STAFF COORDINATOR 1959 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4B8 Office-Clinic Staff Coord CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and two (2) years experience at the level of CSA II or equivalent performing in a patient care front office or back office environment (in areas such as admitting, insurance verification, billing, and scheduling); or 

Bachelor's degree in related field and six (6) months experience performing in a patient care front office or back office environment (in areas such as admitting, insurance verification, billing, and scheduling). Job Duties  1.Maintains high level of 

customer service to all internal and external customers.  Functions as patient "service recovery" expert as needed.2.Working Supervision Given:  a.Oversees performance of tasks within function of clinic (patient phone calls, check-in, check-out, 

billing activities, scheduling, etc.).  Provides working supervision to Clinic Staff Assistants (CSA staff) to ensure appropriate guidelines are followed.b.Functions as preceptor to ensure CSA staff receive orientation to work tasks.  Creates and/or 

maintains templates for CSA staff functions as needed.  Provides regular feedback and training to CSA staff regarding performance.c.Gives feedback to Clinic Staff Supervisor for performance reviews of CSA staff.3.Operations:  a.Ensures 

adherence to policies and procedures; works with Clinic Staff Supervisor by assisting in recommendations and/or implementation of changes as necessary to maintain efficient clinic.b.Monitors "bump" list, handling of appointment 

cancellations, and overbooking approvals.c.May assist in coordinating scheduling services with affiliates (Parkland, Childrens, etc). d.May coordinate surgical block time and availability.e.Orders, stocks, and maintains variety of supplies, 

including office supplies and forms.f.Ensures integrity and availability of patient information by staff; maintains patient confidentiality in accordance with university and department policy.g.Performs CSA staff duties as necessary.h.Functions 

as liaison with other departments, offices, and divisions regarding clerical clinic functions as needed.4.Quality Assurance:  a.Participates in phone audits as necessary.b.Assists Clinic Staff Supervisor with preparation of monthly quality 

assurance documents as required.c.Gathers data for analysis and reporting.5.Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring 

for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



FLOAT CT TECHNOLOGIST U5594 RA2 $49,821.00 $79,231.00 $105,033.00 $4,151.75 $6,602.58 $8,752.75 $191.62 $304.73 $403.97 $23.95 $38.09 $50.50 N 3B4 Prof Technologist-CT ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAmerican Registry of 

Radiologic Technologists - ARRT (CT) required. Licensed by Texas Medical Board (TMB) as a Medical Radiologic Technologist. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red 

Cross (ARC) by first day of employment is required. Associates degree in Radiologic Sciences or Graduate from AMA approved school; Bachelor's degree preferred.Job DutiesReview physician orders for accuracy, diagnosis, and applicability to 

selected CT protocol. Screen patients for contrast allergies, contraindications, and appropriateness that would prohibit or modify the CT exam. Communicate with Radiologists to discuss stat/urgent findings. If modification of a CT protocol is 

necessary consult with radiologist to determine appropriate CT exam, and document changes as appropriate in electronic health record. Ensure other resources such as nursing, anesthesia, and scheduling are in order. Interviews patient (two 

patient identifier), conducts patient screening and obtains medical history pertaining to procedure's clinical criteria. Explains procedure and instructs patient on necessary requirements needed to provide diagnostic images. Answers questions, 

screening, and administration for oral and IV contrast for relevant exams. Administers intravenous injections of contrast material as appropriate, while observing patients for adverse reactions. Assists the physician as needed in performing 

procedures. Ensures that images and information are properly documented with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in 

accordance with age specific criteria. Completes exam charges and image documentation in a timely manner. Performs CT exams ensuring that patient meets radiation safety requirements to ALARA principles. Assist patient in dressing for 

exam and attends to patient's physical well-being while transporting to and from exam room and positioning for exam. Instructs/communicates with patient and/or patient's family (as appropriate) regarding the tests to be performed and 

evaluates the patient's ability to tolerate.Quality Control ~ Performs QC testing and reports problems with CT system and workstations to the service engineer/biomed, with additional correspondence sent to the physicist and imaging 

leadership. Maintains various QA compliances including ACR requirements (ex. daily, monthly, yearly QC) and archives. Participates in accreditation imaging requirements. Must be able to lift 40-50lbs.Responds to inquiries/calls/emails in a 

timely and professional manner. Utilizes the organizational culture behaviors to include PACT and AIDET. Actively participates in codes and rapid responses. Communicates shift hand off regarding workflow issues with equipment or pending 

exams with oncoming staff. Engages in equitable distribution of departmental workloads. Actively participates in providing orientation and training for new hires and students ensuring that procedures are performed according to set 

standards. Functions in the department as a part of an interdisciplinary team, and collaborates in the care and service delivery process of patient care through effective communication with other service lines.Prioritizes exams with scheduling 

exams to ensure smooth workflow, minimize wait times and address stat requests. Adheres to hospital policies, procedures, competencies, regulatory compliance, infection control, hospital education, new yearly metrics/department goals, 

patient satisfaction, and fiscally responsible with regards to equipment, supplies scheduling, overtime, etc. Maintains patient confidentiality (HIPAA) and ensures that all processes and procedures are maintained to secure and protect all 

workstations in all work areas.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to 

recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and 

suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that work in tandem within 

interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

FLOAT DIAGNOSTIC TECHNOLOGIST U5593 RA1 $46,529.60 $69,097.60 $91,686.40 $3,877.47 $5,758.13 $7,640.53 $178.96 $265.76 $352.64 $22.37 $33.22 $44.08 N 3B6 Prof Technologist-Diagnostic ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAmerican Registry of 

Radiologic Technologists - ARRT (R) required. Licensed by Texas Medical Board (TMB) as a Medical Radiologic Technologist. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC) by frist day of employment is required. Associates degree in Radiologic Sciences or Graduate from AMA approved school.Job Duties1. Review physician orders for accuracy, diagnosis, and applicability to select Diagnostic exam. 

Communicate with Radiologists to discuss stat/urgent findings. If modification of a diagnostic protocol is necessary consult with radiologist to determine appropriate diagnostic exam, and document changes as appropriate in electronic health 

record. Ensure other resources such as nursing, anesthesia, and scheduling are in order. 2. Interviews patient (two patient identifier) and obtains medical history pertaining to prescribed exam's clinical criteria. Explains procedure and instructs 

patient on necessary requirements needed to provide diagnostic images. Answers questions and screens patients regarding the administration of oral and IV contrast. Observes patients for adverse reactions. Able to activate the organizations 

emergency codes. 3. Assists the physician as needed in performing diagnostic procedures. Ensures that images and information are properly documented with patient identification data and appropriate labeling in the electronic health record. 

Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria. 4. Completes exam charges and image documentation in a timely manner. Performs diagnostic exams 

ensuring that patient meets radiation safety requirements to ALARA principles. Assist patient in dressing for exam and attends to patient's physical well-being while transporting to and from exam room and positioning for exam. 

Instructs/communicates with patient and/or patient's family (as appropriate) regarding the tests to be performed and evaluates the patient's ability to tolerate.5. Performs QC testing and reports problems with Diagnostic system and 

workstations to the service engineer/biomed, with additional correspondence sent to the physicist and imaging leadership. 6. Maintains various quality control and radiation safety compliance including (ex. daily, monthly, yearly QC) and 

archives. Must be able to lift 40-50lbs.7. Responds to inquiries/calls/emails in a timely and professional manner. Utilizes the organizational culture behaviors to include PACT and AIDET. Actively participates in codes and rapid responses. 8. 

Communicates shift hand off regarding workflow issues with equipment or pending exams with oncoming staff. Engages in equitable distribution of departmental workloads. 9. Actively participates in providing orientation and training for new 

hires and students ensuring that procedures are performed according to set standards. Functions in the department as a part of an interdisciplinary team, and collaborates in the care and service delivery process of patient care through 

effective communication with other service lines.10. Prioritizes exams with scheduling exams to ensure smooth workflow, minimize wait times and address stat requests. 11. Adheres to hospital policies, procedures, competencies, regulatory 

compliance, infection control, hospital education, new yearly metrics/department goals, patient satisfaction, and fiscally responsible with regards to equipment, supplies scheduling, overtime, etc. 12. Maintains patient confidentiality (HIPAA) 

and ensures that all processes and procedures are maintained to secure and protect all workstations in all work areas.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality 

expertise in applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders 

with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work 

requires ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

FLOAT MEDICAL OFFICE ASSISTANT 1915 Y C03 $27,725.00 $38,690.00 $49,655.00 $2,310.42 $3,224.17 $4,137.92 $106.63 $148.81 $190.98 $13.33 $18.60 $23.87 N 5E4 Medical Technician-MOA CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and 

EducationEDUCATION/EXPERIENCEHigh School diploma or equivalent, certified in cardiopulmonary resuscitation (CPR) or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC), and completion of Medical Assistant training in an approved program, or one (1) year experience patient care in a physician office practice. Will accept completion of EMT or Paramedic Training Program.Job DutiesTakes, records, and 

reports patient vital signs using medical equipment; performs procedures of low complexity such as visual acuity, development and/or musculoskeletal screening, POC testing, phlebotomy, EKG testing, and other approved clinic specific 

diagnostic testing.Escorts or transports patients to exam rooms or treatment rooms, or other areas as directed.Documents completion of patient care tasks in medical records, and reinforces education provided by the physician or nurse 

seeking assistance from the nurse or physician as appropriate. Confirms appropriate patient consent and authorization forms are signed for research and/or medical treatmentAssists in care of patients by preparing exam rooms for patient 

care, facilitating use of diagnostic equipment, and ensuring availability of needed patient information, such as results of diagnostic exams and medical records.Assumes responsibility for weekly autoclave temperature monitoring, POC testing 

QA, and monthly audit report on compliance as directed by clinic management.Serves as preceptor and resource for newly-hired medical assistants and medical assistant externs, actively participating in their integration into the 

department.May perform a variety of administrative/clerical duties, scheduling patient appointments, precertifying procedures, answering patient phones by collecting data to forward to the nurse for triage as directed.Inspects equipment and 

facilities visually and physically to ensure patient safety and proper functioning. Maintains adequate stock of supplies as required for work area.May function as a clinic safety officer, verifying each employee's knowledge of fire safety and the 

evacuation plan for the work area as directed.Maintains current customer service, clinical, and technical skills by attending training programs and procedures. Participates in annual skills competency review.May provide occasional working 

supervision to non-licensed medical and/or clerical office support personnel for clerical functions or other non-clinical activities.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

FLOAT MEDICAL OFFICE ASSISTANT COORDINATOR 2028 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5E4A

Medical Technician-MOA 

Coord CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and five (5) years experience as a medical assistant/patient care technician in a hospital or clinic setting, and successful completion of UT Southwestern supervisory training course within twelve (12) months of employment required. 

OR Associates degree in related field and 3 years experience as a Lead MOA preferred. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), required. Current MOA 

Certification required, through one of the following organizations: American Association of Medical Assistants, American Medical Technologists Association, National Association for Health Professionals, the National Center for Competency 

Testing, the National Health Career Association, or American Allied Health. Job DutiesAssists nursing manager/supervisor with oversight of daily work assignments and productivity of a group of Medical Office Assistants (MOA's) within one or 

more clinics/patient areas.Working Supervision Given: Coordinates staff schedules to ensure support of clinic operations. Works closely with nursing manager/supervisor and HR regarding recruiting, hiring staff, and disciplinary actions for 

clinic employees.Assists nursing manager/supervisor to ensure adequate training and supervision of MOA staff; gives timely feedback regarding issues with employee performance.Oversees MOA staff development, such as continuing 

education, orientation, and cross-training; gives input to nursing supervisor and/or physicians regarding employee performance evaluations. Manages vacation, sick leave, and time clock edits/approvals for MOA staff.Addresses employee 

satisfaction data as appropriate.Operations: Monitors clinc workflow and ensures adherence to policies and procedures; recommends and/or implements changes as necessary to maintain efficient clinic.Ensures integrity and availability of 

patient information by staff; maintains patient confidentiality in accordance with university and department policy.Functions as liaison with other departments, offices, and divisions regarding MOA clinic functions as needed.Inspects 

equipment and facilities visually and physically to ensure patient safety and proper functioning. Maintains adequate stock of supplies as required for work area. Performs MOA job duties as necessary. May function as clinic safety officer, 

verifying each employee's knowledge of fire safety and the evacuation plan for the work area as directed. POCT designee to train and recertify users. Duties performed may include one or more of the following core functions: (a)Directly 

interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) 

Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

FLOAT MRI TECHNOLOGIST U5595 RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B11 Prof Technologist-MRI ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAmerican Registry of 

Radiologic Technologist- ARRT (MR) or American Registry of Magnetic Resonance Imaging Technologists (ARMRIT). Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) 

by first day of employment is required. Graduate from an AMA approved school. Two years of MRI experience is preferred. Job DutiesReview physician orders for accuracy, diagnosis, sedation, and applicability to the MRI protocol. Screen 

patients for MRI appropriateness and review any contraindications for exams including implants, metallic devices, or other foreign objects, which would prohibit or modify the MRI exam. Discuss findings with the physicist and radiologist as 

applicable. If modification of a MRI protocol is necessary consult with radiologist to determine appropriate sequences, parameters, etc. Document changes as appropriate in electronic health record. Ensure other resources such as nursing have 

been schedule accordingly.Interviews patient (two patient identifier), conducts patient screening and obtains medical history pertaining to procedure's clinical criteria. Explains procedure and instructs patient on necessary requirements needed 

to provide diagnostic images. Answers questions/screening concerning procedures and IV contrast for relevant exams. Assists the physician as needed in performing procedures. Ensures that images and records are properly completed with 

patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria. Completes exam charges and image documentation in 

a timely manner. Administers intravenous injections of contrast material as appropriate, observes patients for adverse reactions. Performs MRI ensuring that patient meets safety requirements to MRI contraindications. Assist patient in 

dressing for exam and attends to patient's physical well-being while transporting to and from exam room and positioning for exam. Instructs/communicates with patient and/or patient's family (as appropriate) regarding the tests to be 

performed and evaluates the patient's ability to tolerate.Performs QC testing and reports problems with MRI systems and workstations to the service engineer/biomed, with additional correspondence sent to the physicist and imaging 

leadership.Maintains various data sets (ex. Baseline scans, 12 month scans, 24 month scans) and archives. Performs data calculations, scoring and statistical analyses while following established QC standards for digital images. Participates in 

accreditation imaging requirements.Performs post processing on MRI systems and remote workstations. May include, but not limited to, MIPing, MPR, 3-D rendering, qualitative and color mapping for breast imaging, ADC mapping and color 

mapping of diffusion scans, cardiac analysis to assess cardiac function including ejection fractions and wall thickness, spectroscopy analysis, and calculation of T1 and T2 values. Must be able to lift 40-50lbs. Responds to inquiries/calls/emails in 

a timely and professional manner. Communicates shift hand off regarding workflow issues with equipment or pending exams with oncoming staff. Engages in equitable distribution of departmental workloads. Actively participates in providing 

orientation and training for new hires and students ensuring that procedures are performed according to set standards. Functions in the department as a part of an interdisciplinary team, and collaborates in the care and service delivery 

process of patient care through effective communication with other service lines. Prioritizes exams with scheduling exams to ensure smooth workflow, minimize wait times and address stat and urgent requests. Adheres to hospital policies, 

regulatory compliance, new yearly metrics/department goals, patient satisfaction, and fiscally responsible with regards to equipment, supplies scheduling, overtime, etc. Maintains patient confidentiality and ensures that all processes and 

procedures are maintained to secure and protect all workstations in all work areas.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for human-subjects research participants; b) 

Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in 

applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the 

PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires 

ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

FLOAT OPERATIONS COORDINATOR - HOSPITAL CLINICAL OPERATIONS U5592 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H16 Prof Services-Other PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryWorking under supervision of Division 

Leadership this position will promote a professional, engaging and positive employee experience for all team members. Through trending data we can identify target areas to collaborate with Division Managers to create and implement new 

initiatives and processes that can drive business success and employee satisfaction.Experience and EducationBachelor's degree in Business Administration or related field preferred. Master's degree is a plus. Six (6) years of directly related 

experience with three (3) years in supervisory/management capacity. Former experience of working as employee engagement ambassador. Experience in a University Hospital setting is a plus.Job DutiesDevelops long-term strategies to 

promote and achieve a culture of service excellence and employee engagement.Develops and executes annual budgets and proposals, timelines and creative design to increase employee engagement and to sustain the employee 

culture.Develops and manages division and department specific programs and/or events in support of overall strategy.Oversees the overall production of internal Support Service Department communications, events and programs, materials, 

(including newsletters, pre-shifts, e-blasts, Sharepoint, etc.) for the purpose of communicating critical information to employees. Ensures all communications reaches multi-generations, diverse employees, and various levels of 

education.Develops employee recognition strategies to include reviewing, evaluating, and making recommendations for departmental recognition programs.Participates in ongoing analysis of key data identifying trends. Develops, evaluates 

and implements new processes to ensure employees are informed of company and property initiatives, programs and announcements.Works with the departments to collect timely data to support business initiatives through focus groups, 

surveys, one-on-one interviews, and other methodology; evaluates and applies the data to support decisions.Strategically collaborates with and builds relationships across functional divisions, departments, and key external 

stakeholders.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate clearly, effectively and professionally to any and all employees.Work requires emotional intelligence and awareness of one-self 

and circumstances of those we collaborate with.Work requires ability to self-manage by way of time-management, project/program management, multi-tasking, etc.Work requires the ability to work collaboratively with the team and 

understand the operation/division we support and how strategies applied effect the team.Working ConditionsWork is performed primarily in office setting.Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

FLOAT REGISTERED VASCULAR SONOGRAPHER U5596 RA4 $58,363.00 $89,038.00 $119,711.00 $4,863.58 $7,419.83 $9,975.92 $224.47 $342.45 $460.43 $28.06 $42.81 $57.55 N 3B1 Prof Technologist-Card ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationTwo (2) years' experience 

in ultrasound preferred. Associates Degree in Ultrasound Technology or Graduate of Accredited Sonography Program. Bachelor's degree preferred. American Registry of Diagnostic Medical Sonographers (ARDMS), Registered Vascular 

Technologist (RVT), and Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) by first day of employment is required. In the event that a sonographer is hired without RVT 

certification, they must obtain RVT certification within 6 months of hire date or can be terminated from their position.Job Duties1. Maintains work area in a clean and orderly condition and ensures that it is properly supplied for procedures. 

Demonstrates conscious effort to be good stewards of hospital resources to ensure facility financial goals are met. Checks equipment and accessories to ensure proper working order and notifies appropriate personnel for repairs. Responds to 

inquiries/calls regarding procedures in a timely manner. Communicates problems on shift with equipment or pending exams with appropriate staff. Engages in equitable distribution of departmental workloads. Participates in a learning 

experience with new employees and students. Performs quality control on assigned equipment and reports issues timely. Attends departmental and facility meetings/classes. Completes required courses/modules on time. Performs pertinent 

duties in the best interest of patients, personnel and the facility as assigned. Adheres to departmental time, attendance and tardiness guidelines. Wears employee ID and follows dress code policy. As appropriate, may assume supervisory 

responsibilities in the absence of the designated supervisor. Participates in all regulatory compliance activities.2. Patient Interaction: Verifies the patient's identification using two patient identifier as outlined in the hospital policies. 

Communicates with patients clearly and in a professional manner. Ensures proper patient preparation, verifies screening protocols, and answers questions. Evaluates patient's history and symptoms for the procedures clinical criteria. 

Instructs/communicates with patient and/or patients family (as appropriate) regarding the tests to be performed and assesses the patients ability to tolerate exam. Must demonstrate and maintain current knowledge, continued education and 

skills to provide appropriate care for the following age groups (specific to department): newborn, pediatric, young adult, adult and geriatric.3. Exam Performance: Performs color duplex imaging procedures to include carotid, extremity venous 

and arterial studies, abdominal Doppler, small parts, OB/GYN, general abdominal/body or other tests as assigned. Performs non-invasive imaging evaluation of arteries and veins by Doppler and plethysmographic techniques. Verifies the 

requisition/chart for valid written order, priority date, ordering comments, physician's notes, precautions and patient consent forms. Performs high quality US examinations according to exam protocol in a timely manner. Assists the physician 

as needed in performing additional imaging or biopsy procedures. Ensures that images and records are properly completed with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures 

accurately and in a timely manner in accordance with age specific criteria. Completes exam charges and image documentation and forwards to radiologist in a timely manner. Administers contrast material as appropriate, observes patients for 

adverse reactions.4. Job Performance May Include: Monitors and trains students in all areas of current competencies. Assists in the orientation and training of new staff. Participates in the modality specific QA/QC program and ensures 

compliance with regulations. Participates in various accreditation processes as directed.5. Organizes and participates in conferences, seminars, and technical meetings.6. Arranges for maintenance and repair of equipment following 

maintenance contract to eliminate or decrease down time of equipment.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, 

and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines.Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to 

devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that 

work in tandem within interdepartmental modalities.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

FLOAT SUPV IMAGING SERVICES OPERATIONS U5590 RA5 $63,794.00 $94,526.00 $125,259.00 $5,316.17 $7,877.17 $10,438.25 $245.36 $363.56 $481.77 $30.67 $45.45 $60.22 N 1D Supervisor CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationTwo years of college 

education or equivalent and three years as an Imaging Technologist with one year supervisory experience. Bachelor's degree preferred. One license required by TMB Medical Radiologic Technologist, American Registry for Diagnostic Medical 

Sonography, or Nuclear Medicine Technology Certification Board. BLS/CPR by the American Heart Association for Healthcare. PC/software applications (RIS & PACS experience preferred)Job DutiesDirectly supervises employees and daily 

operations in Imaging Services modalities. Works with Team Leads in providing adequate staffing by demonstrating flexibility and willingness to utilize all resources available to provide core staff to ensure patient continuity of care and imaging 

services. Assists technologists in performing diagnostic exams when required by workload staffing levels and productivity metrics. Collaborates with scheduling and physicians for add on/conflicting procedures with regards to patient flow and 

resource availability. Able to utilize patient service recovery techniques to provide optimal outcomes.Responsible for new employee and student orientation. Utilizes opportunities to teach, role model, and mentor staff toward continual 

growth and professional development that includes providing opportunities for staff to participate in department/hospital activities, committees, in-services, special projects, and continuing education. Develops annual competencies to assist 

with new imaging technologies and to continually raise the education level of the front line staff. Actively participates in hiring, promotion, and course correction as well as input/assistance with annual performance reviews and new employee 

orientation feedback. Responsible for positive continual employee engagement scores. Provides timely and confidential counseling with staff as appropriate and documents events with leadership.Maintains and reviews daily payroll for 

corrections, accuracy, and overtime trends. Monitors supplies for inventory control and expired products. Ensures staff are competent in entering event reports and serves as a resource when inputting or investigating facts. Notifies leadership 

immediately regarding high risk situations. Quality Control ~ Assists biomed, physicists, radiation safety, vendors, staff, and leadership with recording, analyzing, and reviewing equipment reports to facilitate repairs/maintenance, compliance, 

and other institution requirements. Must be able to lift 40-50lbs.Responds to inquiries/calls/emails in a timely and professional manner. Utilizes the organizational culture behaviors to include PACT and AIDET. Actively participates in codes 

and rapid responses. Communicates shift hand off regarding workflow issues with equipment or pending exams with oncoming staff. Functions in the department as a part of an interdisciplinary team, and collaborates in the care and service 

delivery process of patient care through effective communication with other service lines. Prioritizes exams with scheduling exams to ensure smooth workflow, minimize wait times and address stat requests. Adheres to hospital policies, 

procedures, competencies, regulatory compliance, infection control, hospital education, new yearly metrics/department goals, patient satisfaction, and fiscally responsible with regards to equipment, supplies scheduling, overtime, etc. 

Maintains patient confidentiality (HIPAA) and ensures that all processes and procedures are maintained to secure and protect all workstations in all work areas.**Other Duties: Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires ability to supervise employees and daily operations in Imaging Services modalities.Work requires ability to assist biomed, physicists, radiation safety, vendors, staff, and leadership with recording, analyzing, and 

reviewing equipment reports to facilitate repairs/maintenance, compliance, and other institution requirements. . Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise 

creative alternatives and suggestions to workflow constraints.Work requires ability to develop annual competencies to assist with new imaging technologies and to continually raise the education level of the front line staff. Work requires 

ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

FLOW CYTOMETRY SPECIALIST 4428 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3B17

Prof Technologist-Spec Tech 

Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

required with major coursework in one of major physical sciences or advanced coursework in flow cytometry or cytometry manufacturer training. Three (3) years general lab experience as certified Laboratory Scientist or Medical Technologist 

or two (2) years flow cytometry exerience required.  Job Duties  Processes/tests specimen samples from bone marrow, blood, and various other tissues for analysis and diagnosis of hematopathologic malignancy or immunodeficiency.      

Counts and measures cells by utilizing Flow Cytometer for optimum specimen data acquisition, analysis, manipulation, validation, and quality control purposes.      Utilizes mononuclear cell isolation and monoclonal antibody staining 

techniques in order to produce optimal specimen to be run on Flow Cyometer for specific cell detection and accurate interpretation.     Records and labels specimen samples in log, including each patient's name identification number, sex, age, 

race, brief clinical history, suspected abnormality, specimen type, etc., and makes pre-processed slides.     Analyzes and prepares preliminary reports for pathologist consultation.       Practices quality control procedures in order to produce 

accurate and valid results used in patient diagnosis and to ensure compliance with federal and laboratory guidelines.      Ensures proper cleaning, calibration, and maintenance of laboratory instruments; trouble-shoots equipment as needed.       

Conducts independent research or developmental projects with minimum supervision and assists fellows and rotating residents with research projects. Evaluates and implements new and different laboratory procedures, revises 

methodologies as new developments are found.    Provides leadership and technical assistance to Med. Technologists in conducting flow cytometric procedures to ensure accuracy of clinical data.      Maintains apprpriate billing and billing 

record for time used on instruments by those outside flow cytometry lab and/or generates invoices for clients using flow services.      Attends continuing education seminars. Maintains knowledge of flow cytometry by reading relevant 

literature on new advances in field.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.



FLOW CYTOMETRY SPECIALIST L4428 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3B16 Prof Technologist-Vas Tech RESH HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision of the 

Section Manager and the Section Technical Director and serves as an expert working on high-complexity testing with proficiency in system/test validation and writing technical policies and procedures in the Flow Cytometry 

Laboratory.Experience and EducationBachelor of Arts, Sciences or Medical Technology degree with coursework in biologic and physical sciences or coursework in Flow Cytometry. Three years of general lab experience required, and three years 

Flow Cytometry experience preferred. Minimum experience of one-year employment in a Flow Cytometry lab. Manufacturer course training on Flow Cytometry instrumentation preferred. Flow Cytometry analysis experience preferred. MT 

(ASCP) certification and/or SCYM, Specialist in Cytometry certification (ASCP) preferred.Job DutiesValidation of new technology and new testing proceduresWriting of validation plans, oversight of validation studies and writing of new SOP 

protocols with assistance from medical directors. Training new technologists.Oversight of sample processing and staining, instrumentation, color compensation and data acquisition. Training new technologists. Trouble shooting technical 

problems.Oversight of Flow Cytometry analysis and preparation of clinical reports for pathologist review.Training new technologistsOversight of Quality Assurance protocols and training of technologists on Quality AssuranceOversight of 

quality control procedures to ensure accurate and valid results used in patient diagnosis and to ensure compliance with federal and laboratory guidelines.Provides leadership and technical assistance to medical technologists in conducting flow 

cytometry procedures to ensure accuracy of clinical data.Participation in Clinical Flow Cytometry research projects under the supervision of principal investigator and/or medical directorAttends continuing education seminars. Maintains 

current and up to date knowledge of flow cytometry by reading relevant literature on new advances in the field.Participates and assists in laboratory educational activities and conferences for continuing education of technologists.Performs 

other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate well through verbal and written skillsWork requires external contact with vendors regarding approved equipment problemsWork requires internal 

contact with physicians from other departments regarding blood, bone marrow, amniotic fluid, and solid tissue specimensWork requires exercise of considerable judgment in application, evaluation, and implementation of new or revised 

procedures, techniques, and practices to work problemsWork requires experience in Cytology/Cytopathology, Cell Physiology, Electron Microscopy, Flow Cytometry, Hematology, Immunology, Immunological Techniques, Microscopy, Medical 

Technology, Staining, and Customer ServiceProficiency in Microsoft Outlook, Word, Excel, PowerPoint, Microsoft TeamsWorking ConditionsWork is performed primarily in a laboratory area with exposure to one or more disagreeable elements, 

such as body fluids, infectious agents, odors, chemicals, contagious diseases, etc. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

FLOW CYTOMETRY SPECIALIST SR 4427 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3B16 Prof Technologist-Vas Tech RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

with major coursework in one of major physical sciences or advanced coursework in flow cytometry or cytometry manufacturer training. Four (4) years flow cytometry and experience with multicolor multilaser analysis and/or sorting required.  

Job Duties  Leads and participates in performance of research or clinical procedures within flow cytometry lab. Utilizes Flow Cytometer for specific and accurate cell measurement, detection, and analysis for hematopathologic malignancy or 

immunodeficiency. Processes specimen samples using mononuclear cell isolation and monoclonal antibody staining techniques.   Analyzes and prepares preliminary reports for pathologist consultation.  Conducts ind. research or develops 

projects with minimum supervision.  Assists fellows and rotating residents with research projects. Records and labels specimen samples in log and makes pre-process slides.    Provides technical and leadership assistance to Med. Technologists 

and other Flow Cytometry Specialists in conducting flow cytometric procedures to ensure accuracy of clinical data. Trains, coordinates schedules, and provides leadership and technical assistance to medical technology students.    Evaluates and 

implements new and different laboratory procedures. Revises methodologies as advances in technology are developed.       Establishes and maintains quality control of data generated.        Ensures proper cleaning, calibration, and maintenance 

of laboratory instruments, and trouble-shoots equipment as needed.       Maintains appropriate billing and billing record for time used on instruments by those outside flow cytometry lab and/or generates invoices for clients using flow 

services.      Attends continuing education seminars. Maintains knowledge of flow cytometry by reading relevant literature on new advances in field.       Performs other duties as assigned.          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GENE THERAPY PRE-CLINICAL PROJECT MGR 4429 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2

Prof Services-Pgrm/Proj 

Coord RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

implement, oversee, and evaluate the activities associated with all Gene Therapy Program research and program development at UT Southwestern (UTSW) and other collaborating sites on campus. Experience and EducationBachelor's degree in 

related scientific field and five (5) years relevant work experience that encompasses both research experience and experience related to project management. May consider additional experience or education in lieu of minimum qualifications. 

Job DutiesOversee the management of pre-clinical gene therapy projects through clinical translation at UT Southwestern and other collaborating sites on campus. Collaborate with the PI to establish goals/milestones and track development of 

these projects, create efficiencies across projects, and identify operational obstacles for project success.Initiate collaborative relationships with faculty and staff of multiple academic and ancillary departments, including research cores, across 

UTSW and other collaborating sites on campus to create internal protocols and SOPs associated with gene therapy research, both non-clinical and clinical. Maintain peer-level working relationships with faculty and academic departments 

across UTSW to oversee gene therapy projects from pre-clinical development through clinical translation.Interact with regulatory scientists to coordinate IND creation and submission for gene replacement technology in multiple genetic disease 

processes, including facilitating communication with the FDA. Collaborate with faculty and grant specialists to coordinate the development of grant proposals to the NIH and other granting institutions.Interact with families of children/adults 

with genetic disorders, both nationally and internationally, to increase awareness of the Gene Therapy Program and gene replacement clinical trials. Create partnerships with scientists and physicians nationally and internationally who study 

and care for patients with rare genetic disorders.Oversee the administrative concerns of pre-clinical gene therapy development to include interfacing with pre-clinical laboratory staff and Viral Vector Core lab staff.Aid in the creation of 

consortium agreements with collaborating institutions for the sharing of data and specimens associated with research projects. Once agreements are in place, track project progress towards milestones to ensure all parties complete their 

obligations. Assist leadership with the coordination of a committee to evaluate genetic disorders that may be appropriate for gene replacement therapy clinical trials, and assist leadership with creating policies and criteria for the committee to 

follow, and handle administrative duties associated with coordinating committee meetings and activities.Aid the PI to interface with external collaborators and benefactors, including industry/commercial partners, patient advocacy groups, 

family foundations, and philanthropic donors. Aid in the development of a strategic plan to finance Gene Therapy Program activities, to include working with the Development Office strategizing philanthropic fundraising activities, and seeking 

other potential sources of funding.Interact with external vendors and manufacturers involved with gene therapy projects to ensure contracted work is carried out properly and on schedule, with all deliverables met.Develop and implement best 

practices for gene replacement therapy compliance and assurance. Develop and manage gene therapy internal monitoring to ensure compliance with all relevant rules, regulations, and policies. Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires excellent verbal and written communication skills. Work requires ability to independently perform work of considerable complexity in order to achieve general results by interpretation of policy and using 

ingenuity, initiative, and good judgment, and/or precedents to work problems having broad implications.Work requires ability to operate and repair various laboratory equipment and normal office equipment.Work requires internal contact 

with faculty, students, administration, and postdoctoral fellows in running operations of lab.Work requires external contact with vendors for equipment purchase and maintenance and external research labs to promote laboratory business, 

troubleshoot problems, and maintain state and federal regulations.Work requires physical exertion when working with laboratory equipment.Work requires interpretation of policy and application of relevant procedures or practices. Working 

ConditionsWork is performed primarily in an office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GENE THERAPY PROGRAM MANAGER 4434 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1D Supervisor RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

implement, oversee, and evaluate the activities associated with all Gene Therapy Program research and program development at UT Southwestern (UTSW) campus and Children's Health (CH). Experience and EducationPhD/MD degree in related 

field and six (6) years relevant experience; Masters degree in related field and eight (8) years relevant experience; Bachelors degree in related field and ten (10) years relevant progressively responsible experience. Experience using related grants 

administration (eGrants, etc.) and office productivity software (i.e., Access, SharePoint, Visio, etc.), is helpful. Job DutiesOversee the administrative, organizational, and operational development of all translational research for the Gene Therapy 

Program at UTSW and CH. Works with faculty leadership to identify strategic goals and programmatic milestones. Initiate and maintain collaborative relationships with faculty and staff from multiple academic and ancillary departments across 

UTSW and CH to develop internal protocols and SOPs associated with gene therapy research.Coordinate research grant development and provide assistance to Department of Pediatrics Office of Research & Grants Support as requested during 

submission of grant applications, research budget and agreement development, and post award financial management.Oversee successful use of financial and administrative resources for pre-clinical and clinical gene therapy research. Oversee 

consortium agreements with collaborating institutions for the sharing of data and specimens associated with genetic disorders.Coordinate and participate in a committee to evaluate genetic disorders that may be appropriate for gene 

replacement therapy clinical trials, and create policies and criteria associated with this process.Coordinateexternal partners and benefactors, including patient advocacy groups, family foundations, and philanthropic donors as allowed by UTSW 

policy through collaborationwith the Development Office. Work directly with Department of Pediatrics Office of Research & Grants Support to assist with developingcontracts with external sponsors, vendors, and manufacturers potentially 

involved in gene therapy research projects. Develop and implement best practices for gene replacement therapy compliance and assurance. Develop and manage internal monitoring programs to ensure compliance with all relevant policies and 

regulations. Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to translate plans into action and results. Work requires strong financial and organizational business experienceWork requires good 

organizational and project management skills.Work requires excellent communications skills.Work requires ability to provide direction and leadership to staff, faculty, and other stakeholders.Work requires the ability to train and mentor 

research administration staff.Work requires the ability to understand clinical and non-clinical arms of the program and drive efficiency in the context of shared purpose of the comprehensive program. Working ConditionsWork is performed 

primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, 

the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. 

In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GENETIC COUNSELING ASSIST U1547 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4B10 Office-Genetic Counsel Assist ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

science or health related field.      Job Duties  Enter patient data in Cancer Gene Connect Database.        Coordinate and research all insurance coverage for genetic testing for patients.  Prepare letters of medical necessity with guidance from 

genetic counselor.      Contact laboratories to determine status of all genetic tests that are ordered on a regular basis.       Assist with clinic flow, including managing coordination of joint visits with genetic counselors and physicians.       Contact 

laboratories to deternine all necessary steps of gene testing for specific genes.  Complete test requisition forms.       Prepare blood samples for transportation to laboratories within and outside of UT Southwestern.  Escort patients to the 

laboratory.       Contact patients with normal genetic results and complete all normal follow-up letters to patients and clinicians.       Assist with data collection for research studies.        Draw and update pedigrees in pedigree drawing software.        

Perform other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GENETIC COUNSELING ASSISTANT 1547 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4B10 Office-Genetic Counsel Assist ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

science or health related field.      Job Duties  Enter patient data in Cancer Gene Connect Database.        Coordinate and research all insurance coverage for genetic testing for patients.  Prepare letters of medical necessity with guidance from 

genetic counselor.      Contact laboratories to determine status of all genetic tests that are ordered on a regular basis.       Assist with clinic flow, including managing coordination of joint visits with genetic counselors and physicians.       Contact 

laboratories to deternine all necessary steps of gene testing for specific genes.  Complete test requisition forms.       Prepare blood samples for transportation to laboratories within and outside of UT Southwestern.  Escort patients to the 

laboratory.       Contact patients with normal genetic results and complete all normal follow-up letters to patients and clinicians.       Assist with data collection for research studies.        Draw and update pedigrees in pedigree drawing software.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GENETIC COUNSELOR 1544 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3F3 Prof Med Services-Gen Couns ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree 

from board accredited program in genetics, and certification or eligible for certification as Genetic Counselor by American Board of Medical Genetics or American Board of Genetic Counseling.   Job Duties  Educates patients and families 

concerned about their conditions, possible risks of cancer and other diseases, and how to best manage problems.      Obtains and examines personal and family medical histories to determine likelihood of genetic problems; requests and 

reviews medical records; constructs family histories in computer drawn pedigree form; interprets data for genetic risks to patient and other family members.    Assists patients and families in reaching decisions about genetic disorders that do 

not conflict with their religious or ethical values; assists patients and/or their families to understand genetic predisposition disease, including options and limitations of prevention strategies; counsels patients on potential adverse affects of 

positive gene test; discusses limitations of negative gene test(s).  Establishes patient referrals to appropriate individuals or clinics for genetic screening as required.       Arranges for appropriate genetic testing, including contacting laboratory, 

arranging sample collection, transporting of samples, and receiving results.      Conducts research on various genetic disorder studies with complete responsibility for initiating, locating, contacting/recruiting, and updating demographic and 

family medical history.      Prepares written summaries of encounters/studies with patients and family members; proofs and files research records and/or medical records as appropriate.      Reviews all cases encountered with principal 

investigator or physician.       Provides longitudinal follow-up with patients who have previously undergone testing; provides written summaries to patients as appropriate.      Performs other duties as assigned.          **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GENETIC COUNSELOR U1544 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3F3 Prof Med Services-Gen Couns ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree 

from board accredited program in genetics, and certification or eligible for certification as Genetic Counselor by American Board of Medical Genetics or American Board of Genetic Counseling.   Job Duties  Educates patients and families 

concerned about their conditions, possible risks of cancer and other diseases, and how to best manage problems.      Obtains and examines personal and family medical histories to determine likelihood of genetic problems; requests and 

reviews medical records; constructs family histories in computer drawn pedigree form; interprets data for genetic risks to patient and other family members.    Assists patients and families in reaching decisions about genetic disorders that do 

not conflict with their religious or ethical values; assists patients and/or their families to understand genetic predisposition disease, including options and limitations of prevention strategies; counsels patients on potential adverse affects of 

positive gene test; discusses limitations of negative gene test(s).  Establishes patient referrals to appropriate individuals or clinics for genetic screening as required.       Arranges for appropriate genetic testing, including contacting laboratory, 

arranging sample collection, transporting of samples, and receiving results.      Conducts research on various genetic disorder studies with complete responsibility for initiating, locating, contacting/recruiting, and updating demographic and 

family medical history.      Prepares written summaries of encounters/studies with patients and family members; proofs and files research records and/or medical records as appropriate.      Reviews all cases encountered with principal 

investigator or physician.       Provides longitudinal follow-up with patients who have previously undergone testing; provides written summaries to patients as appropriate.      Performs other duties as assigned.          **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GIFT SHOP CLERK U2612 T11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 7H Service-Cashier/Clerk CAMP HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

and one (1) year of retail cashiering or merchandising work experience is required.     Job Duties  Utilizes customer service skills to meet demanding customer needs, requests and requirements while supporting established policies and 

profitability goals.  Greets all customers and extends assistance. Rings daily sales of all items quickly and with strict adherence to established financial policies and procedures.    Performs service offerings such as balloon bouquets, gift baskets, 

and gift wrapping.  Displays professionalism at all times when dealing with customers by phone using telephone courtesy guidelines.     Processes telephone orders for floral arrangements and offers assistance to customers with special floral 

requests.  Extends special consideration to hospital guests and their families.      Maintains confidentiality of store business matters.  Assists coordinator in securing merchandise from loss, theft or damage and reports any threatening 

situations promptly.      Assists coordinator in maintaining inventory levels.  Assists in unpacking, uncrating and positioning new merchandise, entering receipts, printing bar code labels, pricing merchandise and processing inventory.     

Replenishes stock items from inventory.  Assists with periodic physical inventory counts.  Maintains paper and form stocks commensurate with usage and keeps office supplies neat and orderly.      Maintains clean, neat and eye appealing 

store.  Keeps merchandise, shelving and fixtures free of dust, soils and customer refuse. Maintains orderly arrangement of merchandise, case line interiors and storeroom.     Assists coordinator in removal of empty boxes and packing materials.  

Performs periodic cleaning of windows, case line interiors, candy jars, and storage locations.  Communicates damage to fixtures, cabinetry and merchandise to gift shop coordinator.     Complies with established departmental policies and 

procedures, operational goals, performance improvement program and sanitation and infection control standards.      Completes and maintains all job performance requirements and standards as established in Career Ladder Program.  

Maintains all standards as required in Disciplinary Action section of Career Ladder Program.     Maintains required records as directed.  Participates in educational programs and in-service meetings and attends meetings as required.      

Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GIFT SHOP COORDINATOR U2617 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 7H Service-Cashier/Clerk CAMP HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

and no experience necessary.      Job Duties  Manages timely entry of purchase orders and receipts to achieve planned sales goals and ensures accuracy and integrity of merchandising and inventory data.  Reviews open purchase orders and 

corrects misshipments and enters receipts data.  Secures and maintains integrity of sales data, vendor files, open and complete purchase orders, etc. for audit purposes.  Ensures vendor invoices are paid in timely manner.  Provides accurate 

sales and inventory data to finance monthly and upon request. Manages inventory levels and records according to established merchandising plans and sales goals.  Ensures daily sales are rung with strict adherence to established financial 

policies and procedures. Analyzes sales and stock performance weekly and monthly to ensure lowest ordering and processing costs, adequate inventory levels and appropriate assortments.  Coordinates quarterly physical inventory within time 

frames established by finance and ensures necessary adjustments are made to inventory records. Analyzes weekly and monthly merchandising information to control stock levels in relation to planned sales goals, markdowns, stock turn and 

gross profit.  Maintains adequate inventory and assortment of basic stock items in relation to customer demand, store space, and total inventory.    Assists retail manager and director in creating and implementing buying strategies to support 

sales and profitability goals, store philosophies and store image.  Evaluates and develops product mix and merchandising strategies using established policies concerning price, quality, depth and breadth of assortment, brand offerings, and 

exclusivity.  Evaluates new merchandise by interpreting consumer demand, special promotions, and testing new lines.  Utilizes design and decor elements such as fixtures, lighting and overall design which support stores image and 

merchandising concepts.  Coordinates sales and promotions with retail manager. Ensures special attention is given to holiday themes and special hospital events.  Monitors and ensures quality of services offered such as gift wrapping, balloon 

bouquets, gift baskets, and cake and meal orders.  Ensures sales area is free of boxes, trash, dust, soils, and customer refuse. Ensures orderly arrangement of merchandise, caseline interiors and all storage locations.  Ensures damaged fixtures, 

cabinetry, and merchandise is promptly repaired or replaced.      Utilizes customer service skills to contribute toward achievement of established merchandising plans and sales goals.  Promotes excellent customer service by ensuring 

subordinates are friendly, trustworthy, enthusiastic, and good at determining wants and needs of customers.  Ensures prompt opening and closing of store according to established store hours and confidentiality of store business matters and 

customer transactions.  Builds and maintains effective working relationships with showroom representatives, etc. Trains, supervises and manages competency and skills of employees and volunteers.  Communicates relevant policies and 

procedures to ensure knowledgeable and competent staff.  Trains staff and volunteers in established store policies, procedures and philosophies.  Evaluates subordinates according to established career ladder, policies and procedures.   

Performs other related duties assigned or requested.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GLOBAL HEALTH EDUCATION COORDINATOR 8180 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 4A2 Off-Admin Supp-Ed Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-senstive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableJob SummaryThis position works under minimal 

supervision to direct operation of program or project, exercising independent judgment and authority as required.Experience and EducationBachelor degree in Business Administration, Health Care Administration, Education/Social Science, or 

related field, and one(1) year ofexperience in appropriate field required. Job DutiesImplement Global Health Education programs in alignment with goals and objectives of the Office of Global Health.Draft guidelines and processes for education 

programs as needed with the input of the Program Manager and Program Director for Global Health Education.Develop the monitoring and evaluation program framework to encompass all aspects of the education program and related 

electives.Regularly updates the M/E metrics and reports them to the Program Director for Global Health Education.Work closely with team members to contribute to quarterly and/or annual reports.Serves as the primary liaison between 

Office of Global Health and various departments on campus; student organizations and external stakeholders as it relates to students.Prepares and delivers presentations to internal and external stakeholders about student Global Health 

programs as needed.Ensures the Office of Global Health is compliant regarding travel and global health experiences with applicable institutional policies such as IOC appeals process, utilization of ISOS, legal forms, emergency contacts, and all 

applicable course requirements. Ensures students are compliant with the University expectations.Serves as the primary focal point for students on the MD with Distinction in Global Health track for logistics, communicating with students while 

they are on campus and abroad, administers applications and paper work, coordinates capstone presentation and submission of thesis required for obtaining the Distinction.Develop and revise communication and key documents such as 

informational brochures; templates for electives; applications etc.Coordinates activities for the International Visiting Medical Students program.Regularly updates the Program Director for Global Health Education on progress of education 

initiatives.Works on other duties such as contributing toward the website, the Global Health Data Tracking System, supports Grand Rounds, coordinates/prepares GHSAC meetings as needed.Supervises designated staff (if applicable).Performs 

other duties as assigned.Knowledge, Skills, & AbilitiesWork requires strong knowledge of Microsoft Office skills, specifically Word and Excel.Work requires excellent written and verbal communication skills.Work requires the ability to problem 

solve complex issues.Work requires the ability to organize, prioritize and work within tight periods.Work requires the ability to make sound, independent judgement.Work requires the demonstration of a high level of professionalism, 

initiative, and diplomacy.Working ConditionsWork is performed primarily in general office or health care environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for 

Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance 

with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; 

and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GMP MANUFACTURING ASSOCIATE I 4479 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3E3 Prof Research-Resch Study RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Manufacturing Associate I will 

support the development, tech transfer, and GMP execution of production processes for innovative Gene Therapy products. This position will be involved in bioprocess development and GMP production, including lab scale process 

development; scale up and tech transfer of the process into the GMP suite, and execution of the process under GMP Clean-Room compliant conditions. Experience and EducationAssociate's degree required; Bachelor's degree in a science, 

engineering, or related field preferred. No experience required.Preferred, knowledge and hands on with cell culture or protein purification techniques and basic analytical techniques; hands on implementation of bioprocess unit operations 

(bioreactor control and operation, Chromatography, TFF filtration) and/or direct GMP experience. Preferred experience in either upstream (cell culture, bioreactor operation including scale up) or downstream purification (chromatography, 

tangential flow filtration, normal flow filtration) and basic analytical techniques to support upstream or downstream activities (cell and metabolite analyses, SDS-PAGE, western blot, UV-Vis, colorimetric methods). Preferred strong oral and 

written communication skills.Job DutiesPerform as assigned Upstream and/or Downstream aspects of lab scale process development and GMP production including (under GLP and or GMP clean-room conditions):Upstream techniques as 

trained to include but not limited to:Cell culture development Cell Expansion (Flasks and Bioreactors) Support Harvesting processesDownstream techniques as trained to include but not limited to:Support Filtration processes, including 

ultrafiltration/diafiltration, depth filtration, viral filtration, sterile filtration. Support Purification Techniques including Chromatography (IEX, HIC, Mix-Mode, Affinity, SEC).Support GMP Production, Process scale up and execution of the process 

under GMP clean-room conditions.Execute and document development and GMP activities in compliance with regulatory requirements.Support cGMP production, including as assigned equipment and material management, to ensure facilities 

and materials meet UTSW Viral Vector Core needs.Collaborate closely with other team members such in QC, QA, Process Development, Production, Health and Safety, Vendors, Material Management, external and internal stakeholders.Assist 

with writing protocols for tech transfer and SOPs for GMP production.Support inventory and supply coordination.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to work independently or part of a 

teamWork requires ability to perform process protocols per directives; in SOPs, Batch records etc. with guidance from senior level staff. Working ConditionsWork is performed in an office environment or in a cGMP clean room facility. Working 

conditions may involve moderate exposure to one or more disagreeable elements, such as heat, cold, fumes, and hazardous equipment and materials.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.



GMP MANUFACTURING ASSOCIATE II 4480 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3E3 Prof Research-Resch Study RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Manufacturing Associate II will 

support the development, tech transfer, and GMP execution of production processes for innovative Gene Therapy products. This position will be involved in bioprocess development and GMP production, including lab scale process 

development; scale up and tech transfer of the process into the GMP suite, and execution of the process under GMP Clean-Room compliant conditions. Experience and EducationAssociate's degree required; Bachelor's degree in a science, 

engineering, or related field preferred. Two year's relevant experience in the biopharmaceutical industry or equivalent. Preferred, knowledge and hands on with cell culture or protein purification techniques and basic analytical techniques; 

hands on implementation of bioprocess unit operations (bioreactor control and operation, Chromatography, TFF filtration) and/or direct GMP experience. Preferred experience in either upstream (cell culture, bioreactor operation including 

scale up) or downstream purification (chromatography, tangential flow filtration, normal flow filtration) and basic analytical techniques to support upstream or downstream activities (cell and metabolite analyses, SDS-PAGE, western blot, UV-

Vis, colorimetric methods). Preferred strong oral and written communication skills.Job DutiesPerform as assigned Upstream and/or Downstream aspects of lab scale process development and GMP production including (under GLP and or GMP 

clean-room conditions):Upstream techniques as trained to include but not limited to:Support Growth media selection and optimization Support Derivation and characterization of stable cell linesCell culture development Cell Expansion (Flasks 

and Bioreactors) Support Harvesting processesDownstream techniques as trained to include but not limited to:Perform with minimal supervision Filtration processes, including ultrafiltration/diafiltration, depth filtration, viral filtration, sterile 

filtration. Perform with minimal supervision Purification Techniques including Chromatography (IEX, HIC, Mix-Mode, Affinity, SEC).Perform with minimal supervision GMP Production, Process scale up and execution of the process under GMP 

clean-room conditions.Execute and document development and GMP activities in compliance with regulatory requirements.Perform with minimal supervision cGMP production, including as assigned equipment and material management, to 

ensure facilities and materials meet UTSW Viral Vector Core needs.Collaborate closely with other team members such in QC, QA, Process Development, Production, Health and Safety, Vendors, Material Management, external and internal 

stakeholders.Assist with writing protocols for tech transfer and SOPs for GMP production.Support inventory and supply coordination.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to work independently 

or part of a teamWork requires ability to perform process protocols per directives; in SOPs, Batch records etc. with guidance from senior level staff. Working ConditionsWork is performed in an office environment or in a cGMP clean room 

facility. Working conditions may involve moderate exposure to one or more disagreeable elements, such as heat, cold, fumes, and hazardous equipment and materials.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

GMP QUAL CONTROL ANLYST LEAD 4485 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

support the Quality manager in the development of a applicable Quality Management Systems (QMS) and in specific a Quality Control (QC) Program for UTSW Viral Vector Core and GMP Manufacturing facility. Leads and trains junior QC 

Analysts. Oversees all QC data analysis in for GMP, Non-GMP and research preps. Responsible for validation and qualifications of tests and methods. Perform and oversight all applicable tests related to stability of samples and release of 

products, coordinate all testing and data review.Experience and EducationMS Degree in Science/related field and two (2) years of manufacturing, quality or engineering experience in the biotech or pharmaceutical industry, or equivalent.BS/BA 

Degree in Science/related field and four (4) years of manufacturing, quality or engineering experience in the biotech or pharmaceutical industry, or equivalent.Familiarity with, or ability to learn, Laboratory Information Management System 

(LIMS); Global Quality Tracking System (TrackWiseTM application or similar); Microsoft Office&trade; applications specifically Word, Excel, and PowerPoint; Lean Six Sigma concepts; Lean Labs; project management; formal Quality Change 

Control, Investigations, and Documentation systems, and Quality Risk Management including risk assessments. Experience with QC/QA projects manufacturing biologics, virus or viral vector product experience is desirable.Job DutiesSupport 

the Quality Manager on establishing VVC facility QMS program based on cGMP standards and in compliance with FDA regulations and ISO standards and if applicable with Global Quality compliance standards.Lead the QC Analysts in 

performing Good Manufacturing Process (GMP) tasks/activities associated with maintaining compliant Quality Control testing; analyzing, interpreting, and trending results/data. Creating, reviewing and executing activities; approving 

documentation; participating in and/or leading investigations of results; represents Quality Control on cross functional teams; and leads projects and/or teams providing guidance/training/coaching to junior colleagues.Author, review, and/or 

approve QC SOPs/policies and technical reports for AAV based gene therapies.Ability to identify and train QC staff; mentoring and coaching colleagues in GMP compliance as necessary.Support the establishment of GMP Reference 

Standard/Assay Control and Critical Reagents Inventory Control and manage Consumables/Reagents.Lead the team in equipment/instrument maintenance/calibration, equipment alarm monitoring, sample handling/tracking, data 

integrity/control, cGMP documentation, LIMS.Support the review of Equipment/Instrument Installation qualification (IQ), Operational qualification (OQ), and Performance qualification (PQ).Support management in assuring that the facility and 

laboratory instrumentation are properly qualified per GMP where required and GMP/Part 11 compliant as applicable for Viral vector production.Lead the setting of Release, and Stability Testing and Review for Appearance, pH, bioassay, flow 

cytometry, qPCR, HPLC, ELISA, and other assays as needed.Support Operations department by performing Quality Control activities associated with clinical and/or preclinical product, raw materials, validation, stability and environmental 

monitoring.Participate and/or lead in providing the necessary information for regulatory filings and inspections.Support audits and investigations, reviewing/approving technical content to ensure scientific merit and compliance to 

regulations.Analyzes and interprets results, makes decisions regarding the accuracy, completeness and compliance; performs data trending.Support the appropriate creation, review, approval and final authorization of GMP documentation 

(test results and records, validation protocols/reports, method transfer protocols/reports, test methods, equipment records, process transfer activities, etc.) and ensuring adherence to regulatory agency requirements.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires strong computer and analytical skills.Work requires knowledge of medical technology.Work requires accuracy in all phases of clinical and experimental investigative research.Work requires 

ability to use laboratory tools, machinery, and computer. Work requires ability to read, write, and understand English.Work requires ability to apply arithmetic and mathematical reasoning.Work requires ability to analyze data or report 

information.Work requires ability to develop and implement new goals or plans.Working ConditionsWork is performed primarily in clinical, medical research laboratory and/or clinical cGMP manufacturing facility.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GOOD MANUFACTURING PRACTICE MANUFACTURING SPECIALIST 4475 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3J Quality Assurance Jr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible for executing approved 

manufacturing processes under strict cGMP (current Good Manufacturing Practices) standards, FDA regulations and international best manufacturing practices of Viral Vectors.Experience and EducationMaster's degree with two (2) years' 

experience in biotech/ biopharma manufacturing industry (or equivalent) utilizing mammalian cell culture processes.BS/BA Degree in Science/related field and four (4) years of bio-manufacturing experience in the biotech or pharmaceutical 

industry, or equivalent.Experience in upstream/downstream and fill-finish bioprocessing. Experience in Scale-up in bioreactor systems. Familiarity and knowledge of cGMP standards, ISO standards, FDA regulations.Experience with projects 

manufacturing biologics, virus or viral vector product experience is desirable.Job DutiesPerform assigned manufacturing duties (upstream, downstream, fill-finish) as directed under strict cGMP (current Good Manufacturing Practices) 

standards, FDA regulations and international best manufacturing practices of Viral Vectors.Perform day-to-day operational duties and escalate issues as required. Maintain sterile work environment Fulfil batch records and other regulatory 

documents as required.Collaborate with team lead and project teams to ensure timely completion of batch record documentation, with strict adherence to GDP and cGMP, and ensure the safety and efficacy of each batch prior to release for 

use in patients. Maintain processes and facility at regulatory inspection readiness level. Collaborate with team lead and Quality Assurance to ensure facility readiness and flawless manufacturing operations. Reduce downtime through efficient 

practices. Ensure compliance with processes, procedures, and instructions. Support investigations of critical and major deviations and perform appropriate CAPA's. Support technical transfer of processes and equipment from process 

development to manufacturing teams.Communicate process results both orally and in written reports to colleagues and management.Contributes to a safe, efficient and effective cGMP manufacturing environment with personal 

accountability.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment.Work requires ability to take the initiative to solve scientific problems and drive their resolution.Work requires 

ability to be self-motivated, organized, and capable of working independently and in a collaborative environment. Ability to execute detailed experimental plans, record procedures, analyze data, and present resultsWork requires strong oral 

and written communication skills. Strong attention to detail.Work requires ability to make decisions within limits of established policies and practices. Work requires ability to work in a fast-paced team environment with changing priorities. 

Working ConditionsWork is performed primarily in cGMP clean room facility. Working conditions involve moderate exposure to one or more disagreeable elements, such as heat, cold, fumes, and hazardous equipment and materials.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GOOD MANUFACTURING PRACTICE MANUFACTURING SPECIALIST SR 4476 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3J Quality Assurance Jr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible for leading the approved 

manufacturing process under strict cGMP (current Good Manufacturing Practices) standards, FDA regulations and international best manufacturing practices of Viral Vectors.Experience and EducationMaster's degree with six (6) years' 

experience in biotech/ biopharma manufacturing industry (or equivalent) utilizing mammalian cell culture processes.BS/BA Degree in Science/related field and eight (8) years of bio-manufacturing experience in the biotech or pharmaceutical 

industry, or equivalent.Advanced experience in upstream/downstream and fill-finish bioprocessing. Demonstrated ability to drive for results and generate innovative solutions with minimum supervision. Mastery of scale-up in bioreactor 

systems. Experience in transferring bioprocesses to manufacturing (cGMP) organizations. Familiarity and knowledge of cGMP standards, ISO standards, FDA regulations, Lean Six Sigma concepts; project management; formal Change Control, 

Investigations, and Documentation systems, and Risk Management including risk assessments. Experience with projects manufacturing biologics, virus or viral vector product experience is desirable.Job DutiesCoordinate Manufacturing 

activities with Process Development, Quality Assurance, and Project scientists.Lead Upstream, Downstream and Fill finish cGMP processes and its team.Provides day-to-day supervision for the manufacturing team, functions autonomously, 

and escalate issues as required. Create and Reviews SOP's, batch records, validation and other regulatory documents.Collaborate with QA and project teams to ensure timely completion of batch record documentation, with strict adherence to 

GDP and cGMP, and ensure the safety and efficacy of each batch prior to release for use in patients. Maintain processes and facility at regulatory inspection readiness level. Collaborate with Leadership, Quality Assurance, Quality Control, 

Materials Management, Procurement, Finance and other departments to ensure process readiness and flawless manufacturing operations. Reduce downtime through efficient planning. Ensure that all team members comply with processes, 

procedures, and instructions. Lead investigations for critical and major deviations and design appropriate CAPA's and effectiveness checks. Lead technical transfer of processes and equipment from process development to manufacturing 

teams. Keep abreast of regulatory guidance and technical/scientific developments relevant to projects.Demonstrate leadership and capability to mentor junior colleagues, and fosters a team environment.Analyze and communicate 

experimental results both orally and in written reports to colleagues and management.Contributes to a safe, efficient and effective cGMP manufacturing environment with personal accountability.Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires exercise of considerable judgment.Work requires ability to take the initiative to solve scientific problems and drive their resolution.Work requires ability to be self-motivated, organized, and capable of working 

independently and in a collaborative environment. Ability to execute detailed experimental plans, record procedures, analyze data, and present resultsWork requires strong oral and written communication skills. Strong attention to detail.Work 

requires ability to make decisions within limits of established policies and practices. Work requires ability to work in a fast-paced team environment with changing priorities. Working ConditionsWork is performed primarily in cGMP clean room 

facility. Working conditions involve moderate exposure to one or more disagreeable elements, such as heat, cold, fumes, and hazardous equipment and materials.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

GOOD MANUFACTURING PRACTICE QUALITY ASSURANCE LEAD 4474 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationMS Degree in 

Science/related field and five (5) years of manufacturing, quality or engineering experience in the biotech or pharmaceutical industry, or equivalent. BS/BA Degree in Science/related field andseven (7) years of manufacturing, quality or 

engineering experience in the biotech or pharmaceutical industry, or equivalent.Familiarity and knowledge of cGMP standards, ISO standards, FDA regulations, Lean Six Sigma concepts; project management; formal Quality Change Control, 

Investigations, and Documentation systems, and Quality Risk Management including risk assessments. Experience with QC/QA projects manufacturing biologics, virus or viral vector product experience is desirable.Job DutiesCreate the facility 

Quality Management Program based on cGMP standards and in compliance with FDA regulations and ISO standards.Develop, design, and execute on QA programs in alignment with leadership and organizational priorities. Track performance 

and provide reportingResponsible for Quality and Compliance Oversight.Author, review, and/or approve SOPs/policies and technical reports.Responsible for day-to-day QA/QC management, setting objectives, coaching and developing 

employees QA knowledge and skillsLead and/or review Equipment/Instrument Installation qualification (IQ), Operational qualification (OQ), and Performance qualification (PQ). Coordinate with GMP facility management to assure that the 

facility and instruments are properly qualified per GMP where required and GMP/Part 11 compliant as applicable for Viral vector production.Coordinate Release, and Stability cGMP analytical Testing.Take a leadership role in defining and 

improving the test processes in which the team uses for testing and implementing changes to production.Ensure and or perform process and equipment validation (IQ, OQ and PQ) Ensure understanding of requirements in pharmaceutical 

manufacturingResponsible for Data analytics around parts and processes utilizing statistics and assessments.Drive continuous improvement and problems solving activities including validation and verification of Root Cause Analysis RCA and 

Corrective And Preventative Actions CAPA plans.Review & approve Master Batch Records | Negotiate & approve quality agreements and deviations, change controls, CAPAs, etc.Annual Product Review (APR) Data Provider | Manage audit 

commitments to completionWorking closely with key stakeholders, including our Operations Leadership, partners across the business, people leaders, and employees, this role will focus on implementing and evolving practical and timely 

solutions that optimize and consistently evaluate our services and to eliminate or mitigate risks.Leads all internal and external auditing activities and follow-up. Acts as the site ISO coordinator.Interact directly with FDA and other health 

authorities and ensure that interactions with regulators are properly communicated to the development team.Keep abreast of regulatory guidance and technical/scientific developments relevant to projects.Provide Quality leadership and 

direction to support business operations and development of the site quality strategy;Accountable for oversight of the site's QMS to ensure compliance with GMP regulations,Accountable for products release and to assure they have been 

produced from approved processes in conformance to all applicable regulatory requirements.Perform other duties as required. Knowledge, Skills & AbilitiesWork requires strong computer and analytical skills.Work requires knowledge of 

medical technology.Work requires accuracy in all phases of clinical and experimental investigative research.Work requires ability to use laboratory tools, machinery, and computer. Work requires ability to read, write, and understand 

English.Work requires ability to apply arithmetic and mathematical reasoning.Work requires ability to analyze data or report information.Work requires ability to develop and implement new goals or plans.Working ConditionsWork is 

performed primarily in clinical, medical research laboratory and/or clinical cGMP manufacturing facility.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GOOD MANUFACTURING PRACTICE QUALITY CONTROL ANALYST 4470 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  1.MS Degree in 

Science/related field and three (3) years of manufacturing, quality or engineering experience in the biotech or pharmaceutical industry, or equivalent.2.BS/BA Degree in Science/related field and five (5) years of manufacturing, quality or 

engineering experience in the biotech or pharmaceutical industry, or equivalent.3.Familiarity with, or ability to learn, Laboratory Information Management System (LIMS); Global Quality Tracking System (TrackWiseTM application or similar); 

Microsoft Office applications specifically Word, Excel, and PowerPoint; Lean Six Sigma concepts; Lean Labs; project management; formal Quality Change Control, Investigations, and Documentation systems, and Quality Risk Management 

including risk assessments. Experience with QC/QA projects manufacturing biologics, virus or viral vector product experience is desirable. Job Duties  1.Key responsibilities are performing Good Manufacturing Process (GMP) tasks/activities 

associated with maintaining compliant Quality Control and Stability laboratories; testing; analyzing, interpreting, and trending results/data; creating, reviewing, executing activates for, and approving documentation; participating in and/or 

leading investigations of events/ Out of Specification (OOS) results; acting as a change agent and driving continuous improvement/Operational Excellence/innovative implementations; represents Quality Control on cross functional teams; and 

leads projects and/or teams providing guidance/training/coaching to junior colleagues.2.Author, review, and/or approve SOPs/policies and technical reports for AAV based gene therapies.3.Ability to identify and train staff; mentoring and 

coaching colleagues in GMP compliance as necessary.4.Establish GMP Reference Standard/Assay Control and Critical Reagents Inventory Control and manage Consumables/Reagents.5.Implement and manage equipment/instrument 

maintenance/calibration, equipment alarm monitoring, sample handling/tracking, data integrity/control, lab cleaning, cGMP documentation, LIMS.6.Lead and/or review Equipment/Instrument Installation qualification (IQ), Operational 

qualification (OQ), and Performance qualification (PQ).7.Coordinate with GMP facility management to assure that the facility and laboratory instrumentation are properly qualified per GMP where required and GMP/Part 11 compliant as 

applicable for Viral vector production.8.Coordinate Release, and Stability cGMP analytical Testing and Review for Appearance, pH, bioassay, flow cytometry, qPCR, HPLC, and ELISA.9.Support Operations department by performing Quality 

Control activities associated with clinical and/or preclinical product, raw materials, validation, stability and environmental monitoring.10.Participate and/or lead in providing the necessary information for regulatory filings and 

inspections.11.Capable of supporting audits and investigations, reviewing/approving technical content to ensure scientific merit and compliance to regulations.12.Analyzes and interprets results, makes decisions regarding the accuracy, 

completeness and compliance; performs data trending.13.Responsible for appropriate creation, review, approval and final authorization of GMP documentation (test results and records, validation protocols/reports, method transfer 

protocols/reports, test methods, equipment records, process transfer activities, etc.) and ensuring adherence to regulatory agency requirements.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

GOOD MANUFACTURING PROCESS DEVELOPMENT SCIENTIST 4471 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3E3A

Prof Research-Resch Study-

Exmp RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  1.PhD degree with 3 

years experience in biotech/ biopharma industry (or equivalent) in the development and characterization of mammalian cell culture processes.2.Master's degree with 6+ years of postgraduate experience in biotech/ biopharma industry (or 

equivalent) in the development and characterization of mammalian cell culture processes.3.Advanced experience in upstream bioprocessing in a laboratory setting, including knowledge of state-of-the-art equipment and industrial cell culture. 

Demonstrated ability to drive for results and generate innovative solutions with minimum supervision. Mastery of lab scale bioreactor systems and work with computerized process control equipment.  Experience in transferring bioprocesses 

to pilot plants or manufacturing (cGMP) organizations and knowledge of data acquisition and controls systems in these environments is a plus. Experience with statistical experimental design and analysis of biological processes. Job Duties  

1.Works with team to direct, investigate and optimize innovative vector production methodologies.2.Coordinate with team of scientists focused on developing and optimizing cell culture processes for recombinant viral vectors for early- and 

late-phase clinical trials.3.Implement and integrate strategies into the work flows.4.Design and execute mammalian cell culture experiments with the goal of developing robust and scalable processes for adeno-associated viral (AAV) vectors 

with appropriate product quality attributes for clinical applications.5.Demonstrate leadership and capability to mentor junior colleagues, and fosters a team environment.6.Troubleshoot scientific and technical challenges, and contribute to 

their resolution.7.Analyze and communicate experimental results both orally and in written reports to colleagues and management.8.Ensures effective, high-quality, timely and appropriate documentation in laboratory notebooks and internal 

Technical Reports.9.Contribute to equipment procurement, laboratory set up and organization.10.Contributes to a safe, efficient and effective lab environment with personal accountability.11.Coordinate Process Development with 

Manufacturing, Quality Assurance, and Project scientists.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GOVERNANCE RISK COMPLIANCE ANALYST SR 9393 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryDevelops, implements and 

operationalizes the Information Security governance and risk management functions to ensure the Programis compliant with established security controls frameworks, regulatory and legal requirements, policies and standards. Ensures that 

Information Security risk to the institution is appropriately managed. Subject matter expert on mature security governance structures and processes, risk management processes (enterprise and third party), and contractual, regulatory 

compliance requirements Leads and executes enterprise-wide security assessments and strategic projects to mature the Program.Experience and EducationMINIMUM QUALIFICATIONSBachelor's Degree in computer science, information 

technology, or related field and eight (8) years of progressively responsible technology governance experience. Additional years of directly related experience may be substituted for stated degree on a year for year basis. PREFERRED 

QUALIFICATIONSProgressivley responsible experience establishing Information Security frameworks and aligning security controls (e.g. CIS, NIST, HIPAA, PCI), framework and Control gap analysis and remediation, project management, threat 

and risk modeling, building and maintaining a risk register. Ability to respond to and audits, and leverage GRC tools (e.g. Archer, Logic Manager). Experience creating framework based risk assessments and consulting with technical and non 

technical staff to implement and advance GRC initiatives based on best practices. Job DutiesRisk Management: Implements established risk frameworks for the Information Security program.Risk Assessments: Establishes and operationalizes 

formal security risk assessment frameworks to quantify and qualify risk including for third-party vendor risk, technology procurement (ISAC) and internal security controls. Leads and executes enterprise-wide security assessments and strategic 

projects to mature the Program.Audit & Compliance: Tracks audit findings, coordinates creation of audit deliverables and ensures audit compliance. Ensures Information Security Program compliance with established security controls 

framework, and regulatory and legal requirements, policies and standards. Metrics, KPIs and Reporting: Develops metrics and KPIs for Information Security Program maturity and operational and executive reporting. Program Governance: 

Assists with creation and management of program governanace. Interfaces with departments, Information Resources, third-party vendors, and business partners to identify areas of risk and assist with development of plans to establish and 

maintain ongoing compliance. Assists with various Information Security projects. Stays up to date with regulatory changes, modern technology & security controls and practices. Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires excellent oral and written communication skillsWork requires attention to detail and sound decision-making skills Work requires knowledge of authoritative standards, guidelines, and best practices relative to 

information securityWork requires the ability to formulate and sustain effective and productive working relationships between diverse members of project teams and work groupsWork requires effective skills in facilitation, organization, 

negotiation, consultation, and communication Working ConditionsWork is performed in general office area.UT SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community.¿ As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.¿ To learn more, please visit:¿https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

GOV'T REIMBURSEMENT ANLST SR U5451 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3C3

Prof Accounting-

Reimbursement PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under the supervision of the 

Reimbursement Manager-Hospital Gov't Cost Reporting to the Reimbursement Mgr. in the preparation of all aspects of Medicare/Medicaid cost reports and related activities, including but not limited to filings, audits, amendments, re-

opening's and appeals. MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's degree in accounting, or related field required. Minimum of Five (5) years of experience in and knowledge of the health care field working in Hospitals, 

Consulting firms and/or as a Medicare auditor is required.Minimum of Five (5) years of direct experience in preparing Medicare cost reports is required.An equivalent combination of education and experience may be consideredAssist 

Reimbursement Manager in all aspects of Medicare and Medicaid cost reporting and related activities, including timely filings, audits, amendments, appeals, and re-openings. Prepare HCFA 855 and other certification forms as required. Review 

Medicare and Medicaid developments on an ongoing basis to remain current in the field, and to ensure that the Health System understands the impact of new regulations on its business and takes appropriate action. This requires constant 

research and knowledge of services and operations and significant analytical and communication skills.Assist in the coordinating in the planning, directing, and managing external audits, resolves audit issues and responds to inquiries from 

external auditors, such as Medicare, Medicaid, State auditors.Responsible for preparation of Medicare and Medicaid monthly contractual and settlement account estimates.Perform financial analyses of existing or proposed reimbursement 

arrangements, including managed care contract proposals. Use MediRegs, the Internet, and other sources to perform reimbursement research as required. Develop analysis templates for use by accounting staff and managers throughout the 

Health System. Develop and continually improve processes to accomplish the above functions through effective use of information systems and coordination of efforts with other staff, including patient accounting, managed care analysts, 

registration, care management, and divisional and corporate finance.Assure the correct identification, system loading, and communication of reimbursement methodologies for all government payors into EPIC and all other support systems. 

Must develop and maintain knowledge of system inputs and requirements.Assist the Reimbursement Manager in building models based on changes in reimbursement methodologies to determine financial impact to the System. This requires 

independent research and command of where to obtain the correct information.Assist the Reimbursement Manager in extracting large data sets to pull key information for use by other team members. Supporting business planning and 

decision support of senior leadership. This will be accomplished through Access databases, excel, sequel and or other processes.Perform other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESA working knowledge of hospital reimbursement 

principles, including Medicare and Medicaid, is required. Knowledge of managed care, long term care, and physician reimbursement is also desired.Substantial analytical skills and the ability to communicate effectively in both oral and written 

forms are required.Must possess the ability to manage complex projects requiring judgement to identify and analyze problems.Must possess the ability to perform all duties independently under the supervision of the Reimb Mgr.Must be able 

to prioritize work and meet all deadlines.Must be able to coordinate and direct the work of other staff on a collaborative basis Extensive use of personal computer applications is required, as well as use of copier, fax and other standard office 

equipment.Demonstrated commitment to the Health System's mission, vision, and values.WORKING CONDITIONSWork is performed primarily remote with some onsite required by management or, change in policy.Any qualifications to be 

considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education 

Code 51.215.EEO Statement UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion



GRAD MED EDU PROGRAM IMPROVEMENT SPECIALIST 8152 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks proactively and under minimal 

supervision using sound judgment to provide expert consultation and foster the development of rigorous, high-quality, comprehensive, and culturally relevant graduate medical education programs.Experience and EducationMaster's degree in 

a related field with seven years' experience working in a GME/higher education environment; TAGME certification preferred but not required.Job DutiesDevelops and maintains knowledge of and expertise in applicable accreditation 

requirements and their interpretation, and serves as an institutional resource for Graduate Medical Education (GME) accreditation and compliance issues; works with the Designated Institutional Official (DIO) to ensure compliance with the 

ACGME Institutional, Common, and specialty/subspecialty-specific Program Requirements and other accreditation requirements as they may be applicable.Develops and maintains knowledge of the rules, regulations, policies, administrative 

guidelines, and legal issues that impact or govern the GME programs to ensure UT Southwestern and each of its training programs are in compliance. Functions appropriately, proactively, and effectively with other GME staff to fulfill GME and 

Institutional missions, goals, strategic initiatives, and to communicate a shared vision for GME.Serves as the primary GME institutional consultant to program leadership on matters related to program performance, accreditation, evaluation, 

and improvement.Provides consultation and ensures timely and effective communications concerning GME accreditation issues and processes with internal (e.g., Department Chairs, Program Directors, Program Coordinators, etc.) and external 

(e.g., ACGME, TMB, THECB, etc.) stakeholders.Analyzes and interprets a wide range of program performance data to drive continuous institutional and program improvement, and develops and oversees initiatives to enhance program quality 

and educational outcomes.Works with program leadership to track and prepare for program-level accreditation activities, including Program Site Visits, Program Self-Studies, Internal and/or Special Reviews, and implementation of program 

Action Plans.Develops and enhances competency-based program curricula and assessment methods.Assesses training and development needs for program leadership and develops and implements appropriate training activities.Participates in 

professional development and/or scholarly activities relevant to GME and job responsibilities.Develops and maintains competency and expertise in residency management system (MedHub), and provides consultation for program leadership in 

RMS utilization.Assists Program Directors with the development of resident Performance Improvement Plans, Corrective Actions, Grievance, and Appeals processes; liaises with the Office of Legal Affairs as needed.Collaborates with other GME 

staff and staff from the Dean's office to ensure complete and accurate reports that may be required by the state or other entities.Participates in the planning and support of special GME projects and events, such as New Resident and Fellow 

Orientation, GME Educational Retreats, Forums, and Workshops, etc.May represent the GME office as needed at various university/committee meetings.Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires good 

organizational skills.Work requires excellent oral and written communications skills.Work requires experience with Microsoft Office.Work requires setting priorities and organizing work to meet strict deadlines.Work requires making decisions 

on a variety of complex matters.Work requires establishing and maintaining cooperative working relationships with those contacted during the course of work. Work requires familiarity with ACGME, TMB, and NRMP policies and 

procedures.Work requires understanding of hospital regulatory environment.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of 

Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GRADUATE MEDICAL EDUCATION INFORMATION SPECIALIST 8197 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 4A2 Off-Admin Supp-Ed Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryUnder general direction, manages 

and maintains Graduate Medical Education (GME) systems and trains end users in their use. Experience and EducationBachelor's degree in a technical or related field or equivalent with relevant and progressive work experience and 3 years of 

job-related experience. A minimum of 2 years of experience in a training/support role in an information systems environment is preferred. Knowledge and proficiency with MedHub Residency Management System and/or other systems (e.g., E-

Value or New Innovations) preferred.Job DutiesDevelop and maintain knowledge of the rules, regulations, policies, administrative guidelines, and legal issues that impact or govern the GME programs.Manages GME information systems and 

platforms to include, but not limited to, resident related databases (local & web based) programs, standardizing data collection of GME programming, developing reporting tools, generating IRIS data for Medicare Cost Reporting of affiliated 

teaching hospitals, implementing standardized compliance processes for all GME programming, and tracks institutional compliance and maintains data integrity. Analyzes and remediates problems involving GME technology systems. Provides 

support for the institutional GME helpdesk and works closely with system vendors to provide end-users with high-quality, prompt customer service for GME technology systems. Develops tools and resources to administer training support 

through phone calls, web-based demonstrations, documentation, tutorials, or on-site presentations for GME program coordinators and directors.Designs and creates tools to capture data, run/build reports and conducts analysis for purpose 

of measuring productivity and identifying and interpreting trends/patterns that represent opportunities to improve and increase operational efficiency. Partners with GME leadership for review and data interpretation and then participate in 

plan development and implementation.Advocates on behalf of GME stakeholders regarding development of internal processes and future development of GME related systems and platforms. Manages implementation, utilization, 

maintenance, troubleshooting, and upgrades of RMS (MedHub) and GME systems for GME enterprise in accordance with GME, University, and accrediting acgencies policies and requirements.Monitors use and drives maximum utilization of 

GME platforms and RMS in a manner that leads to optimal integrity and standardization of GME data at the institutional and program levels.Manages and oversees the production of content for GME websites, social media campaigns, 

interactive applications, and other online interfaces. Perform content reviews and audits with a focus on streamlining editorial content of GME websites and other digital communication channels. Serves in a key editorial role for online content 

development, collaborating with internal and external collaborators to ensure all web content is housed in the appropriate content management system.Stays abreast of industry best practices and emerging technologies to ensure high-quality 

user experiences across all digital communication channels.Researches, designs and pilots emerging technologies to support GME innovations, and provide technology-based solutions for institutional and program level system 

problems.Collaborates with other GME staff and staff from Dean's Office to ensure complete and accurate data/reports that may be required by institutional, state or accdrediting entities (e.g., ACGME, LCME, LBB, CBMOOR, etc.).Serve as 

department's information resources (IR) contact per UTSW policy (ISR-253); attends monthly IR team meetings to stay abreast with technological developments on campus; communicate information and implement applicable actions from 

monthly meetings.Serve as Assest Administrator for department in PeopleSoft system; keep the Information Security Office informed of new devices, systems, or applications; ensure promper anti-virus and security patches are utilized and 

report information security incidents.Function appropriately, proactively, and effectively with other GME staff to fulfill GME and Institutional missions and goals.Performs other duties as assigned.Knowledge, Skills, and AbilitiesStrong 

interpersonal and communication skills; capable of explaining moderately complex procedures in writing or verbally.Excellent computer skills, including a strong foundation in Microsoft applications, web searches, graphics and presentation 

software, databases and data retrieval. Ability to effectively work independently with a high degree of reliability, accuracy, and productivity with attention to detail. Contributes to the accomplishments of team objectives; works collaboratively 

as a team member towards solutions.Dedication to courteous customer service (this includes interacting positively and professionally in a team-oriented environment with academic and medical faculty, staff, and residents/fellows from 

diverse backgrounds). Must conduct affairs with tact and diplomacy while maintaining confidentiality. Intermediate knowledge of at least one operating system and its commands/utilities at a user level; can edit files, issue commands, 

navigate the file system.Ability to effectively present information and respond to questions from managers, clients, customers and co-workers.Ability to read, write, analyze and interpret technical procedures.Work requires ability to give oral 

and written presentations. Work requires ability to design and implement system infrastructure changes. Work requires ability to design and implement systems administration tools, which integrate with other computing systems. Ability to 

accurately interpret computer-issued error messages and take appropriate action.Position may require additional skills including application systems, database systems, API, system programming, HTML, JavaScript, and CSS, Ability to follow 

oral and written instructions and the ability to communicate effectively both verbally and in writing.Work may require working long periods of time to meet deadlines.Adaptability/flexibility to react positively to changes in work 

environment.Initiative to improve productivity and quality of work.Ability to plan and organize work in logical and efficient manner.Work requires exercise of moderate judgment.Working ConditionsWork is performed primarily in general 

GRADUATE MEDICAL EDUCATION INSTITUTIONAL COORDINATOR 8154 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 4A2 Off-Admin Supp-Ed Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in a 

related field with five years' experience working in a GME and/or educational development environment; Five additional years' experience in healthcare administration and/or educational development may substitute for up to two years of 

college. Master's degree and TAGME certification preferred but not required. Proficient use with Microsoft Office and Residency Management System packages (e.g. MedHub) and familiarity with ACGME and NRMP processes, policies, and 

procedures is strongly preferred.Job DutiesDevelops and maintains knowledge of and expertise in applicable accreditation requirements and their interpretation, and serves as an institutional resource for Graduate Medical Education (GME) 

accreditation and compliance issues. Consults with and advises Program Directors and Program Coordinators on accreditation requirements and processes.Develops and maintains knowledge of the rules, regulations, policies, administrative 

guidelines, and legal issues that impact or govern the GME programs to ensure UT Southwestern is in compliance; and serves as primary institutional administrator working with the Designated Institutional Official (DIO) to ensure compliance 

with the ACGME Institutional, Common, and specialty/subspecialty-specific Program Requirements and other accreditation requirements as they may be applicable.Assesses and analyzes content and process performance measures of the 

GME Sponsoring Institution including implementation and annual scoring of the GME Program Performance Dashboard.Coordinates, monitors, and supports Graduate Medical Education Committee (GMEC) and each of its standing and ad hoc 

subcommittees/task forces. Assists the DIO and GMEC in the development of the Annual Institutional Review/Action Plan, annual updates, etc.Analyzes data to identify institutional trends; designs and implements initiatives to address 

institutional weaknesses and develop innovations in conjunction with the DIO and GMEC.Facilitates the coordination and monitoring of CLER Visits, Institutional Self-Studies, and Institutional Site Visits.Oversees agenda development for GME 

Advisory Council (Program Director, Program Coordinator, and Chief Resident) meetings. Works collaboratively with program stakeholders to ensure timely and appropriate completion of new program applications, Annual Program 

Evaluations and Action Plans, annual ACGME updates, ACGME Resident and Faculty Surveys, Milestone evaluation reports, etc.Provides indirect supervision and oversees and monitors assignment, training and GME Office evaluation of GME 

Program Coordinators and program support staff.Works collaboratively with program personnel to coordinate and track program-level accreditation activities, including Program Site Visits, Program Self-studies, and Internal and/or Special 

Reviews.Exercises good judgment, discretion, and diplomacy in communications, and serves as essential liaison and consultant concerning GME accreditation and policy issues and processes with internal (e.g., Program Directors, Program 

Coordinators, Office of International Affairs, Office of Legal Affairs, etc.) and external (e.g., ACGME, Texas Medical Board, hospital Medical Staff offices, etc.) stakeholders.Represents the GME office at various university/committee meetings, 

serves as a liaison between GME and ACGME, TMB, NRMP, FREIDA, et al, and assures that the institution and each program meets required reporting deadlines and provide accurate information.Coordinates Program Letter of Agreement 

processes and maintenance.Contributes to the onboarding and credentialing processes of new and transferring GME trainees utilizing appropriate systems (TAM, HCM, MedHub, ADS, ERAS, etc.).Collaborates with other GME staff and staff 

from the Dean's office to ensure complete and accurate reports that may be required by institutional leadership, the state or other entities (e.g., NRMP, TMB, THECB, etc.)Develops and maintains competency in residency management system 

(MedHub) utilization, and acts as backup consultant.Coordinates the planning and support of special GME projects and events, such as New Resident and Fellow Orientation, GME Educational Retreats, Forums, and Workshops, Program 

Director and Program Coordinator Development Series, etc.Ensure the maintenance of excellent records of all GME activities, policies, etc.Exercises decision-making and problem-solving skills to meet GME and Institutional missions and 

goals.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires excellent oral and written communications skills.Work requires experience with Microsoft Office.Work requires setting 

priorities and organizing work to meet strict deadlines.Work requires making decisions on a variety of complex matters.Work requires establishing and maintaining cooperative working relationships with those contacted during the course of 

work. Work requires familiarity with ACGME, TMB, and NRMP policies and procedures.Work requires understanding of hospital regulatory environment.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GRADUATE MEDICAL EDUCATION INSTITUTIONAL COORDINATOR SENIOR 8156 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H24 Prof Svcs-Stu/Edu Svcs Sr ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide oversight of the day-to-day operations of the institution-wide residency and fellowship training programs.Experience and EducationBachelor's degree in business administration, healthcare administration, or relevant field with six (6) 

years of related experience. May consider additional years of experience or education in lieu of minimum qualifications.Preferred candidates will be proficient in using Microsoft Office and Residency Management System packages (e.g. 

MedHub) and will be familiar with ACGME and NRMP processes, policies, and procedures..Job DutiesDevelops and maintains knowledge of the rules, regulations, policies, administrative guidelines, and legal issues that affect or govern the 

Graduate Medical Education (GME) programs and works to ensure program and institutional compliance.Develops, implements, manages, and maintains operational systems and activities.Manages and oversees GME institutional operations 

and efforts including but not limited to maintenance of accreditation, training and development, onboarding and credentialing processes of new and transferring GME trainees, and interactions with internal and external stakeholders as 

assigned.Functions as important liaison, consultant, and advisor to Program Directors, Program Coordinators and Department/Division Administrators regarding GME requirements, policies, and processes.Operates, utilizes, and/or maintains 

key elements and systems of GME administration as assigned. (May include PeopleSoft and associated system functions, ACGME WebADS, NRMP R3, MedHub, ERAS, FRIEDA, etc.)Manages, creates, and coordinates training and development 

activities for departmental and program staff.Evaluates, develops, implements, facilitates, and executes system of internal controls that provide reasonable assurance that operations are effective and efficient, assets are safeguarded, and 

financial information is reliable.Manages the maintenance of excellent records of all GME activities, policies, etcCoordinates the planning and support of special GME projects and events, such as New Resident and Fellow Orientation, GME 

Educational Retreats, Forums, and Workshops, Program Director and Program Coordinator Development Series, etc.Exercises sound independent judgement, discretion, and diplomacy in communications with internal and external stakeholders 

and maintain appropriate confidentiality.Attends GME-related conferences as needed.Analyzes data to identify institutional trends; designs and implements initiatives to address institutional weaknesses and develop innovations in 

conjunction with the DIO and GMECReviews and monitors adherence to Human Resources policies and corporate compliance procedures.Assists the DIO and GMEC in the development of the Annual Institutional Review/Action Plan, annual 

updates, etc.Collaborates with other GME staff and staff from the Dean's office to ensure complete and accurate reports that may be required by institutional leadership, the state or other entities (e.g., NRMP, TMB, THECB, etc.)Coordinates, 

monitors, and supports Graduate Medical Education Committee (GMEC) and each of its standing and ad hoc subcommittees/task forces.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational 

skills.Work requires excellent oral and written communications skills.Work requires experience with Microsoft Office.Work requires setting priorities and organizing work to meet strict deadlines.Work requires making decisions on a variety of 

complex matters.Work requires establishing and maintaining cooperative working relationships with those contacted during the course of work. Work requires familiarity with ACGME, TMB, and NRMP policies and procedures.Work requires 

understanding of hospital regulatory environment.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for 

Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

GRADUATE MEDICAL EDUCATION INSTITUTIONAL TRAINING SPECIALIST 8194 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H23 Prof Svcs-Stu/Edu Svcs Mid PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible for establishing training 

capabilities, content, processes, and providing management for the rapid delivery of new and updated training that meets the needs of our GME community. This individual will oversee course and content development, training delivery 

processes, and ensure training is efficient and effective. Training types include instructor-led, online, blended, and documentation driven. The Training Specialist will ensure training is consistent with the policies, procedures, and/or 

requirement expectations of UT Southwestern and accreditation organizations like the ACGME.Experience and EducationBachelor's degree in business administration, Education, Instructional Design or related field and at least three years of 

experience in development and use of training methods, techniques, and materials; Master's degree preferred.Experience in the design, development, evaluation, and management of a range of learning experiences, such as facilitated online 

courses, self-paced e-learning modules, webinars, etc. Preferred candidates will be proficient in using Microsoft Office, PeopleSoft, and MedHub, in addition to familiarity with ACGME, TMB, and NRMP policies and procedures.Preferred 

candidates will have graduate medical education experience at the institutional and/or program level. May be required to submit to a federal background investigation.Job DutiesDesign, implement and analyze a training needs analysis of our 

GME programs and build and implement a training plan, materials, courses, etc., to improve efficiency and performance of the target audiences.Creates, reviews, and maintains policies and procedures related to all educational endeavors for 

GME programs across the institution.Analyzes data to identify performance gaps and trends across all GME programs; designs and implements initiatives to address program weaknesses in conjunction with the Program Director, the Clinical 

Competency and Program Evaluation Committees, and other GME Program Coordinators.Develops and expands knowledge and expertise of applicable accreditation requirements and their interpretation and serves as an institutional resource 

for Graduate Medical Education (GME) accreditation and compliance issues.Consults with and offers recommendations on accreditation requirements and processes to Program Directors and Program Coordinators.Develops and maintains 

knowledge of the rules, regulations, policies, administrative guidelines, and legal issues that impact or govern GME programs to ensure UT Southwestern is in compliance; trains and mentors GME program directors and coordinators on these 

items.Provides mentoring, coaching, and training to improve performance of GME Program Coordinators (PC I, II, and III) on procedures and policies established by the program(s), departments, sponsoring institution, ACGME, etc.Standardizes 

the utilization and maintenance of the MedHub Residency Management System by all GME users (trainees, staff, faculty, coordinators and directors, hospital GME staff, etc.) to ensure compliance with GME policies and to further expand 

system capabilities to effectively deliver and store training content, track training progress, and provide outcome reporting to stakeholders.Design, coordinate and/or deliver leadership development programs that provide mentoring, coaching, 

and training to GME Program Directors and Coordinators through GME sponsored development sessions and workshops that will enhance leadership skills and promote professional growth.Monitors and ensures compliance with all necessary 

training requirements for all residents/fellows, visiting residents, and core faculty across all GME programs; and coaches' program coordinators and staff on this skill.Attend and/or present at local, regional, and national GME and ACGME 

conferences; and mentors/coaches other GME program coordinators on creating and delivering presentations.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of medical simulation education, 

technologies, and application (EMS, BLine, etc).Work requires knowledge of medical terminology or experience in a health care setting preferred. Work requires knowledge of course development and education methodology.Work requires the 

ability to work with internal and external individuals from different disciplines and different levels of training. Work requires self-motivation with the ability to work effectively in a team environment. Work requires strong organizational, 

technical and communication skills.Work requires flexibility and adaptability in dynamic environment.Working ConditionsWork is performed primarily in general office area. Any qualifications to be considered as equivalents in lieu of stated 

minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

GRADUATE MEDICAL EDUCATION PROGRAM COORDINATOR 8155 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H25 Prof Svcs-Stu/Edu Svcs-NE ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record information.SalarySalary Negotiable.Job SummaryWorks under minimal supervision to 

oversee day-to-day operations of the institution-wide residency and fellowship training programs.Experience and EducationBachelor's degree in business administration, healthcare administration, or relevant field with two (2) years of related 

experience. May consider additional years of experience or education in lieu of minimum qualifications.Job DutiesDevelops and maintains knowledge of the rules, regulations, policies, administrative guidelines, and legal issues that affect or 

govern the Graduate Medical Education (GME) programs, and works to ensure program and institutional compliance.Develops, cultivates, and maintains working relationships with other GME staff to fulfill GME and Institutional missions and 

goals.Coordinates, monitors, and supports Graduate Medical Education operations and efforts including, but not limited to maintenance of accreditation, training and development, onboarding and credentialing processes of new and 

transferring GME trainees, and interactions with internal and external stakeholders as assigned.Consults with and advises Program Directors, Program Coordinators, and Department/Division Administrators on GME requirements, policies, and 

processes.Operates, utilizes, and/or maintains key elements and systems of GME administration as assigned. (May include PeopleSoft and associated system functions, ACGME WebADS, NRMP R3, MedHub, ERAS, FRIEDA, etc.)Creates and 

provides training and development activities for departmental and program staff.Designs and executes systems of internal controls that provide reasonable assurance that operations are effective and efficient, assets are safeguarded, and 

financial information is reliable.Ensures the creation, preservation, protection, and disposition of excellent records of related GME activities, policies, etc.Completes and appropriately distributes assigned special projects and complex reports as 

needed for GME leadership.Exercises sound independent judgement, discretion, and diplomacy in communications with internal and external stakeholders and maintain appropriate confidentiality.Attends GME-related conferences as 

needed.Performs other duties as assigned.Preferred candidates will be proficient in using Microsoft Office and Residency Management System packages (e.g. MedHub) and will be familiar with ACGME and NRMP processes, policies, and 

procedures.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires excellent oral and written communications skills including exercising good judgment, discretion, and diplomacy in communications.Work requires 

experience with Microsoft Office.Work requires setting priorities and organizing work to meet strict deadlines.Work requires making decisions on a variety of complex matters.Work requires establishing and maintaining cooperative working 

relationships with those contacted during the course of work. Work requires familiarity with ACGME, TMB, and NRMP policies and procedures.Work requires understanding of hospital regulatory environment.Working ConditionsWork is 

performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

GRADUATE MEDICAL EDUCATION PROGRAM COORDINATOR I 8190 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H25 Prof Svcs-Stu/Edu Svcs-NE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleGraduate Medical Education Program Coordinator I - 

8190SalarySalary Negotiable Job SummaryWith oversight and direction from the Program Director, the Graduate Medical Education (GME) Program Coordinator I is a member of the leadership team of the program, is responsible for the 

coordination and administration of the accredited/non-accredited residency/fellowship training program, and is critical to the success of the program. Experience and EducationBachelors degree preferred;Associates Degree in business 

administration, healthcare administration, or related field required (four years of administrative experience or 60 semester hours of college credit may substitute for an Associates Degree);Three (3) years related experience required (Bachelors 

degree may substitute for required experience);May be required to submit to a federal background investigation. Job DutiesServes as the lead administrative person for the GME residency/fellowship program. Manages the daily operations and 

activities of the GME residency/fellowship program(s). Functions as an important liaison with learners, faculty and other staff members, and the ACGME.Assists the GME Program Director and/or other levels of GME Program Coordinators or 

Administrators in the design, implementation and management of the administrative/academic operations of the program. Coordinates educational activities (e.g., didactic conference schedule, Grand Rounds, etc.) that support the program's 

curriculum and adhere to ACGME requirements.Provides guidance to residents/fellows on program and GME policies, and non-clinical aspects of the program.Designs, delivers, and reports timely completion of resident/fellow, faculty, and 

program evaluations through the Residency Management System (RMS)Coordinates accreditation activities including ACGME Site Visits, Self Studies, Internal Reviews, annual program reviews, etc.Assists the Program Director by monitoring 

and reporting Resident Wellness outcomes to ensure compliance.Develop understanding of ACGME policies and procedures, including familiarity with the Common Program Requirements as well as Specialty-Specific requirements.Ensures 

GME and departmental and program policies and procedures are communicated/available to the GME Program Director, faculty, residents/fellows, and staff.Coordinates the resident/fellow recruitment and selection process.Assists the PD and 

faculty in planning program quality improvement projects.Prepare Program Letters of Agreement (in coordination with the GME Office) with participating institutions and training sites. Ensure agreements are revised as needed.Tracks, 

documents, and reports on educational activities for residents, for the purpose of meeting board certification requirements, meeting program accreditation requirements, and complying with the policies and procedures of the Office of 

Graduate Medical Education (GME). Utilizes systems and reporting to inform the GME Program Director of program compliance with organizations such as ACGME, AMA, NRMP, and any other program-level related organizations. Utilizes the 

RMS to record, maintain and report on all aspects of the resident's/fellow's training experience(s), including demographics, scholarly activity (including faculty), procedure certification, performance/semi/summative evaluations, 

block/shift/clinic schedule, and duty hours. Maintains working relationships with the Office of GME to remain compliant with all necessary requirements for all residents/fellows, visiting residents, and faculty. Coordinates, organizes, and 

schedules GME program events including recruitment, orientation, graduation, retreats, conferences and various meetings. Prepares and distributes materials for conferences and lectures.**Other Duties: Performs other duties as 

assigned.Preferred candidates will be proficient in using Microsoft Office, PeopleSoft, and MedHub or other RMS, in addition to familiarity with ACGME, TMB, and NRMP policies and procedures.Knowledge, Skills & AbilitiesWork requires skills 

in leadership and personnel management.Work requires good organizational skills.Work requires excellent oral and written communications skills.Work requires experience with Microsoft Office.Work requires setting priorities and organizing 

work to meet strict deadlines.Work requires making decisions independently on a variety of complex matters and escalating issues when needed. Work requires establishing and maintaining cooperative working relationships with those 

contacted during the course of work. Work requires familiarity with ACGME, TMB, and NRMP policies and procedures.Work requires understanding of hospital regulatory environment.Work requires independent work, initiative and skills to 

adapt quickly to changes in work requirements and assignments. Work requires diplomacy, compassion, sensitivity, and a commitment to carry out professional activities. Work requires handling sensitive information with absolute 

confidentiality. Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources 

Administration, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

GRADUATE MEDICAL EDUCATION PROGRAM COORDINATOR II 8191 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H25 Prof Svcs-Stu/Edu Svcs-NE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleGraduate Medical Education Program Coordinator II - 

8191SalarySalary Negotiable Job SummaryWorks under minimal direction and oversight from the Program Director, the Graduate Medical Education (GME) Program Coordinator II is a member of the leadership team of the program, is 

responsible for coordination and administration of the accredited/non-accredited residency/fellowship training program, and is critical to the success of the program. Experience and EducationBachelor's degree preferredAssociate's Degree in 

business administration, healthcare administration, or related field required (four years of administrative experience or 60 semester hours of college credit may substitute for an Associate's Degree);Minimum of three (3) years of direct 

experience as the primary GME program coordinator of an ACGME-accredited residency/fellowship program required including specific knowledge and experience with ACGME Common Program Requirements, ACGME's Next Accreditation 

System, specialty-specific Review Committee requirements, and specialty board requirements.TAGME certification preferred.May be required to submit to a federal background investigation. Job DutiesServes as the lead administrative person 

for the GME residency/fellowship program. Manages and oversees the daily operations and activities of the GME residency/fellowship program(s) and may be in conjunction with other levels of GME Program Coordinators/Administrators. 

Functions as an important liaison with learners, faculty and other staff members, and the ACGME.Assists the GME Program Director and or other levels of GME Program Coordinators or Administrators in the design, implementation and 

management of the administrative/academic operations of the program. Manage and coordinates educational activities (e.g., didactic conference schedule, Grand Rounds, etc.) that support the program's curriculum and adhere to ACGME 

requirements.Provides guidance to residents/fellows on program and GME policies, and non-clinical aspects of the program.Creates, reviews, and maintain policies and procedures in accordance with University and accrediting agency 

standards to ensure compliance. Interprets policies and procedures for faculty, staff, resident and fellows. Advises and consults on issues or inquiries from residents/fellows, faculty, staff and department chairs.Manages confidential and critical 

materials, issues and communications. Act as liaison between the Program Director and a full range of internal and external offices and individuals.Manages the Residency Management System for the program, including maintaining 

resident/fellow demographics data; resident/fellow schedules, importing program and rotation goals and objectives; conferences attendance tracking; and ensuring timely completion of work hour reports. Identify areas for programmatic 

improvements and recommend initiatives to address program weaknesses.Provide guidance regarding accreditation and program management to the Program Director, other levels of GME Program Coordinators/Administrators, and 

department constituents.Assist Program Director in development of program evaluations that measure resident/fellow performance, faculty performance, educational content of rotations, and the program, ensuring these are written in 

competency-based language, as necessary.Administer the evaluation process for the program through the Residency Management System, and ensure timely completion by evaluators.Coordinates accreditation activities including ACGME Site 

Visits, Self Studies, Internal Reviews, annual program reviews, etc.Assists the Program Director by monitoring and reporting Resident Wellness outcomes to ensure compliance.Coordinates the resident/fellow recruitment and selection process 

and appointment process for incoming trainees in coordination with policies and procedures provided by the UTSW GME Office and respective hospital GME Offices. Assists the Program Director and faculty in planning program quality 

improvement projects.Assists with and maintains program letters of agreement for all required activities at outside institutions. Tracks, documents, and reports on educational activities for residents, for the purpose of meeting board 

certification requirements, meeting program accreditation requirements, and complying with the policies and procedures of the Office of Graduate Medical Education (GME). Utilizes systems and reporting to inform the GME Program Director 

of program compliance with organizations such as ACGME, AMA, NRMP, and any other program-level related organizations. Maintains working relationships with the Office of GME to remain compliant with all necessary requirements for all 

residents/fellows, visiting residents, and faculty. Coordinates, organizes, and schedules GME program events including recruitment, orientation, graduation, retreats, conferences and various meetings. Prepares and distributes materials for 

conferences and lectures. Reads literature and attends conferences to keep abreast of relevant accreditation trends and developments related to program. Represents the program at local, state, and national meetings and 

conferences.Collaborates with colleagues within and outside the university, becomes active in related national organizations (e.g., specialty associations, TAGME).Provides direction and mentorship to other levels of GME Program 

Coordinators. **Other Duties: Performs other duties as assigned.Preferred candidates will be proficient in using Microsoft Office, PeopleSoft, and MedHub, in addition to familiarity with ACGME, TMB, and NRMP policies and 

procedures.Knowledge, Skills & AbilitiesWork requires skills in leadership and personnel management.Work requires good organizational skills.Work requires excellent oral and written communications skills.Work requires experience with 

Microsoft Office.Work requires setting priorities and organizing work to meet strict deadlines.Work requires making decisions independently on a variety of complex matters and escalating issues when needed. Work requires establishing and 

maintaining cooperative working relationships with those contacted during the course of work. Work requires unique knowledge of the ACGME, TMB, and NRMP policies and procedures.Work requires understanding of hospital regulatory 



GRADUATE MEDICAL EDUCATION PROGRAM COORDINATOR III 8192 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H23 Prof Svcs-Stu/Edu Svcs Mid PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleGraduate Medical Education Program Coordinator III - 

8192SalarySalary Negotiable Job SummaryWorks in collaboration with the Program Director(s) and GME Program Coordinators to coordinate administration of residency and fellowship educational programs for the department. The Graduate 

Medical Education (GME) Program Coordinator III is a member of the leadership team of the program, is responsible for coordination and administration of the accredited/non-accredited residency/fellowship training program, and is critical to 

the success of the program.Experience and EducationBachelor's degree required; Master's degree preferred;Minimum of five (5) years of direct experience as the primary GME program coordinator of an ACGME-accredited residency-fellowship 

program(s) required including current specific knowledge and experience with ACGME Common Program Requirements, ACGME's Next Accreditation System, specialty-specific Review Committee requirements, NRMP procedures, and specialty 

board requirements;Current TAGME certification is preferred.May be required to submit to a federal background investigation.May consider additional years of experience or education in lieu of minimum qualifications. Must be approved by 

GME office and Human Resources.Job DutiesServes as the lead administrative person for the GME residency/fellowship program. Serves as the lead administrative person for the GME residency/fellowship program. Manages and oversees the 

daily operations and activities of the GME residency/fellowship program(s) and may be in conjunction with other levels of GME Program Coordinators/Administrators. Functions as an important liaison with learners, faculty and other staff 

members, and the ACGME.Collaborates with the GME Program Director and or program leadership members to design, implement, and manage the administrative/academic operations of the program(s). Manage and oversee educational 

activities (e.g., didactic conference schedule, Grand Rounds, etc.) that support the program's curriculum and adhere to ACGME requirements.Provides guidance to residents/fellows on program and GME policies, and non-clinical aspects of the 

program.Creates, reviews, and maintain policies and procedures in accordance with University and accrediting agency standards to ensure compliance. Interprets policies and procedures for faculty, staff, resident and fellows.Advise and consult 

on issues or inquiries from residents/fellows, faculty, staff and department chairs.Manage confidential and critical materials, issues and communications. Act as liaison between the Program Director and a full range of internal and external 

offices and individuals.Manage the Residency Management System (RMS) for the program, including maintaining resident/fellow demographics data; resident/fellow schedules, importing program and rotation goals and objectives; 

conferences attendance tracking; and ensuring timely completion of work hour reports. Develop initiatives to address program weaknesses in coordination with the Program Director, the Program Evaluation Committee, and other leadership 

team members. Analyze data and trends regarding accreditation and program management to implement initiatives to address program quality improvement. Design program evaluations, in coordination with the Program Director and the 

Clinical Competency Committee, that measure resident/fellow performance, faculty performance, educational content of rotations, and the program, ensuring these are written in competency-based language, as necessary.Manage the 

evaluation process for the program in the RMS, and ensure timely completion by evaluators.Manage and coordinate accreditation activities, including preparation of ACGME site visit, self-study and other documentation. Along with Program 

Director, help prepare program, faculty, and residents/fellows for site visit; arrange meeting rooms; ensure required documents are available to site visitor as requested; and serve as key participant in the site visit. Work with the GME Office to 

schedule program Internal Reviews, prepare Internal Review documents, and participate in review meetings.Develop and oversee the resident/fellow recruitment and selection process and appointment process for incoming trainees in 

coordination with policies and procedures provided by the UTSW GME Office and respective hospital GME Offices. Maintains compliance of program letters of agreement (PLA) for all required activities and ensures agreements are revised and 

maintained in accordance with ACGME and UTSW GME requirements.Track, document, report, and analyze data/trends on educational activities for residents, for the purpose of meeting board certification requirements, meeting program 

accreditation requirements, and complying with the policies and procedures of the Office of Graduate Medical Education (GME). Maintains working relationships with the Office of GME to remain compliant with all necessary requirements for 

all residents/fellows, visiting residents, and faculty. Coordinates, organizes, and schedules GME program events including recruitment, orientation, graduation, retreats, conferences and various meetings. Prepares and distributes materials for 

conferences and lectures. Reads literature and attends conferences to keep abreast of relevant accreditation trends and developments related to program. Represents the program at local, state, and national meetings and 

conferences.Collaborates with colleagues within and outside the university, becomes active in related national organizations (e.g., specialty associations, TAGME).Delivers guidance and mentors other levels of GME Program Coordinators and 

GME Program Directors. Assists with planning and delivery of institution-level Program Coordinator development and related activities.**Other Duties: Performs other duties as assigned.Preferred candidates will be proficient in using 

Microsoft Office, PeopleSoft, and MedHub, in addition to familiarity with ACGME, TMB, and NRMP policies and procedures.Knowledge, Skills & AbilitiesWork requires skills in leadership and personnel management.Work requires good 

organizational skills.Work requires excellent oral and written communications skills.Work requires experience with Microsoft Office.Work requires setting priorities and organizing work to meet strict deadlines.Work requires making decisions 

GRANTS & CONTRACTS ADMINISTRATOR 9156 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4D Office-Contracts ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

graduate or GED and four (4) years of related experience required.     Job Duties  Maintains and reviews data for accuracy and consistency.  Inputs data in the Grants database for research submission and awards for all grant/protocol records 

with the exception of clinical trial studies.     Creates queries to extract data and generate reports from Grants database as requested by departments and Associate Dean for Research.  Communicates any concerns regarding data to 

Administrative Coordinator.     Works with database programmer and Administrative Coordinator to make recommendation/updates to Grants database.  Communicates with Grants Specialists in updating the Grants database.      Maintains 

various files for Grants Management Office.        Assits the Office of Grants Management with distribution of Post Awards, Development, the lockbox, and grant rejections.  Assists in answering telephone calls and directs calls to appropriate 

personnel.     Acts as UTSW primary contact for data input into Federal Funds database.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

GRANTS & CONTRACTS SPECIALIST 9158 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4D Office-Contracts PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, public administration, or related field, and two (2) years experience inbusiness or public administration with emphasis on customer service in financial or contracting position. Applicants without the stated degree, but 

with significant additional professional applicable experience may be considered in lieu of education requirement.      Job DutiesProvides funding opportunity information to potential applicants by reading newsletters and announcements, 

searching directories and funding files, identifying and matching sponsor with researcher, and mailing out information.Provides guidance to researchers for proposal development and submission by interpreting sponsor and university 

announcements and guidelines on application preparation and content by reveiwing proposals for completeness and adherence to guidelines and mailing out proposals in timely manner.Provides grants management support to researchers by 

negotiating and processing awards, interpreting award conditions, obtaining approvals for award changes, and obtaining required reports.Drafts and negotiates contracts with various agencies (state and federal government, private 

organizations), pharmaceutical companies, and biotechnology companies to achieve agreements satisfactory to all parties, following state laws and Board of Regents' guidelines.Provides guidance and assistance to researchers as necessary for 

implementation and negotiation of research contracts, including sponsored research agreements and material transfer agreements.Monitors status of contracts for completion.Performs other duties as assigned. **Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GRANTS & CONTRACTS SPECIALIST SR 9157 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 4D1 Office-Contracts-Exempt Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, public administration, or related field and four (4) years experience in business or public administration with emphasis on customer service in financial or contracting position. Certified Research Administrator (CRA) 

designation preferred. Applicants without the stated degree, but with significant additional professional applicable experience may be considered in lieu of education requirement.  Job DutiesGathers and provides information regarding funding 

opportunities and application procedures to applicants by reading newsletters and announcements, search directories, funding files, and other relevant resources.Provides guidance to researchers for proposal development and submission by 

interpreting and ensuring adherence to sponsor and university announcements and guidelines.Provides grants management support to researchers by negotiating and processing awards, interpreting award conditions, obtaining approvals for 

award modifications, and completing required reports.Negotiates contracts with various agencies (state and federal government, private organizations), pharmaceutical companies, and biotechnological companies to achieve agreements 

satisfactory to all parties.May draft entire contracts of various types following state laws and Board of Regents' guidelines.Provides working supervision to Grants and Contracts Specialist and administrative positions.Performs other duties as 

assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GRAPHIC/SIGNMAKER 5202 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum 8th grade 

education and 1 year general work experience. Prior experience in graphic/signmaker or equivalent preferred. Job DutiesOperates PC graphic drawing, databases, word processing and spread- sheet programs to create and store signs, receive 

and send work orders, and generate signage reports.Installs signage according to verbal instructions and requirements of work order to properly place signage in complaince with dimensions required by University and Federal 

guidelines.Performs fabrication procedures by preparing, cutting, and processing materials using appropriate equipment needed for required signage.Coordinates work requests with departments and Architectural/ Engineering division to 

provide proper placement of door signs, directories, etc.Prepares plans and specifications for signage projects including desk plates, door plates, name tags, signs, etc. following University and dapartmental policies in order to accurately 

produce needed signage.Organizes shop and develops procedures.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

GRAPHICS DESIGNER 8330 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H9

Prof Services-Comm & 

Mkting Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

commercial art, design, advertising, or related field, two (2) years graphic design experience with emphasis on printed media and some exposure to non-print media or equivalent experience, and specialized training/coursework in commercial 

art, design, advertising, or related field. Two years of college with course work in Commercial Art, Design, or Advertising, and two years as described above.    High school graduation supplemented by up to one year related vocational training, 

and four years as described.     Job Duties  Performs professional level illustrative, photographic, and digital graphic design functions for members of faculty and departments.       Consults with clients regarding work orders and to solve client 

problems; determines information to be disseminated.       Recommends visuals which present desired image most clearly.        Sets up and prints posters, slides, and/or dye-sublimation prints via digital files; scans artwork, journals, books, 

and slides; edits digital files created for composites, prints, and/or slides.      Mounts film from laboratory after processing.        Constructs layout, selects type face, and prepares copy in creative fashion for approval by supervisor.       

Recommends purchase of equipment and supplies.        Troubleshoots and upgrades digital equipment.        Performs reproduction artwork when necessitated by workload.        Attends state and national meetings related to field.        Performs 

other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GRAPHICS DESIGNER SR 8328 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

ommercial art, graphic design/communications, advertising, or related field and four (4) years graphic design experience with emphasis on printed and non-print media or equivalent experience and specialized training/coursework in 

commercial art, graphic design, advertising, or related field.  Job Duties  Solves complex visual design problems for various projects.        Creates and assembles comprehensive design layout for presentation to clients; sets up and prints 

posters, slides, and/or dye-sublimation prints via digital files; scans artwork, journals, books, and slides; edits digital files created for composites, prints, and/or slides.    Produces camera-ready artwork for reproduction in print media.        May 

train and/or provide working supervision for Graphic Designers.        Coordinates high-level design projects; maintains budget and time requirements.       Reviews print jobs for quality and accuracy; recommends use of color, typography, and 

aesthetics based on intended use.       Consults with clients on job content, methods to be used, deadlines, and cost estimates; works from client's ideas, hardcopy notes/drafts, and/or computer files to create most efficient computer 

peripheral output and file transmission of graphics.    Maintains contact with outside suppliers; acts as liaison between requestor and other process/production providers such as internal photographers, printers, and outside vendors.      Acts 

as information resources in matters related to design practices and specialized computer graphic hardware and software; troubleshoots and upgrades digital equipment.      Records billing and production information accurately; maintains 

client job files.       Performs reproduction artwork when necessitated by workload.        Attends state and national meetings related to field. Performs other duties as assigned.         **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GROUNDSKEEPER 5424 10 $28,600.00 $35,800.00 $43,000.00 $2,383.33 $2,983.33 $3,583.33 $110.00 $137.69 $165.38 $13.75 $17.21 $20.67 N 6E

Maintenance/Craft-SemiSkill 

Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum 8th grade 

education and six (6) months experience as Groundskeeper Assistant or equivalent. Valid State of Texas Driver's License required or obtained within 6 months of being hired.Job DutiesCultivates, prunes, sprays, fertilizes, plants, and transplants 

wide variety of shrubs, plants, trees, and flowers.Waters shrubbery, hedges, seedlings, flowers, and lawns.Prepares proagation beds, potting materials, and tropical plantings.Pots, sprays, and waters greenhouse plants, flowers, and shrubs.Cuts 

grass using power or hand mowers.Trims and edges sidewalks, driveways, and flower beds.Cuts weeds and brush, and removes leaves and rubbish from grounds.Cleans and maintains tools and equipment.Performs related duties as assigned. 

**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GROUNDSKEEPER ASSISTANT 5425 09 $27,300.00 $34,100.00 $40,900.00 $2,275.00 $2,841.67 $3,408.33 $105.00 $131.16 $157.31 $13.13 $16.39 $19.66 N 6E

Maintenance/Craft-SemiSkill 

Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum 8th grade 

education and no experience required. Valid State of Texas Driver's License required or obtained within 6 months of being hired. Job DutiesCuts grass using power or hand mower.Trims and edges sidewalks, driveways, and flowerbeds.Cuts 

weeds and brush, and removes leaves and rubbish from grounds.Waters shrubbery, hedges, seedlings, flowers, and grass.Assists in pruning, spraying, fertilizing, potting plants, and transplanting shrubs, plants, trees and flowers.Cleans and 

maintains tools and equipment.Performs related duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

GROUNDSKEEPER SR 5418 N 11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 6E1 Mainten/Craft-Semi-Skill Mid SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum 8th grade 

education and two (2) years experience as Groundskeeper, or equivalent. Valid State of Texas Driver's License required or obtained within 6 months of being hired.Job DutiesParticipates in work of groundskeeper by cultivating, pruning, 

fertilizing, planting and transplanting a wide variety of shrubs, plants, trees flowers & tropical plants.Waters trees, shrubs, seedlings, flowers, lawns & tropical plants. Monitors plants for insects or diseases.Prepares propagation beds, potting 

materials and repots tropical plantings.Cuts grass, using push or riding mowers.Assists with special projects, special event set ups and Interiorscape installations.Trims & edges sidewalks, driveways and flower beds.Cuts weeds and brush, and 

removes leaves and rubbish from grounds and campus Interiorscapes.Coaches new employees in duties and techniques to be employed. Monitors work in absence of foreman ensuring assignments are completed.Evaluate potential hazards of 

assigned duties and complete work in a safe & productive manner.Proper use, care, maintenance and secure storage of University vehicle, equipment & tools assigned.**Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

GYNECOLOGICAL TEACHING ASSOCIATE 1574 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3F14

Prof Med Services-Med/Clin 

Ed PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  A High School 

Diploma or GED is required, and a minimum of one (1) year of documented experience or training from and established SP program that follows the guidelines established by the Association of Standardized Patient Educators (ASPE).Physical 

Demands: 

-Work is performed primarily in office or simulated clinical exam area. 

-Work requires GTA be free from communicable diseases or skin conditions. 

-Work requires GTA to have at least one (1) breast, a cervix and a uterus. 

-Work requires GTA not have breast prostheses, chest wall ports, or drains. 

-Work requires GTA not currently menstruating, pregnant, recently postpartum, or lactating. 

-Work requires GTA to be free from any vaginal or pelvic pathology that could prevent presentation of normal pelvic anatomy (e.g., infection, mass, or postmenopausal vaginal atrophy). 

-Work requires GTA not use any vaginal device that obscures full view of the cervix (e.g., cervical cap, diaphragm, or pessary, or vaginal ointments/creams). Job Duties  1. Interacts with staff, faculty, and health care students in a simulated 

clinical exam setting2.Instructs health care students in the performance of correct pelvic and/or breast exam techniques using the GTA's own body.3.Advises health care students how to make exams more comfortable for the 

patient.4.Suggests variations on the basic exams for special situations.5.Helps health care students correctly identify basic pelvic and/or breast anatomy6.Provides constructive, summative, qualitative feedback to health care students.7.Allow 

faculty/peer student trainers to directly observe the interaction between GTA and participant(s) in the clinical exam room.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

HEALTH EDUCATION COORDINATOR 1534 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 4A2 Off-Admin Supp-Ed Coord ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor degree in public 

health, education, community_health education, nursing, or equivalent, and two (2) years experience in development and implementation of education programs. Additional relevant experience may be considered in lieu of stated education on 

a year for year basis.Job DutiesPerforms needs assessment to determine appropriate programs for target clients.Develops and delivers informational/educational programs for patients, family members, employees, and/or public; develops 

materials and resources_necessary for program implementation and evaluation.Stays abreast of current approaches, theories, and practices related to patient and public education.Evaluates health education materials.Develops and 

implements effective promotion and publicity for programs.Identifies need for staff or volunteer training and develops and delivers such training.Maintains activity records and prepares periodic reports.May supervise clerical employees or 

volunteers.Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HEALTH SYSTEM DECISION SUPPORT ANALYST I 9280 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3D2

Prof Services-IR 

HealthSystems PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Computer Science, or other related fields and one (1) year business analysis and/or project experience with exposure to systems or project development and testing, installation, and training. Previous exposure to 

business intelligence tools and the healthcare industry is desired, but not required. Job Duties  1.  Assists in the collection and analysis of clinical and financial data to support organizational decision making, clinical and financial initiatives and 

strategic planning activities.  Runs data queries queries and creates reports as needed to facilitate process.2.  Identifies and validates sources of data to include but not limited to: medical records, financial data, volumes, patient satisfaction 

survey results, and benchmark data from outside vendors.3.  Gathers information from various sources to assist in the creation of meaningful presentations for solving business problems (charts, diagrams, process flows, etc).4.  Tests new 

dashboards, scorecards and other reporting platforms as well as changes to existing reports and models to ensure integrity and quality of data while providing and/or assisting in training of users. Performs quality control variance analysis 

after new software releases.5.  Compiles concise and comprehensive reference or resource materials and operation procedure guides to assist applicable staff.6.  Assists with the creation of business requirements documents and works with 

higher level analysts and the data warehouse team through entire development cycle to implement the requested changes.7.  Records time spent on projects to meet cost-recovery requirements.8.  Documents a full assessment of risks, issues, 

assumptions and definitions with guidance.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HEALTH SYSTEM DECISION SUPPORT ANALYST II 9281 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3D2

Prof Services-IR 

HealthSystems PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Computer Science, or other related fields and two (2) years business analysis and/or project experience with exposure to systems or project development and testing, installation, and training. Previous experience 

working with tools similar to, but not limited to, Power BI, Tableau, or SSRS while utilizing querying languages similar to SAS, SQL, or R is preferred. Previous experience in the healthcare industry is desired, but not required. Job Duties  1.  

Manages small complex projects and can serve as primary customer contact.  Defines and maintains project plan and schedules.  Monitors compliance with definitions of project scope, timelines, and deliverables.2.  Assists in the collection and 

analysis of clinical and financial data to support organizational decision making, clinical and financial initiatives and strategic planning activities.  Runs data queries and creates reports as needed to facilitate the process.3.  Provides practical and 

relevant ideas and perspectives on process or practice improvements which can be easily implemented.4.  Identifies and validates sources of data to include but not limited to: medical records, financial data, patient volumes and benchmark 

data from outside vendors.5.  Integrates information from various sources to create meaningful presentations for solving business problems (charts, diagrams, process flows, etc).6.  Tests new dashboards, scorecards and other reporting 

platforms as well as changes to existing reports and models to ensure integrity and quality of data while providing and/or assisting in training of users.7.  Compiles complete, concise, and comprehensive reference or resource materials and 

operation procedure guides to assist applicable staff.8.  Creates business requirement documents and works with data warehouse team through entire development cycle to implement the requested changes.9.  Documents a full assessment 

of risks, issues, assumptions and definitions.10.  Records time spent on projects to meet cost-recovery requirements.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

HEALTH SYSTEM DECISION SUPPORT ANALYST III 9283 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D2

Prof Services-IR 

HealthSystems PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Computer Science, or other related fields and three (3) years business analysis and/or project experience with a minimum one year experience working with tools similar to, but not limited to, Power BI, Tableau, or 

SSRS and/or querying languages similar to SAS, SQL, or R. Position requires minimum one year experience in systems development and testing, installation, and training. Master's degree and prior health care industry experience preferred. Job 

Duties  1.  Operates as Subject Matter Expert in managing complex projects and can serve as primary customer contact.  Defines and maintains project plan and schedules.  Monitors compliance with definitions of project scope, timelines, and 

deliverables.2.  Collects, interprets, and analyzes clinical and financial data to support organizational decision making, clinical and financial initiatives and strategic planning activities.  Runs data queries and produces consistently accurate 

analyses.3.  Coordinates with external vendors to accumulate standard survey or benchmark data on key healthcare metrics.4.  Provides practical and relevant ideas and perspectives on process or practice improvements which can be easily 

implemented.5.  Integrates information from various sources to create meaningful presentations for solving business problems (charts, diagrams, process flows, etc).6.  Coordinates testing of new dashboards, scorecards and other reporting 

platforms as well as changes to existing reports and models to ensure integrity and quality of data while providing and/or assisting in training of users.7.  Compiles complete, concise, and comprehensive reference or resource materials and 

operation procedure guides to assist applicable staff.8.  Creates business requirement documents and works with data warehouse team through entire development cycle to implement the requested changes.9.  Works with manager to 

establish priorities for accomplishing design, implementation, and testing of various projects.10.  May mentor and/or train lower level analysts.11.  Documents a full assessment of risks, issues, assumptions and definitions.12.  Records time 

spent on projects to meet cost-recovery requirements.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HEALTH SYSTEM DECISION SUPPORT ANALYST SR 9284 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D2

Prof Services-IR 

HealthSystems PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Computer Science, or other related fields and five (5) years business analysis and/or project experience with a minimum of two (2) years working with tools similar to, but not limited to, Power BI, Tableau, or SSRS 

and/or querying languages similar to SAS, SQL, or R. Position requires proficiency in Excel and minimum one year experience in systems development and testing, installation, and training. Master's degree and prior health care industry 

experience preferred. Job Duties  1.  Manages, or participates in, highly complex projects, and serves as primary customer contact.  Defines and maintains project plan and schedules.  Monitors compliance with definitions of project scope, 

timelines, and deliverables.  Provides regular project status reports to customer and internal management.2.  Builds positive relationships with clinical leadership, departmental personnel, and executive sponsors.  Assists managerial staff in 

consensus building through a combination of leadership and facilitation.3.  Leads the collection, interpretation and analysis of clinical and financial data to support organizational decision making, clinical and financial initiatives and strategic 

planning activities.  Runs data queries and produces consistently accurate analyses.4.  Provides practical and relevant ideas and perspectives on process or practice improvements to directors and executive leaders.5.  Prepares and delivers 

business communications for executive level meetings such as meeting agendas, presentations and project plans. Preparation requires integrating information from various sources to create meaningful presentations for solving business 

problems.6.  Creates business requirements documents and works with data warehouse team through entire development cycle to implement the requested changes.7.  Coordinates testing of new dashboards, scorecards and other reporting 

platforms as well as changes to existing reporting platforms and models to ensure integrity and quality of data while providing and/or assisting in training of users.8.  Develops or recommends improvements to management reporting tools as 

needed.9.  Records time spent on projects to meet cost-recovery requirements.10.  May supervise and/or train lower level analysts.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.



HEALTH SYSTEM QUALITY ANALYTICS TEAM LEAD 9243 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Computer Science, or other quantitative fields of study andfive (5) years' analytics and project experience in data querying, statistical programming and data visualization using tools such as SAS, SQL, R, Power BI, 

Tableau, or SSRS. Master's degree in Business Administration, Public Health, Computer Science, Health Administration or other quantitative fields of study preferred. Position requires equivalent of 3 years' experience supporting analytics 

efforts for performance improvement projects or Certification in LEAN/Six Sigma Green Belt or Certification as a Project Management Professional. Master's degree and prior health care industry experience preferred.Job Duties1. Leads highly 

complex projects and serves as primary customer contact. Defines and maintains project plan and schedules. Monitors compliance with definitions of project scope, timelines, and deliverables. Provides regular project status reports to 

customer and internal management.2. Designs and develops predictive and advanced analytics, utilizing multiple data sources simultaneously.3. Analyzes and organizes data using the appropriate analytical and statistical methods, which 

includes: a) Ability to analyze and evaluate information to support a decision or recommendation b) Critically examining the information and make judgements-test, critique, defend, and criticize the information c) Anticipate and plan 

strategies for overcoming obstacles4. Designs, develops or recommends improvements to management reporting tools as needed.5. Sets team and departmental standards for reporting and analysis methodology.6. Leads lower level analysts 

in the collection, interpretation and analysis of clinical data to support organizational decision making, clinical and quality initiatives and strategic planning activities. Runs data queries and produces consistently accurate analyses with value 

added recommendations.7. Generally organizes, plans for scheduling, coordinating resources, and meeting deadlines. In addition to supporting the successful execution of assignments, these skills support the development of effective working 

relationships with stakeholders by facilitating trust and transparency.8. Sets team and departmental standards for project management templates, expectations and guidelines.9. Provides practical recommendations through thorough research 

on business process improvements and clinical operation benchmarks to directors and executive leaders. Assists in developing and implementing business strategies in departments to improve clinical outcomes and productivity.10. Leads 

executive level meetings with prior preparation such as meeting agendas, analytical presentations and project plans. Builds positive collaborative relationships with clinical leadership, departmental personnel, and executive sponsors. Assists 

managerial staff in consensus building through a combination of leadership and facilitation.11. Provides analytics architectural oversight and guides the process of developing business requirements documents. Enables the analytics teams to 

collaborate with the data warehouse department through entire development cycle.12. Ensures analyst teams record time spent on projects to meet cost-recovery requirements.13. Supervises lower level analysts. Significantly contributes to 

employee performance evaluations and recommends disciplinary actions, as needed. Assesses performance levels by monitoring results and providing positive and constructive feedback. Contributes significantly to annual performance 

evaluations.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HEALTH SYSTEM QUALITY IMPROVEMENT ANALYST I 9760 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Health System Quality Improvement 

Analyst 1 (QIA 1) will serve as an entry-level analyst supporting the development and administration of a health system-wide quality and operational analytics. Works close and direct supervision to produce entry-level analysis, analytics, 

reports, dashboards, and other resources in support of Health System Quality & Operational Excellence Department's goals and objectives. Experience and EducationAssociate degree in healthcare, computer science, nursing, mathematics, or 

related field. Bachelor's degree or BSN preferred. Relevant equivalent years of work experience may substitute for educational requirements.Job DutiesImplements analytic approaches and technical methodology under supervision; executes 

work plan tasks as assigned.Uses factual data to produce and deliver credible and understandable reports.Participate on multi-disciplinary teams and provide comprehensive analytical support for clinical performance improvement 

initiatives.Extract, validate and summarize data from different large databases using data management and querying skills. Analyze and organize data using appropriate analytical and statistical methods to efficiently track clinical processes and 

outcomes.Assist in the interpretation of data to identify opportunities for improved healthcare delivery. Participate in special projects as needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires critical thinking 

skills.Work requires a systems-approach to problem solving.Work requires the employee to be a self-started and innovative problem solver.Work requires effective communication and technical content and interpersonal skills.Work requires 

experience with Microsoft Office Suite (Excel, Word, Powerpoint).Must have a strong understanding of basic excel functions and formulas.Work requires ability to learn relational databases, SQL Server, Tableau, PowerBI, SAS, SPSS, and 

STATA.Working ConditionsWork is performed primarily remotely with the potential for occasional onsite and in-person activities.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice 

President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

HEALTH SYSTEM QUALITY IMPROVEMENT ANALYST II 9761 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Health System Quality Improvement 

Analyst II (QIA II) will serve as an intermediate-level analyst supporting the development and administration of a health system-wide quality and operational analytics. Works close and direct supervision to produce intermediate-level analysis, 

analytics, reports, dashboards, and other resources in support of Health System Quality & Operational Excellence Department's goals and objectives. Experience and EducationAssociate's degree in healthcare, computer science, nursing, or 

mathematics and two (2) years of relevant experience. Master's degree preferred. Equivalent years of work experience may substitute for educational requirements.Job DutiesDesign, develop, and automate clinical quality and performance 

metrics. Maintain knowledge base of data requirements and measure definitions.Serve as a content expert for clinical quality measures by keeping current with national healthcare quality program guidelines.Implements analytic approaches 

and technical methodology under supervision; executes work plan tasks as assigned.Uses judgement to distinguish relevant from irrelevant information.Uses factual data to produce and deliver credible and understandable reports.Participate 

on multi-disciplinary teams and provide comprehensive analytical support for clinical performance improvement initiatives.Extract, validate and summarize data from different large databases using data management and querying skills. 

Analyze and organize data using appropriate analytical and statistical methods to efficiently track clinical processes and outcomes.Assist in the interpretation of data to identify opportunities for improved healthcare delivery. Participate in 

special projects as needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires critical thinking skills.Work requires a systems-approach to problem solving.Work requires the employee to be a self-started and 

innovative problem solver.Work requires effective communication and technical content and interpersonal skills.Work requires experience with Microsoft Office Suite (Excel, Word, Powerpoint).Must have a strong understanding of basic excel 

functions and formulas.Working ConditionsWork is performed primarily remotely with the potential for occasional onsite and in-person activities.Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

HEALTH SYSTEM QUALITY IMPROVEMENT ANALYST III 9762 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3J1 Quality Assurance-Not PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Quality Improvement Analyst III (QIA 

III) will serve as an advanced-level analyst supporting the development and administration of a health system-wide quality and operational analytics. Works under minimal supervision to produce expert-level analysis, analytics, reports, 

dashboards, and other resources in support of Health System Quality & Operational Excellence Department's goals and objectives. Experience and EducationAssociate's degree in healthcare, computer science, nursing, or mathematics and four 

(4) years of relevant experience. Master's degree preferred. Equivalent years of work experience may substitute for educational requirements.Job DutiesDesign, develop, and automate clinical quality and performance metrics. Maintain 

knowledge base of data requirements and measure definitions.Serve as a content expert for clinical quality measures by keeping current with national healthcare quality program guidelines.Implements analytic approaches and technical 

methodology under supervision; executes work plan tasks as assigned.Uses judgement to distinguish relevant from irrelevant information.Uses factual data to produce and deliver credible and understandable reports.Participate on multi-

disciplinary teams and provide comprehensive analytical support for clinical performance improvement initiatives.Extract, validate and summarize data from different large databases using data management and querying skills. Analyze and 

organize data using appropriate analytical and statistical methods to efficiently track clinical processes and outcomes.Assist in the interpretation of data to identify opportunities for improved healthcare delivery. Participate in special projects 

as needed.May provide mentoring and guidance to less experienced staff.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires critical thinking skills.Work requires a systems-approach to problem solving.Work requires 

the employee to be a self-started and innovative problem solver.Work requires effective communication and technical content and interpersonal skills.Work requires experience with Microsoft Office Suite (Excel, Word, Powerpoint).Must have 

a strong understanding of basic excel functions and formulas.Work requires previous experience with relational databases, SQL Server, Tableau, PowerBI, SAS, SPSS, and STATA.Working ConditionsWork is performed primarily remotely with the 

potential for occasional onsite and in-person activities.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

HEALTH SYSTEM QUALITY INTELLIGENCE ANALYST 9241 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

and two years of experience in quality performance or quality improvement analytics in either an ambulatory or hospital setting.  Experience with enterprise data base systems such as SQL server.  Previous experience in healthcare data 

analytics a plus. Job Duties  Serve as the subject matter expert for quality program(s) and provide analytics that leverage these measures programmatically and meaningfully for quality assurance.Follow data management standards to ensure 

analytics and reporting meet various quality initiatives needs while ensuring accuracy and quality of data.Establish and maintain subject matter data dictionaries, metadata, data definitions and other supporting material that support the 

overall quality data build and governance.Develop and maintain electronic data capture tools and analytics for error identification, testing and output generation that serve to assure the integrity of quality data.  **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HEALTH SYSTEM QUALITY INTELLIGENCE ANALYST SR 9242 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree and 

four (4) years of experience in quality performance or quality improvement analytics in either an ambulatory or hospital setting. Experience with enterprise data base systems such as SQL server. Statistical knowledge a plus. Master's degree 

preferred.Job DutiesDevelop data management standards for the team to ensure analytics and reporting meet various quality initiatives needs while ensuring accuracy and quality of dataServe as expert and provide training to team members 

on quality data assets and work closely with HSIR to optimize delivery of reports as needed to the business.Assist with research, development and completion of special projects for Quality Intelligence strategy.Serve as subject matter expert 

for two or more quality programs and provide analytics that leverage measures in these programs meaningfully for quality assurance.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

HEALTH SYSTEM SENIOR QUALITY IMPROVEMENT ANALYST 9763 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3J1 Quality Assurance-Not PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Health System Senior Quality 

Improvement Analyst will serve as an expert-level analyst supporting the development and administration of a health system-wide quality and operational analytics. Works under minimal supervision to produce expert-level analysis, analytics, 

reports, dashboards, and other resources in support of Health System Quality & Operational Excellence Department's goals and objectives. Experience and EducationAssociate's degree in healthcare, computer science, nursing, or mathematics 

and six (6) years of relevant experience. Master's degree preferred. Equivalent years of work experience may substitute for educational requirements.Job DutiesCollaborate on multi-disciplinary teams and provide analytical support for various 

projects related to quality improvement, patient safety, and outcomes.Design, develop, and automate clinical quality and performance metrics. Maintains knowledge base of data requirements and measure definitions. Develops and executes 

on multiple, advanced project plans with realistic goals and timelines.Interpret, explain, and discuss data analysis results with project team. Makes recommendations and support strategies for improving clinical processes and patient 

outcomes.Analyzes and organizes data using the appropriate analytical and statistical methods.Identifies extracts, validates and manipulates data from different large databases using data management and querying skills.Develops and 

automates data displays such as charts and reporting tables to present data analysis results and track clinical processes and outcomes.Consults on data collection and study design for clinical interventions.Coaches and develops other team 

members, acting as a resource of knowledge and guidance. May supervise and ensure the quality of work performed by others.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires critical thinking skills.Work requires a 

systems-approach to problem solving.Work requires the employee to be a self-started and innovative problem solver.Work requires effective communication and technical content and interpersonal skills.Work requires experience with 

Microsoft Office Suite (Excel, Word, Powerpoint).Must have a strong understanding of basic excel functions and formulas.Work requires previous experience with relational databases, SQL Server, Tableau, PowerBI, SAS, SPSS, and 

STATA.Working ConditionsWork is performed primarily remotely with the potential for occasional onsite and in-person activities.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her delegate.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

HEART AND LUNG OUTREACH LIAISON 6001 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3A18 Specialized Nurse-Endoscopy NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of accredited 

school of nursing and five (5) years as registered nurse and two (2) years of management is required. **CurrentBCLS.** Preferred: BSN Job DutiesFacilitates communication with referring doctors for patients seen in clinics and for patients 

discharged from the hospital.Interfacing with insurance case managers.Notifies referring physicians of change in patient status - eg, listed, transplanted.Receiving and providing immediate responses to patient inquiries and referrals. 

Establishing immediate relationship between referral sources and hospital and physician practice.Determines appropriateness of referral based on established criteria and assures that all patient work up and resulting reports are provided in 

accordance with protocols.Maintaining infrastructure to assure scheduling referred nonemergent patients within 5 days & accepting hospital transfers same day.Consistent contact with referring physicians, physician offices, transplant 

organizations & case managers.Establishing & maintaining infrastructure to monitor referring physician practice patterns.Monitoring satisfaction with services received.Establish early alert of any change in referral patterns.Coordinating 

outreach/networking efforts including initial contact, scheduling, coordinating participants, and attendance.Coordinating updates of program materials and website and direct mailing campaigns. **Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

Heart/Lung/Vascular and Solid Organ Transplant Intake Coord U2328 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 E 3A25 Specialized Nurse-RN Coord Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of NLN 

approved nursing program and three (3) years experience in cardiovascular disease mgmt including Ambulatory care preferred. Current Texas (or BNE Compact State) license.Job DutiesReceives and provides immediate responses to inquiries 

and patient referrals. Establishes immediate relationship between referral sources and hospital.Facilitates transfers and referrals made via direct calls to the attending physicians of Heart, Lung and Vascular(HLV) and Solid Organ Transplant 

(SOTP) service lines; provides a seamless experience for referring physicians & patients by coordinating with bed placement and medical transportation as needed.Interfaces with other hospital departments and physicians to facilitate 

admission process.Serve as the clinical link between the referring physician office and HLV/SOTP service lines. Facilitates communication with referring doctors for patients seen in clinics and for patients discharged from the hospital.Interfaces 

with patients as a liason to facilitate their first visit at UTSW and assists in obtaining records before new patient evaluation.Review referrals and verify all physician information. Determines appropriateness of referral based on established 

criteria and assures that all patient work up and resulting reports are provided in accordance with protocols.Establishes & maintains infrastructure to monitor referring physician practice patterns; alerts team to any change in referral 

patterns.Tracks data regarding intakes and referral sources.Provides guidelines and instruction to staff regarding program promotion, intake and referral processes.Coordinates efforts with Health System Physician Referring Service, Health 

System liasons, RN coordinators and clinic management to provide stream-lined, efficient systems of referral management and service recovery.Accepts additional responsibilities and organizes scheduled and unscheduled time.Succintly 

communicates information about pt. referred to the appropriate physician. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

HELP DESK REPRESENTATIVE I 9297 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3D6 Prof Services-IR Support Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School and 2years 

related experience required. Additional coursework in a related field, such as computer science, management information systems, etc. may be considered on a year for year basis in lieu of stated minimum experience. Associates or Bachelors 

degree in related field preferred. Job DutiesResponds to phone requests received by client services center from university staff and faculty for assistance with problems in areas of computer hardware, software, information systems, and/or 

telecommunications.Monitors pending requests to ensure prompt resolution of client problems.Maintains records and status of activities.Keeps abreast of current developments and changes in computer hardware, software, information 

systems, and telecommunications.Resolves occasional computer, telecommunications, or systems problems on site.Follows-up on resolved client contacts.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires 

demonstrated written and verbal communication skills.Work requires demonstrated keyboarding skills.Work requires ability to prioritize and organize work to meet deadlines.Work requires demonstrated knowledge of PC operating systems 

and other application software.Work requires demonstrated interpersonal skills and dedication to client satisfaction.Work requires ability to use standard office equipment such as telephone, PCs, and printers.Work requires telephone and 

personal contact with all levels of internal personnel and external affiliates.Work requires good vision, hearing, and speaking to effectively respond to client requests.Work may require lifting computer and telephone equipment.Work requires 

reading, analyzing, and applying policy guidelines in response to client requests.Work requires writing in form of problem descriptions and solutions.Work requires making recommendations for implementing and/or revising current policies 

and procedures relating to client satisfaction and workflow.Work requires exercise of moderate judgment in application and interpretation of procedures, techniques, and practices.Working ConditionsWork is performed primarily in general 

office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT¿Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis 

ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

HELP DESK REPRESENTATIVE II 9296 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3D6A Prof Services-IR Support Mid TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School and 4years 

related experience required. Additional coursework in a related field, such as computer science, management information systems, etc. may be considered on a year for year basis in lieu of stated minimum experience. Associates or Bachelors 

degree in related field preferred. Job DutiesResponds to phone requests received by client services center from university staff and faculty for assistance with problems in areas of computer hardware, software, information systems, and/or 

telecommunications.Monitors pending requests to ensure prompt resolution of client problems.Maintains records and status of activities.Keeps abreast of current developments and changes in computer hardware, software, information 

systems, and telecommunications.Resolves occasional computer, telecommunication, or systems problems on-site.Follows-up on resolved client contacts.Serves as lead person for assigned projects.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires demonstrated written and verbal communication skills.Work requires demonstrated keyboarding skills.Work requires ability to prioritize and organize work to meet deadlines.Work requires 

demonstrated knowledge of PC operating systems and other application software.Work requires demonstrated knowledge of Macintosh operating system and at least one associated software package.Work requires demonstrated knowledge 

of at least one of following: CRM software, ACD Systems, Office 365, Windows OS.Work requires demonstrated interpersonal skills and dedication to client satisfaction.Work requires ability to use standard office equipment such as telephone, 

PCs, and printers.Work requires telephone and personal contact with all levels of internal personnel and external affiliates.Work requires good vision, hearing, and speaking to effectively respond to client requests.Work may require lift 

computer and telephone equipment.Work requires reading, analyzing, applying policy guidelines in response to client requests, and writing in form of problem descriptions and solutions.Work requires making recommendations for 

implementing and/or revising current policies and procedures relating to client satisfaction and workflow.Work requires exercise of considerable judgment in application and interpretation of procedures, techniques, and practices.Working 

ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

HELP DESK REPRESENTATIVE III 9295 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3D6A Prof Services-IR Support Mid TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School and 6 years 

related experience required. Additional coursework in a related field, such as computer science, management information systems, etc. may be considered on a year for year basis in lieu of stated minimum experience. Associates or Bachelors 

degree in related field preferred. Job DutiesResponds to requests received by Client Services Center from university staff and faculty for assistance with problems in areas of computer hardware, software, information systems, and 

telecommunications.Provides technical assistance and working supervision to Help Desk Representatives I and II, which includes assisting in new employee orientation, training, work assignments, and schedules.Monitors pending requests to 

ensure prompt resolution of client problems.Keeps abreast of current developments and changes in computer hardware, software, information systems, and telecommunications; communicates new information to Help Desk Representatives 

of lower grade.Serves as liaison between management and client services center staff by spearheading special projects.Resolves occasional computer, telecommunications, or systems problems on-site.May do extensive quality control 

functions including interfacing with irate clients, Information Resources management, and ensuring resolution to client requests. Makes recommendations for improved customer service as needed.May perform some duties of Technical 

Support Supervisor in their absence, and as team leader as needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires demonstrated written and verbal communication skills.Work requires demonstrated keyboarding 

skills.Work requires ability to prioritize and organize work to meet deadlines.Work requires demonstrated knowledge of PC operating systems, and other application software.Work requires demonstrated knowledge of Macintosh operating 

system and at least one associated software package.Work requires demonstrated knowledge of at least one of following: CRM software, ACD systems, Office 365, Windows OS.Work requires demonstrated interpersonal skills and dedication 

to client satisfaction.Work requires ability to supervise others.Work requires ability to use standard office equipment such as telephone, PCs, and printers.Work requires telephone and personal contact with all levels of internal personnel and 

external affiliates.Work requires good vision, hearing, and speaking to effectively respond to client requests. Work may require lifting computer and telephone equipment.Work requires reading, analyzing, and applying policy guidelines in 

response to client requests. Work requires writing in form of problem descriptions and solutions.Work requires making recommendations for implementing and/or revising current policies and procedures relating to client satisfaction and 

workflow.Work requires interpretation of client services center policies and procedures for Client Services Analysts I and II on limited basis.Work requires exercise of considerable judgment in the application and interpretation of procedures, 

techniques, and practices.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship 

status, or veteran status.

HIM COORDINATOR 1925 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4B5A Office-HIM Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and three (3) years health care experience required. Proof of completed vocational certificate or degree which also supports the domain of the HIM field is required.ORHigh school diploma or equivalent and four (4) years of health 

care experience, business, and/or HIM experience in lieu of vocational certificate.Additional education in HIM, Business or related field which supports the domain of the HIM field may be considered in lieu of experience.Job DutiesProvides 

orientation and training for staff members on procedures, system functions, and activities required to perform job. Provides input to Supervisor's for performance appraisals and personnel issues.Works on special projects relating to issues 

specific to area of assignment. Makes recommendations for changes in procedure to increase productivity and accuracy.Interprets and retrieves medical records information from patients' medical charts at Aston Center and affiliated hospitals. 

Locates and pulls charts and copies requested following facility guidelines. Analyzes requests to determine what records are to be pulled and from which facility. Uses various software to retrieve documents located via PC (i.e., Cerner, Oasis, 

FileNet, Imaging System and PHHS Transcription System) and investigates and locates missing files.Assists in performing reporting and clerical functions within division. Completes request forms, documents records retrieval activity, mails 

requested information to requesters and assists with production reports and logs.Retrieves and delivers requests for medical record.Enters information to patient accounts using computer.Functions as resource person for clinical department 

personnel to answer questions and assists with problem resolution.Monitors trends in Medical Record requests processing and informs management.Completes special projects as requested, which may involve analyzing demographic 

information.Provides back up relief for various areas of Health Information Management Department.Performs some duties of Supervisor in their absence.Duties performed may include one or more of the following core functions: a) Directly 

interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) 

Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.



HIM MEDICAL EDITOR 1345 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4B5 Office-HIM PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and two (2) years previous related experience is required. Preferred: Certified Medical Transcriptionist and one (1) year previous related experience. Work requires strong analytical, critical thinking and medical terminology skills. 

Job Duties  1.Provides transcription training and knowledge for staff members on procedures, system functions, and activities required to perform job.2.Protects the privacy and security of medical records to ensure that confidentiality is 

maintained.3.Listens and edits dictations for various work types as needed for providers to ensure data integrity.4.Establishes policies, procedures, provider templates, and special instructions for the UTSW providers and their Administrative 

staff.5.Possesses and maintains current transcription practices, standards, knowledge in accordance to AHDI guidelines/book of style while sharing with the HIM Transcription Team.6.Collaboratively works with the UTSW Transcription vendor, 

providers, clinical staff, and HIM staff to identify and problem solve concerns while ensuring adherence to the UTSW account specifics.7.Assists in determining work priorities and establishing assignments for HIM staff.8.Reviews, edits, and 

processes transcribed documents for UTSW providers and their dictating staff while ensuring the highest quality in terms of accuracy, medical terminology, format, grammar, and punctuation.9.Analyzes and reports quality errors while 

communicating industry standards to UTSW Transcription vendor and team members.10.Provides and coordinates team training, conduct in-services, and performs team statistical, productivity, and quality audits.11.Monitors workflow to 

meet turnaround times, production and quality standards as well as other project deadlines.12.Communicates all concerns, customer complaints, and other information that might adversely affect the UTSW or department to HIM 

Management.13.Ability to work simultaneously with various systems/software with a high level of technical skill and knowledge in order to meet deadlines and provide tangible deliverables.14.Maintains patient and employee confidentiality 

while reporting concerns to HIM Management.15.Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research 

participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HIM SPECIALIST 1926 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4B5 Office-HIM PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and one (1) year health care experience required. Proof of completed vocational certificate or degree which also supports the domain of the HIM field is required,ORHigh school diploma or equivalent and two (2) years of health care 

experience, business, and/or HIM experience in lieu of vocational certificate.Additional education in HIM, Business or related field which supports the domain of the HIM field may be considered in lieu of experience.Job DutiesRecord 

Management FunctionsPerforms various detailed and technical tasks to input and/or retrieve /release patient information while ensuring patient health information is complete, accurate, timely, and compliant.Verifies updates, maintains, and 

retrieves patient health information in paper and/or electronic format for authorized personnel. Protects the privacy and security of medical records to ensure that confidentiality is maintained.EMPI FunctionsMonitors data integrity, 

researches/merges duplicate medical records, and identify/correct patient overlays according to established protocols.Performs patient name and/or demographic changes and follow the "Marking Patients Deceased" processes as 

appropriate.Scanning FunctionsPrepares, scans, and indexes protected patient health information documentation in the electronic medical record.Follows strict quality measures of documents scanned into the electronic medical record.ROI 

FunctionsTimely correspond to requests for release of protected patient health information by receipt via walk-in, telephone, written, and referral while ensuring the appropriate information is released.Executes the timely and accurate 

uploading and burning of external CDs/DVDs and/or printing and digitizing of films upon requestPerforms various radiology film library functions upon request including calling and corresponding with patients and other department staff via in-

person, telephone, email or fax.Reviews patient health information, process requests (in paper and/or electronic format) for medical records, and coordinate the release of other types of records that comply with organizational and 

departmental standards, along with HIPAA regulations.Answer and handle inbound calls according to department standards while providing outstanding customer service.Documents and routes customer communications appropriately. Triage 

and problem solve basic concerns utilizing department procedures to meet and exceed customer's needs.Transcription Functions (Referral Letters)Monitors and processes Referral Letters in the EPIC letter queue.Ensures all notes are attached 

to letters.Reviews Communication Manager for CC's to be sent.Reviews EPIC Phonebook to verify/update/create new letter recipients.Works RightFax for any failed faxes.Mails referral letters and notes to recipients marked in EPIC phonebook 

with preferred communication method of Mail.Reassigns referral letters back to clinic if issues arise needing the clinic's input.Keeps track of daily/monthly production totals to ensure baseline production requirements are met on a monthly 

basis.Ensures quality standards are met by meeting quality guidelines on a monthly basis.Inpatient FunctionsRe-analyzes medical records for completeness and applies deficiencies as needed.Responsible for coordinating the weekly suspension 

process,Responsible for coordinating the daily operative scheduling suspension process.Reports Performance Improvement audit results to all designated staff.Is responsible for prep and analysis for discharged patients.General 

FunctionsCultivates a shared vision for the department that is consistent with the UT Southwestern Medical Center (UTSW) vision and strategic initiatives by upholding the departmental Specialist expectations, customer service, 

professionalism, standards, processes, and other departmental strategies.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for 

human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.Performs other duties as assigned by management. Knowledge, Skills & AbilitiesWork requires strong analytical and critical thinking skills.Work requires excellent customer service, interpersonal, and communication 

skills (verbal and written).Work requires organizational skills along with a high level of accuracy and attention to detail.Work requires computer skills and experience with Microsoft Office and/or various software applications.Work requires 

ability to report and problem solve using discretion, judgment, and professionalism.Work requires ability to handle multiple tasks, show initiative, and adjust to changes as appropriate under a stressful environment. Work requires ability to 

perform in a conservative, fast-paced, and quality driven environment.Work requires ability to comprehend, understand, and follow established policies, procedures, and other guidelines of some complexity.Work requires self-motivation, 

maturity, and being a team player.Working ConditionsWork is performed mostly in office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HIM SPECIALIST - UH CARE COORD U1926 T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4B5 Office-HIM PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

GED required. Bachelor's degree in related field and/or related experience preferred but not required.Job DutiesESSENTIAL FUNCTIONSJob Duties: Record Management FunctionsPerforms various detailed and technical tasks to input and or 

retrieve patient health information while ensuring patient health information is complete, accurate, timely and compliant.Verifies, updates, maintains and retrieves patient health information in paper and electronic format for authorized 

personnel.Protects privacy and security of medical records to ensure that confidentiality is maintained.Scanning FunctionsPrepares, scans, and indexes protected patient health documentation in the electronic record.Follows strict quality 

measures of documents scanned into the electronic record. ROI functionsTimely corresponds to requests for release of protected patient health information by receipt via telephone, written, and referral while ensuring the appropriate 

information is released.Executes the timely and accurate uploading and burning of external CDs, DVDs, and or printing and digitizing of films upon request. Performs various radiology film library functions upon request including calling and 

corresponding with patients and other department staff via in-person, telephone, email or fax.Reviews patient health information, process requests (in paper and electronic format) for medical records, and coordinate the release of other types 

of records that comply with organizational and department standards, along with HIPAA regulations.Answer and handle inbound calls according to department standards while providing outstanding customer service.Documents and routes 

customer communications appropriately.Triage and problem solve basic concerns utilizing department procedures to meet and exceed customer needs. General FunctionsCultivates a shared vision for the department that is consistent with the 

UT Southwestern Medical Center (UTSW) vision and strategic initiatives by upholding the department Specialist expectations, customer service, professionalism, standards, processes and other departmental strategies.Duties performed may 

include one or more of the following core functions; a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or singularly 

affecting patient records (including patient financial records), or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork 

requires strong analytical and critical thinking skillsWork requires excellent customer service, interpersonal and communication skills (verbal and written).Work requires organizational skills along with a high level of accuracy and attention to 

detail.Work requires computer skills and experience with Microsoft Office and or various software applicationsWork requires ability to report and problem solve using discretion, judgment, and professionalism.Work requires ability to handle 

multiple tasks, shoe initiative, and adjust to changes as appropriate under a stressful environmentWork requires ability to perform in a conservative, fast-paced and quality driven environmentWork requires ability to comprehend, understand, 

and follow established policies, procedures, and other guidelines of some complexity Work requires self-motivation, maturity, and being a team player. WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic 

environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender 

identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

HIM SPECIALIST SR 1923 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4B5 Office-HIM PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and two (2) years health care experience required. Proof of completed vocational certificate or degree which also supports the domain of the HIM field is requiredORHigh school diploma or equivalent and three (3) years of health 

care experience, business, and/or HIM experience in lieu of vocational certificate.Additional education in HIM, Business or related field which supports the domain of the HIM field may be considered in lieu of experience.Job DutiesWILL 

PERFORM SOME OR ALL OF THE FOLLOWING FUNCTIONS.GENERAL FUNCTIONS 1. Functions as a 'superuser' for new software applications or upgrades in existing applications and assists in training of assigned team members. 2. Provides back 

up coverage as needed. 3. Utilizes the electronic medical record, health information systems, and other electronic healthcare and departmental applications with accuracy and precision due to a good working knowledge of technology and the 

health information management process and procedures. 4. Performs and monitors special projects in order to meet turnaround times, production standards, and project deadlines. 5. Communicates all known concerns, customer complaints, 

and other information that might adversely affect the UT Southwestern Medical Center (UTSW) or department, to HIM Management. 6. Protects the privacy and security of medical records to ensure that confidentiality is maintained. 7. 

Provides outstanding customer service to all HIM customers, UTSW clinics and other UTSW departments when answering phones, assisting with health information management questions, and concerns or as the appropriate need arises.ROI 

FUNCTIONS 8. Verifies updates, maintains, and retrieves patient health information in paper and/or electronic format for authorized personnel. 9. Accurately monitors, reviews, data enters and processes requests for release of information and 

validate that the requests and medical records are complete, accurate, within the required timeline, and in compliance with the State and Federal guidelines. 10. Monitors and performs various radiology film library functions upon request 

including calling and corresponding with patients and other department staff via in-person, telephone, email or fax. 11. Monitors and executes the timely and accurate uploading of external CDs/DVDs and/or printing and digitizing of films upon 

request.SCANNING/TRANSCRIPTION FUNCTIONS 12. Prepares, indexes, and scans protected patient health information documentation in the electronic medical record while ensuring quality. Performs quality checks of scanned medical 

documents within the established guidelines without co-worker bias. Monitors, verifies, faxes, sends, notifies, and corrects transcribed documents utilizing the electronic medical record, the established internal and external communications 

systems, directories and transcription system.EMPI FUNCTIONS 13. Monitors, reviews, verifies, merges, corrects, and updates information concerning patient&iquest;s medical record numbers and demographic information in the electronic 

medical record and other established systems.RECORD MANAGEMENT/COURIER FUNCTION 14. Retrieves, delivers, and re-files patient medical record utilizing the established electronic chart locator system. Monitors and transports patient 

health information to and from departments as needed and requested. Transports medical records as needed in a state-owned vehicle and must be able to pass a TX DOT background check.INPATIENT FUNCTIONS 15. Re-analyzes medical 

records for completeness and applies deficiencies as needed. 16. Responsible for coordinating the weekly suspension process. 17. Responsible for coordinating the daily operative scheduling suspension process. 18. Reports Performance 

Improvement audit results to all designated staff. 19. Responsible for prep and analysis for discharged patients.GENERAL FUNCTIONS 20. Adheres to all UTSW and Departmental policies and procedures. Cultivates a shared vision for the 

department that is consistent with the UTSW vision and strategic initiatives by upholding the departmental leadership, expectations, customer service, professionalism, standards, process and other departmental strategies. 21. Duties 

performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing 

or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HISTOCOMPATIBILITY LEAD TECHNOLOGIST U5447 C07 $49,821.00 $77,427.00 $105,033.00 $4,151.75 $6,452.25 $8,752.75 $191.62 $297.80 $403.97 $23.95 $37.22 $50.50 N 3B7A

Prof Technologist-Histology 

Sr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks collaboratively with team 

members in Histocompatibility to facilitate tasks, priorities, goals and achievements are coordinated with the management team. Experience and EducationBachelor's degree in biology, medical technology or other physical or natural science 

field. Minimum 3 years' experience.Certification as CHT (ACHI) preferred.Job DutiesJob knowledge. Performs histocompatibility testing for solid organ and bone marrow transplant. Testing methods include, but are not limited to, flow 

cytometry, Luminex based assays, serology, and molecular methods. Exercises independent judgement within scope of testing and will perform high-level duties of significant scope and complexity under the Manager/ supervisor's 

guidance.Quality Orientation. Performs all quality control procedures to ensure validity of test results. Evaluates, documents, and troubleshoots quality control according to lab protocols. Performs statistical analysis on quality control and 

quality assurance monitors. Takes appropriate corrective action when errors are detected or specimen rejection / recollection is required. Ensures patient specimen stability and proper sample processing. Inventory check of reagents as 

required. Treat all proficiency test samples according to ASHI and CAP guidelines and laboratory expectations.3. Instrumentation. Responsible as a primary source of information for maintaining current instrumentation in histocompatibility 

laboratory. Troubleshoots instrumentation and equipment problems during the shift to ensure uninterrupted services.4. Testing. Responsible for coordination of training in the methods and techniques of the appropriate specialty area with 

guidance of the manager/supervisor. Organizes testing data for submission to laboratory supervisor for review.5. Productivity Ensures smooth workflow in all areas of the laboratory. Exhibits efficient use of time and  resources. Meets 

expectations for TAT and pending list review. Coordinates daily tasks to achieve  maximum productivity and efficiency of team members during the assigned shift6. Attendance Reports for work on the assigned days at the assigned times. 

Participates in "on call" duties  for solid organ and bone marrow STAT services. This includes nights and weekend and holidays as needed based on a rotational schedule.7. Performs special projects such as evaluation of new reagents, 

procedures, tests, or other duties as  assigned. Work collaboratively with supervisor to maintain adequate inventory and supplies for the  department's operation.8. Achieves a minimum of 10 continuing education hours annually. 

Continuously seeks knowledge in  and outside of functional area.9. Actively participates in Performance Improvement Activities. Serves on committees and task forces.  Orientates and instructs students and laboratory personnel in established 

clinical laboratory techniques,  as required.10. Ensures compliance with rules and regulations of regulatory accreditation agencies such as TJC, CAP,  AABB, ASHI and OSHA.11. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires internal contact with physicians from other departments regarding blood, bone marrow, and solid tissue specimens.Work requires external contact with vendors regarding approved equipment problems.Work requires exercise of 

considerable judgment in application, evaluation, and implementation of new or revised procedures, techniques, and practices to work problems.Work requires direct observation for competency assessment review of employeesEffective 

communication skills and excellent customer service Working ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily fluids, infectious agents, odors, chemicals, contagious 

diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT SouthwesternMedical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn more, please visit:https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion/.

HISTOCOMPATIBILITY SPEC U1884 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3B7A

Prof Technologist-Histology 

Sr HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under moderate supervision to 

supervise day-to-day activities of cadaveric and LRD transplantation.Experience and EducationBachelor's degree in science or related field, five (5) years experience at level of Research Technician II or equivalent in ASHI certified HLA laboratory, 

and certification by ABHI (ASHI) as Certified Histocompatibility Specialist (CHS) by successfully completing CHS examination.Job DutiesSupervises technologists on day-to-day activities of cadaveric and LRD transplantation. Monitors and 

distributes special projects for technologists.Recognizes and troubleshoots problems with serology, crossmatches, and screening using previously acquired knowledge of HLA to find difficult situations and correct them before they become 

problems.Performs clinical testing as support for organ transplant programs affiliated with university using current methods to tissue type, crossmatch, and antibody screen.Supervises and participates in "on-call" duties using "team work" 

participation of "off hours" scheduling to ensure staffing needs are met for services performed.Acquires knowledge of ASHI standards and CHTS (ABHI) certification.Coordinates and leads project activities upon management's request to deliver 

overall network services.Reviews and compiles data to assist director in data analysis.Monitors and participates in weekly meetings for evaluation of procedures.Provides direct supervision to group of Research Assistants and/or Research 

Technicians. Provides training with respect to current testing methods in crossmatching, antibody screening, and HLA typing. Assists supervisor with writing of protocols and assay development.Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires HLA tissue typing skills.Work requires ability to utilize various types of laboratory equipment.Work requires contact with various affiliated hospitals and nursing staff for reporting patient results.Work requires 

sitting, standing, bending, kneeling, reaching, squatting, walking, and writing.Work requires math reasoning, analyzing data or report information, creating methodologies for accomplishing goals, implementing recommendations by 

coordinating persons and/or other resources, directing activities of others to accomplish goals, weighing or measuring, conducting research, and developing plans, procedures, goals, strategies, or processes. Work requires ability to recommend 

to supervisor policy or procedure changes.Working ConditionsWork is performed indoors in laboratory environment with exposure to radiation hazards, formaldehyde fume/odor hazards, and HCI, DMSO, KOH chemical hazards.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

HISTOCOMPATIBILITY SPECIALIST 1884 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3B7A

Prof Technologist-Histology 

Sr ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor or master 

degree in science, medical technology or related field and CHS (ABHI) certification OR   Bachelor or master degree in science, medical technology or related field and 8 years of experience in histocompatibility testing. OR  Doctoral degree in 

science or related field and 2  years of experience in histocompatibility testing and 2 yr of experience in immunology or related field. Supervisory level experience is recommended.   Job Duties  Supervises technologists & other laboratory 

personnel for "on-call" and day-to-day activities for solid organ and bone marrow transplantation.      Participates in "on call" supervisory duties & approves preliminary STAT reports for night and weekend transplants and consults with 

director as needed.      Reviews clinical data and forwards results to the director for a final report approval for all clinical tests.       Performs advanced histocompatibility testing for solid organ and bone marrow testing.  Supervises technologists 

and other personnel with lower titles on day-to-day laboratory activities.      Recognizes and troubleshoots moderate/high complexity technical issues and implements corrective actions.       Actively participates in implementation of QA/QC 

procedures under the direction of the Technical Supervisor or Laboratory Director.       Support Quality Management initiative according to UTSW and Clinical Laboratory Services Quality Programs.       Performs other duties as assigned by the 

laboratory manager or director such as writing of SOP and equipment validation.       Provides direct supervision to group of Research Assistants and/or Research Technicians. Provides training with respect to current testing methods in 

crossmatching, antibody screening, and HLA typing. Assists supervisor with writing of protocols and assay development.    Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HISTOCOMPATIBILITY TECHNGST U9741 C06 $46,768.00 $68,180.00 $88,033.00 $3,897.33 $5,681.67 $7,336.08 $179.88 $262.23 $338.59 $22.48 $32.78 $42.32 N 3B7A

Prof Technologist-Histology 

Sr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  2 years of 

experience in histocompatibility testing with Bachelor's degree (with either 24 semester hours of medical technology or 24 hours of science courses that include 6 hours of Chemistry and 6 hours of Biology) or 2 years of experience in 

immunology or related field with Master's degree.Bachelor, Master or Doctoral degree in science medical technology or related field (with either 24 semester hours of medical technology or 24 hours of science courses that include 6 hours of 

Chemistry and 6 hours of Biology). Job Duties  1. Performs histocompatibility testing for solid organ and bone marrow transplant. Testing methods include, but are not limited to, flow cytometry, Luminex based assays, serology, and molecular 

methods. Assists Supervisor with assay development as necessary.2. Participates in "on call" duties for solid organ and bone marrow STAT services. Including nights and weekend as needed based on a rotational schedule.3. Organizes testing 

data for submission to laboratory supervisor/assigned technologist for review.4. Performs routine QC and QA tasks under the supervision of the laboratory manager. Support Quality Management initiative according to UTSW and CLS Quality 

Programs.5. Participates in continuing education activities as required by laboratory accreditation agencies.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

HISTOLOGY TECHNICAL SPECIALIST U5446 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3B7A

Prof Technologist-Histology 

Sr ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryServes as an expert working on high-

complexity testing with proficiency in system/test validation and writing technical policies and procedures.Experience and EducationAssociate degree in a science and/or completion of histology training program or equivalent training as 

defined by the American Society of Clinical Pathology (ASCP. Minimum 5 years histology experienceHas experience in test /method validation and writing technical policies and proceduresCertification as HT (ASCP) or HTL (ASCP).Job DutiesJob 

knowledge. Independently perform work of considerable complexities in order to achieve general results by interpretation of policy and using ingenuity, initiative and good judgment, and/or precedents to work problems having broader 

implications. Keep abreast of new technical developments. Assist with implementation of new tests, equipment, programs and/or procedures in the assigned area(s) as needed. Specialist learn new laboratory procedures and techniques and 

introduce them to their team. Accountable for on-going training and professional development of staff. Assist in developing performance standards. Performs advanced/specialized tests and other related laboratory techniques. Reruns work of 

others to confirm test results. Re-evaluates methodology and makes recommended changes to assist in test interpretation. Determines if further testing should be done on samples or if test should be repeated. Performs frozen sections, 

oversees and participates in the daily preparation of paraffin sections for staining of patient tissue, performs all level of special stain, histochemical and immunohistochemical stains in work area, quality assurance and quality control monitors, 

and equipment maintenance. Knowledgeable about specialized histology and histochemical procedures, such as those of enzymes, polysaccharides, immunohistochemical and immuno fluorescents. Performs duties of histotechnologist as 

necessitated by absence or peak workload.Quality Orientation. Anticipate and identify issues related to results of analysis and be able to troubleshoot through lab testing issues. Assist in the creation and revision of laboratory policies and 

technical procedures. Ensure compliance with Clinical Laboratory Services Quality assurance requirements. Adherence to state, federal rules and regulations; ensures compliance with accrediting agencies and regulatory requirements. 

Maintains continuing laboratory quality improvement/education program at institutional, local and national/international level.Instrumentation. Responsible as a primary source of information for maintaining current instrumentation. 

Troubleshoots instrumentation and equipment problems during the shift to ensure uninterrupted testing. Responsible for coordination of training in the methods and techniques of the appropriate specialty area with guidance of the 

manager/supervisor. Productivity; Able to work, process and analyze methods utilized in the laboratory and ensures goal and expectations are achieved by the department.Performs special projects such as evaluation of new reagents, 

procedures, tests, or other duties as assigned.Achieves a minimum of 10 continuing education hours annually. Continuously seeks knowledge in and outside of functional area.Actively participates in Performance Improvement Activities. 

Serves on committees and task forces. Orientates and instructs students and laboratory personnel in established clinical laboratory techniques, as required.Ensures compliance with rules and regulations of regulatory accreditation agencies 

such as TJC, CAP, AABB and OSHA,Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate well through verbal and written skillsWork requires external contact with vendors regarding approved 

equipment problems.Work requires exercise of considerable judgment in application, evaluation, and implementation of new or revised procedures, techniques, and practices to work problems.Proficiency in Microsoft Outlook, Words, Excel, 

Powerpoint, Microsoft Teams.Working ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily fluids, infectious agents, odors, chemicals, contagious diseases, etc.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT SouthwesternMedical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn more, please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion/.

HISTOLOGY TECHNICAL SPECIALIST LEAD U5450 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3B7A

Prof Technologist-Histology 

Sr ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks collaboratively with team 

members to facilitate tasks, priorities, goals and achievement are coordinated with the management team. Experience and EducationAssociate degree in a science and/or completion of histology training program or equivalent training as 

defined by the American Society of Clinical Pathology (ASCP) Minimum 5 years Histology experienceHas experience in test /method validation and writing technical policies and proceduresCertification as HT (ASCP) or HTL (ASCP).Job DutiesJob 

knowledge. Accurately performs testing according to and without deviation from established laboratory policies and procedures. Recognizes deviation from expected results; evaluates results for discrepancies and feasibility, utilizing 

instrument and LIS flags, analyzes and corrects problems according to procedure. Exercises independent judgement within scope of testing and will perform high-level duties of significant scope and complexity under supervisor's 

guidance.Quality Orientation. Evaluates, documents, and troubleshoots quality control according to lab protocols. Performs statistical analysis on quality control and quality assurance monitors. Takes appropriate corrective action when errors 

are detected or specimen rejection / recollection is required. Ensures patient specimen stability and proper sample processing. Treat all proficiency test samples according to CAP guidelines and laboratory expectations. Instrumentation. 

Responsible as a primary source of information for maintaining current instrumentation. Troubleshoots instrumentation and equipment problems during the shift to ensure uninterrupted testing. Responsible for coordination of training in the 

methods and techniques of the appropriate specialty area with guidance of the manager/supervisor. Testing. Responsible for coordination of training in the methods and techniques of the appropriate specialty area with guidance of the 

manager/supervisor. Organizes testing data for submission to laboratory supervisor for review.Productivity Ensures smooth workflow in all areas of the laboratory. Exhibits efficient use of time and resources. Meets expectations for TAT and 

pending list review. Coordinates daily tasks to achieve maximum productivity and efficiency of team members during the assigned shiftAttendance Reports for work on the assigned days at the assigned times.Performs special projects such as 

evaluation of new reagents, procedures, tests, or other duties as assigned. Work collaboratively with supervisor to maintain adequate inventory and supplies for the department's operation.Achieves a minimum of 10 continuing education 

hours annually. Continuously seeks knowledge in and outside of functional area.Actively participates in Performance Improvement Activities. Serves on committees and task forces. Orientates and instructs students and laboratory personnel in 

established clinical laboratory techniques, as required.Ensures compliance with rules and regulations of regulatory accreditation agencies such as TJC, CAP, AABB and OSHAPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires internal contact with physicians from other departments regarding specimens.Work requires external contact with vendors regarding approved equipment problems.Work requires exercise of considerable judgment in application, 

evaluation, and implementation of new or revised procedures, techniques, and practices to work problems.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and 

stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



HISTOLOGY TECHNICIAN 1650 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3B7 Prof Technologist-Histology Jr ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate or GED, completion of on-the-job training in histology.     Job Duties  Performs manual techniques and operates instruments in accordance with protocols and instrument guidelines, e.g., embedding and microtomy (both paraffin and 

frozen sections involving use of automatic tissue processors, knife sharpeners, blances, pH meters, etc.).    Selects, performs, and monitors staining procedures required for specific diagnosis, e.g., evaluation of adequacy of reagents and stains, 

selection and utilization of control materials, monitoring of stained preparations, etc.  Mounts coverslips, slides, and labels as appropriate.    Records specimens entering laboratory; selects correct method of handling each specimen. 

Completes, records, and cross-references specimens subsequently.      Operates and monitors laboratory equipment in accordance with protocols and instrument guidelines, e.g., checking temperatures of refrigerators, water baths, ovens, and 

cryostats; performs oiling, cleaning, and maintenance, etc.     Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-

subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects 

research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HISTOLOGY TECHNICIAN U5508 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3B7 Prof Technologist-Histology Jr ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent mandatory and one (1) year of experience working in Histology lab. HT(ASCP) is required OR 2 years working in clinical histology laboratory as FT Histotech in lieu of ASCP certificate.Job DutiesPerforms processing cutting, 

embedding, staining and cover slipping according to and without deviation from established laboratory policies and procedures.Recognizes deviation from expected results. Analyzes and corrects problems according to procedure. 

Demonstrates problem solving skills and critical thinking abilities. Performs QC documentation, instrument troubleshooting and maintenance.Demonstrates ongoing competency skills by successfully completing assigned proficiency testing, 

annual competency updates and annual performance improvement activity. Masters new techniques quickly and efficiently.Ensures smooth workflow in all areas of pathology. Meets all expectations for turnaround time, pending test reports, 

qc review, inventory, new employee orientation and training, customer service, multi-task ability, and computer entry.Exhibits efficient use of time and resources. Reports for work on assigned days at assigned times. Coordinates daily tasks to 

achieve maximum productivity and efficiency during assigned shift.Performs special projects such as evaluation of new reagents, procedures, tests. Serves on committees and task forces. Keeps work area neat and clean. Maintains professional 

appearance at all times.Achieves minimum of ten (10) continuing education hours annually. Seeks knowledge in and outside of functional area.Participates in performance improvement activities.Performs other duties as assigned. 'Duties 

performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, 

releasing, or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing, or similarly affecting human-subjects research recordsWorking ConditionsWork is performed primarily in a 

hospital or hospital clinic environment. Walking, standing, bending, turning, and stooping.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

HISTOLOGY TECHNICIAN SR 1648 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3B7A

Prof Technologist-Histology 

Sr ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  In clinical setting: 

High school graduation or GED equivalent, successful completion of histology training program, four (4) years experience as Histology Technician or equivalent, and certification as Histology Technician (HT or HTL) by ASCP.OR; In research 

setting: Bachelor's degree in Biology or other related field with 2 years of specific Electron Microscopy courses; OR,  Associate's degree in Biology or related field and two (2) years experience as Histology Technician or equivalent required. Job 

Duties  Prepares special (e.g., livers, kidneys, etc.) histology preparations.       Performs specialized histology and histochemical procedures, such as those for enzymes, polysaccharides, and immunofluorescents.       Maintains laboratory 

inventories and quality control; constructs, assembles, and operates laboratory equipment; troubleshoots equipment as necessary.      Prepares teaching materials for use in instruction of medical students and resident physicians.       Assists in 

operation and management of laboratory; determines work priorities and advises histology technicians of lower grade as to appropriate procedures and techniques to be followed.      Participates in research and development, review of current 

literature, and revision of laboratory operation and methodology.       May serve as bench instructor for histology training program.        Collects and organizes research data for project reports.        Provides working supervision for small group 

of histology technicians, students, and/or other supportive laboratory personnel of lower grade.      Performs duties of Histology Technician as required.        Performs other duties as assigned.          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HISTOLOGY TECHNICIAN SR U5509 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3B7 Prof Technologist-Histology Jr ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide technical skills for performance of basic to complex laboratory procedures.Experience and EducationRequired: High School graduation or GED and completion of histology training program. Certification as HT (ASCP) or HTL (ASCP); or if 

certification is earned within six months of hire date.Preferred: Associate degree in a science and/or completion of histology training program or equivalent training as defined by the American Society of Clinical Pathology (ASCP). Job 

DutiesPerforms frozen sections, oversees, and participates in the daily preparation of paraffin sections for staining of patient tissue, performs all level of special stain, histochemical and immunohistochemical stains in work area, quality 

assurance and quality control monitors, and equipment maintenance.Demonstrates proper techniques for all technical applications related to paraffin specimen processing for all surgical tissue types, according to department 

guidelines.Prepare quality paraffin sections required for all routine, special and immunohistochemical stains offered by the laboratory using guidelines established by the laboratory protocols. Will be required to perform frozen tissue 

preparations for routine and histochemical staining.Completes special stain procedures within the established laboratory guidelines and performs troubleshooting as needed.Follows standard precaution guidelines when handling and 

processing all specimens. Follows all processing procedures for specimen preparation in accordance with the laboratory manual.Assists with processing of specimens, data entry, and documentation of quality control. Demonstrates basic skills 

to evaluate and solve problems related to the collection and processing of tissue and cytological specimens for analysis. Analyzes quality control data, makes judgments concerning the results for basic troubleshooting, and takes appropriate 

action to maintain quality of staining.Assists in operation and management of the laboratory. Assists supervisor with setting work priorities and advises histology technicians and clinical laboratory assistants as to appropriate procedures and 

techniques. Is responsible for assisting supervisor with maintaining the laboratory under the guidelines of accrediting agencies. Will assist chief histology technician with developing, validating and writing procedures as needed.Responsible for 

preparing dilutions, calculations, and percentages for special histology preparations. Performs specialized histology and histochemical procedures, such as those of enzymes, polysaccharides, immunohistochemical and immuno-fluorescents. 

Maintains adequate inventory to complete work and orders supplies as needed per established polices.Prepares teaching materials for use in instruction of medical students and resident physicians. May serve as a bench instructor for 

histology training program and new staff members, establishing competency of employees.Participates in process improvement activities. May attend system Quality Council meetings as requested or required. May participate in research 

activities and investigation of new products, equipment, techniques, and methodologies. Collects and organizes research data for project reports. Demonstrates a commitment to ethical conduct.Performs other duties as assigned. Duties 

performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, 

releasing, or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing, or similarly affecting human-subjects research records..Knowledge, Skills & AbilitiesWork requires internal 

contact with physicians from other departments regarding tissue samples.Work requires external contact with vendors regarding approved equipment problems.Work requires exercise of considerable judgment in application, evaluation, and 

implementation of new or revised procedures, techniques, and practices to work problems.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning, and stooping.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

HLTH SYS PHYSICIAN OUTREACH LIAISON 1756 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3M Prof Svcs-Strat/Phys Rltns Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

and 5 years related experience in a healthcare environment. Job Duties  1.  Acts as key UTSW representative available to answer service line questions and relay information to appropriate departments if necessary.2.  Build and sustain 

relationships with key physician referral sources by making regular and consistent office visits.3.  Educate referring physicians on new programs and services offered at UTSW.4.  Identify referring physician access and service issues with UTSW. 

Help resolve issues by working with the appropriate UTSW department heads and hospital staff.5.  Conduct ongoing referral analysis to identify loyal and splitter physicians.6.Promote continuing medical education (CME) programs to increase 

attendance and attend events.7.  Submit updates to UTSW leadership on number of visits made, key issues, concerns and opportunities.8.  Update physician tracking database to reflect physician outreach activities and CME attendance.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HOME HEALTH  LICENSED VOCATIONAL NURSE HH442 P18 $41,294.00 $55,230.00 $71,918.00 $3,441.17 $4,602.50 $5,993.17 $158.82 $212.42 $276.61 $19.85 $26.55 $34.58 N 5A Technicians-AMB Voc Nurse NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable EDUCATION/EXPERIENCEGraduate of an accredited 

Licensed Vocational Nurse program from approved school of nursing, licensure as LVN by Board of Nurse Examiners for State of Texas required. One (1) - Two (2) years of post-high school education.Two (2) - Three (3) years' experience in High 

Tech and Home care preferred. Current Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required. A Valid Texas Driver's License and proof of Automobile 

insurance is required.ESSENTIAL FUNCTIONSProvides direct nursing care, including patient observation and delivery of prescribed treatments.Monitors medical condition of patients and reports changes to appropriate personnel.Maintains 

patient records and charts to ensure an accurate record of treatment.Provides instructions to patients/families for use of products and services utilizing nursing process to address learning needs.Prepares, hangs, monitors, and discontinues IV 

fluids. Accesses IV delivery system; i.e., peripheral IV start, implant cath, vascular access devices, etc.Responsible for overall delivery of quality patient care that meets or exceeds established standards and provides assistance in activities to 

meet state and/or federal regulatory guidelines.Maintains a safe, comfortable, and therapeutic environment for patients/families in accordance with established standards.Participates in Organizational Quality Improvement Program 

(QAPI).Participates in in services and staff meetings.Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research 

participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs other duties as assignedKNOWLEDGE, SKILLS, & ABILITIESWork requires ability to care for and treat patients in accordance with established protocols, accepted nursing standards, and instructions from physicians and/or 

nurses.Work requires verbal and written communication skills.Work requires interpersonal skills.Work requires contact with physicians, residents, fellows, secretaries, and allied health personnel to coordinate information necessary to provide 

optimal level of patient care.Work requires ability to stand for long periods of time.Work requires ability to lift, push, and/or pull up to 50 lbs.Work requires ability to read, write, and perform mathematical calculations.Work requires ability to 

perform under general supervision. Work requires that incumbent complete most assignments with substantial independence.WORKING CONDITIONSExposure to dust/dirt/fumes, exposure to disease, move and position patients, bending or 

reaching, driving a vehicle, more than average exposure to variable weather and road conditions, walking, annual physical examination, lifting over 50 pounds, available to work all shifts.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

HOME HEALTH AIDE HH311 T11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 3L

Clin Supp Services-Home 

Health ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUnder direction of registered nurse, 

licensed physical therapist, or a licensed occupational therapist provides basic home nursing services to patients.Experience and EducationHigh school diploma or equivalent. Nurse's Aide certification listed on the HHSC nurse aide registry 

(NAR). **Cardio-Pulmonary Resuscitation or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), valid TX Driver's License and proof of driver's insurance required. ** 

Minimum one (1) year of full-time experience in direct client care in an institutional setting (hospital or nursing facility). Minimum one (1) year of full-time experience within the last five (5) years in direct client care in an agency setting. Job 

DutiesPerforms duties as assigned on the home health care plan prepared by a registered nurse.Obtains and documents patient vital signs, including temperature, weight, respiration, and pulse.Reports changes in patient's mental or physical 

condition or in home situation to nursing supervisor.Assists other members of the nursing team and/or other disciplines.Provides personal care assistance to patients with all Activities of Daily Living (ADLs), light housekeeping, meal 

preparation, and other specialized duties as needed.Provides assistance to patients with ambulation, safe transfers, and exercises as assigned.Maintains patient records and charts to ensure an accurate record of treatment.Maintains 

confidentiality of patient data.Assists in maintaining a healthy, safe environment.Attends mandatory in-service educational programs as required by federal and state regulations.Performs other related duties as assigned or 

requested.Knowledge, Skills & AbilitiesWork requires ability to care for and treat patients in accordance with established protocols, accepted nursing standards, and instructions from physicians and/or nurses.Work requires verbal and written 

communication skills.Work requires interpersonal skills.Work requires contact with physicians, residents, fellows, secretaries, and allied health personnel to coordinate information necessary to provide optimal level of patient care.Work 

requires ability to stand for long periods of time.Work requires ability to lift, push, and/or pull up to 50 lbs.Work requires ability to read, write, and perform mathematical calculations.Work requires ability to perform under general 

supervision. Work requires that incumbent complete most assignments with substantial independenceWorking ConditionsExposure to dust/dirt/fumes, exposure to disease, move and position patients, bending or reaching, driving a vehicle, 

more than average exposure to variable weather and road conditions, walking, annual physical examination, lifting over 50 pounds, available to work all shifts.Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

HOME HEALTH MANAGER CLINICAL THERAPY HH471 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under limited 

supervision and manages the clinical therapy operations within the Home Health Department at UT Southwestern Medical Center. Responsibilities of this position include managing staff, supporting clinical initiatives, develops department 

budgets, communicating with patients, and advocates for evidence-based practice to provide optimal patient care. Experience and EducationBachelor's, Master's or Doctorate degree and a minimum of Three (5) years experience in field of 

Physical, Occupational Therapy, or Speech Therapy, with two (2) years in Home Health experience preferred.**Current Physical Therapy, Speech Therapy or Occupational Therapy licensure in State of Texas.**Job DutiesSupervises and evaluates 

provision of patient care by personnel assigned to unit. Serves as role model to staff and provides direct patient care and/or functions in "charge" position when needed. Adheres and facilitates adherence by personnel to policies and 

procedures, code of conduct, and standards of practice.Reviews schedule and staffing plan to ensure adequate coverage of patient care needs. Utilizes staffing guidelines and employs most cost-effective option in providing proper patient care. 

Monitors departmental productivity by comparing actual to budgeted activities, monitoring census and patient acuity to determine and maintain optimal levels of productivity. Interviews and makes final hiring decisions. Provides coaching 

and counseling of staff. Achieves and maintains low vacancy and turnover rates. Ensures completion of annual performance reviews and orientation evaluations. Conducts staff meetings and coordinates special projects. Utilizes resources and 

maintains operations within budget. Prepares variance reports to explain budget deviations and assists with future budgeting as requested. Identifies and reports efficiency or cost saving ideas. Completes payroll editing at end of payroll cycle 

and maintains attendance records.Generates or supervises generation of event reports. Provides follow-up and submits to Director of Patient Care Services. Monitors for trends and intervenes when necessary. Participates in identification and 

resolution of physician, patient, and/or family complaints. Follows Patient Complaint Management Process and notifies Director of Patient Care Services and Risk Management. Prepares monthly analysis of quality assurance activities and data 

collection. Evaluates reporting methods to ensure quality care and reporting of services. Maintains departmental records as required by law and organization. Monitors compliance and completes required reports in timely manner.Implements 

and supports environment of evidenced based patient care. Presents research and supports staff to same. Participates in development, implementation, and evaluation of performance improvement activities. Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires good communication and interpersonal skills.Work requires good working knowledge of equipment and materials used in physical therapy.The following is the acronym, "PACT", and is 

fundamental to all non-clinical positions at UT Southwestern Medical Center:P-Problem Solving: Employees take ownership in solving problems effectively, efficiently, and to the satisfaction of customers, or managers. They show initiative in 

addressing areas of concern before they become problems.A-Ability, Attitude and Accountability: Employees exhibit ability to perform their job and conduct themselves in a professional and positive manner reflecting a professional 

environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who are our Customers? Anyone who requests our help, needs our work product, or receives our services. 

Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely delivery and communication. Sharing ideas with others helps expand our contribution to department 

goals.T-Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work product and customer service, and in maintaining a satisfying, caring environment for each other.Working 

ConditionsWork is performed primarily in the home health office.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

HOME HEALTH PHYS THERAPY ASSIST HH451 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3L

Clin Supp Services-Home 

Health ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationSuccessful completion of 

two-year program for Physical Therapist Assistant, which meets standards established and approved by the American Physical Therapy Association and no experience required. Must be licensed as a Physical Therapist Assistant.Current Basic 

Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Valid Texas Driver's License and proof of insurance required.Job DutiesProvide physical therapy as specified in the physical 

therapy plan of care, which may include:a.  Implementing treatment programs that include therapeutic exercises, gait training and techniques, ADL training, administration of the therapeutic heat and cold, ultrasound, electric current, and 

goniometric measurement.b.  Modify treatment techniques as indicated in the plan of care.c.  Obtain copy of plan of care made by PT and provide care exactly as written.Respond to acute changes.Teach patient/caregiver to perform selected 

treatment procedures.Identify architectural barriers.Demonstrate appropriate written, oral, and non-verbal communication with patients, families, and colleagues.Demonstrates safe, ethical, and legal practice.Notify supervising PT and Clinical 

Supervisor of any patient's change in condition.Attend case conferences.Inform supervising PT of last scheduled visit one week prior so that PT can schedule to see patient on the last visit**Other Duties: Performs other duties as assigned. 

DOCUMENTATION Each note in a patient's permanent record completed by a PTA must include the name of the supervising PT. Reevaluations must be evaluated at least every 30 days by a PT. On-site supervision must be done every 60 days or 

sooner by a PT. Notes must be turned in every 3 days. Document in notes that patient is informed of discharged 5 days prior to discharge.KNOWLEDGE, SKILLS, & ABILITIESWork requires good communication and interpersonal skills.Work 

requires good working knowledge of equipment and materials used in physical therapy.Work requires incumbent to devote up to 25% of time to personal contacts with patients and their families involving explanation of facts, procedures, and 

policies relating to problems of recurring nature.WORKING CONDITIONSExposure to dust/dirt/fumes, exposure to disease, move and position patients, bending or reaching, driving a vehicle, more than average exposure to variable weather and 

road conditions, walking, annual physical examination, lifting over 50 pounds, available to work all shifts.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HOME HEALTH QUALITY ASSURANCE LVN HH443 P19 $43,172.00 $57,812.00 $75,525.00 $3,597.67 $4,817.67 $6,293.75 $166.05 $222.35 $290.48 $20.76 $27.79 $36.31 N 3L

Clin Supp Services-Home 

Health NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Quality Assurance LVN, under the 

direct supervision of the Quality Assurance Nurse Supervisor, implements the Quality Improvement Program and supportive activities. Review clinical charting for conformance/compliance to Medicare and Agency standards. Participate in 

quality assurance and improvement activities for the agency. Experience and EducationGraduate of an accredited Licensed Vocational Nurse program.Current licensure as a Licensed Vocational Nurse by Board of Nurse Examiners for the State 

of Texas (or BNE Compact State).Two (2) years' experience in home health care.Two (2) years Home Health Quality Assurance experience preferred.Job DutiesAudits daily notes for proper documentation and ensures chart reviews are timely, 

accurate, and meet all data requirements under CMS guideline.Monitors compliance with both internal standards and regulatory requirements. Discusses any noted documentation discrepancies with QA RN Supervisor and Clinical 

Managers.Regularly participates in case conference activities and assists with record reviews that conferences are conducted and documented in accordance with Agency policy.Participates in Quality Improvement (QAPI) Program and assures 

appropriate corrective measures are identified and implemented.Assists in tracking QAPI items (infections, hospitalizations, incident reports, etc.).Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of 

Home Health Agency policies and principles.Work requires knowledge of both state and federal home care regulations.Work requires knowledge of electronic medical records (EMRs).Work requires proficiency in utilizing Office 365.Working 

ConditionsWork is performed primarily in the Home Health office.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

HOME HEALTH SCHEDULER HH461 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 3L

Clin Supp Services-Home 

Health ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

coordinate and maintain scheduling of visits for home health patients and staff. Enters staff and patient information into database and maintains reports.Experience and EducationHigh school graduate or equivalent level of education 

required.Home Health/Scheduling experience: 6 months required.Computer skills: 1 year required.Candidates must be authorized to work in the United States.Job DutiesAssists in taking referrals, patient intake process.Is responsible for 

development and continual monitoring of the work schedules for Clinicians to meet patient care needs, adjusts staffing according to available staff and reports changes to appropriate supervisors, assure accuracy of the time reports, verify 

hours worked daily, bonus hours, overtime hours and benefit days, and calculate staffing based on adjusted census daily.Is responsible to coordinate and maintain scheduling for patients and staff.Timely communication of scheduling changes 

between office and field staff.Creates and maintains staff schedules.Prepares weekly schedule for field staff and provides notification to employees.Provides staffing for sick leave, vacation, long term leave.Schedules patient 

appointments/visits according to care plans and staff availability.Discerns patient services required as outlined in agreements, urgent requests, and care plans.Contacts care providers and clients regarding day-to-day changes.Enters staff and 

patient information into database.Maintains staff and patient statistics, and reports.Calls hospital Social Services department to notify them that an Agency patient has been admitted to their hospital.Performs general office duties including 

but not limited to word processing, photocopies, etc.Performs other duties as assigned.Knowledge, Skills & AbilitiesDecision Making Ability - Demonstrates ability to make logical and sensible decisions based on available job 

knowledge/information, in a variety of situations.Adapts to change as a necessary and inevitable aspect of organizational life as well as an opportunity to learn new things.Strong ability to communicate in a professional manner, both verbal 

and writtenMust exhibit a high degree of professionalism and confidentialityIntermediate or advanced level experience and capability with Microsoft Office products is required.Excellent typing skills and developed clerical and computer skills 

requiredInterpersonal Skills - Shows genuine sensitivity to the needs, feelings, and capabilities of other people.Listening Skills - Gives full attention to what other people are saying, taking time to understand the points being made, asking 

questions as appropriate and not interrupting at inappropriate times.Must exhibit a high degree of time management, multi-tasking, interpersonal and effective communication skills.Considers potential consequences (including others' views 

and emotions) prior to choosing a course of action; accepts and/or uses appropriate authority to make decisions, proceeds with confidence once decisions are made.Working ConditionsWork is performed primarily in the home health office. 

The candidate will need to be available to be on-call two weeks/weekends per month to manage any shift changes and nurse call-offs.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the 

Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HOSPITAL ACCESS CASHIER U2131 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4C2 Office-Pat Admiss-Admit Rep ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Hospital Access Cashier directly 

interacts with customers and patients on the phone and/or in person under direct supervision to support front office business operations for hospital or hospital based clinic location. They maintain a customer-focused attitude at all times. 

They work as part of an elite team to support UT Southwestern operations and initiatives. Experience and EducationMINIMUM QUALIFICATIONSHigh School degree with 2 years' cashier experience or 2 years college with no prior experience. 

ESSENTIAL FUNCTIONSJob Duties: Prepares daily bank deposit ensuring accurate batch totals.Responsible for utilizing the safe for large bills and large amounts of money from the cash drawer.Responsible for providing change to various 

departments, patients, visitors and employees.Monitors the cashier window. Keeps the door locked to the cashier's office at all times and is trained to handle a robbery situation.Assists frontline with pre-registering patients and with account 

verification of insurance.Maintains daily productivity goals and key indicators.Demonstrates ongoing competency skills including above level problem solving skills and decision-making abilities.Answers patient/family questions regarding 

accounts. Collects & receipts payments.Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESAbility to type, spell, write or print legibly with accurate data entry skills. Proficient computer skills, including MS Word, Excel and 

types minimum of 35 wpm. Requires strong interpersonal communication and documentation skills. Possesses a true "customer service" oriented work style. Good general health and stress coping ability. Ability to speak and hear to allow 

discussions with patients, co-workers and public. Light lifting (requires lifting 25 lbs., with frequent carrying of up to 25 lbs.) Possess near vision acuity for accurate reading of computer screens.WORKING CONDITIONSWork is performed 

primarily in a hospital. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, national 

origin, sex,&iquest;sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.



HOSPITAL ACCESS CASHIER LEAD U2132 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4C2 Office-Pat Admiss-Admit Rep ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Hospital Access Cashier Lead 

provides leadership, direction, development and guidance to staff, taking an active role in staff growth. A lead trains and motivates staff to achieve goals and objectives. A lead manages daily operations, making leadership decisions, taking 

accountability for operations, and escalating to supervisor/manager as needed. A lead is responsible for a majority of the location specific training of new hires as well as completing staff in-services, and re-education. The cashier lead directly 

interact with patients on the phone and/or in person to support front office business operations in a hospital location. They maintain a customer-focused attitude at all times. They work as part of an elite team to support UT Southwestern 

operations and initiatives. They may be required to travel to both on and off-campus locations. Experience and EducationHigh School degree with 3 years cashier and basic accounting experience or 2 years college with 1-year experience. Job 

DutiesResponsible to intake, process and manage ancillary department deposits including amount verification to ensure system accuracy per Cash Management Policy & Procedure. Coordination, coaching and performance improvement 

initiatives that include all areas that collect/deposit cash. Responsible for on-going communication to ensure compliance. Coordinates courier and armored car schedules and resolves delivery discrepancies.Coordinates daily operations with 

Zale Lipshy Pavilion Cashier ensuring compliance with Cash Management Policies and Procedures. Ability to float and perform Cashier functions between both facilities as needed.Prepares daily bank deposit ensuring accurate batch totals. 

Utilizing the safe for large bills and large amounts of money from the cash drawer.Provides change to various departments of the hospital, ensures accurate documentation and replenishment of funds. Monitors the cashier area/office. 

Maintains a secured area and allows only business related functions and personnel in cashier area at all times.Daily assist hospital access with frontline duties. Maintains daily productivity goals and key indicators.Demonstrates ongoing 

competency skills including, above level problem solving skills and decision-making abilities.Knowledge of various regulatory agencies: JCAHO, Medicare/Medicaid Laws, State & Federal Laws, Internal Audit, Hospital/Departmental 

Policies.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESAbility to type, spell, write or print legibly with accurate data entry skills. Proficient computer skills, including MS Word, Excel and types minimum of 35 wpm. Requires 

strong interpersonal communication and documentation skills. Possesses a true "customer service" oriented work style. Good general health and stress coping ability. Ability to speak and hear to allow discussions with patients, co-workers 

and public. Light lifting (requires lifting 25 lbs., with frequent carrying of up to 25 lbs.) Possess near vision acuity for accurate reading of computer screens.WORKING CONDITIONSWork is performed primarily in a hospital environment. Walking, 

standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-

sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, ¿sexual orientation, gender identity, gender expression, 

¿age, disability, genetic information, citizenship status, or veteran status.

HOSPITAL ACCESS TEAM SUPPORT U5383 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4C2A

Office-Pat Admiss-Admit Rep 

Sr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Hospital Access Team Support 

provides direction, mentoring, support, development and guidance to staff, taking ownership of timely communication to assist with staff development and education. The TS uses quality analysis, training and education to motivate staff to 

achieve department goals and objectives. Exhibits super-user understanding of daily operations, makes Tier 1 leadership decisions, taking accountability for the quality and flow of operations, and escalating to supervisor/manager as needed. 

The TS is responsible for a majority of the location specific training of new hires as well as completing staff in-services, and re-education. The TS may also be responsible for performing quality audits of workflow processes or phone or face-to-

face employee interactions. He or she should be able to directly interact with patients on the phone and/or in person to support patient access operations in a hospital or clinic location, while maintaining a patient centered attitude at all 

times, demonstrating compassion and empathy for patients and their families and encouraging the same from the staff that they are assigned to support. They work as part of an elite team to support UT Southwestern operations and 

initiatives. They may be required to travel to both on and off-campus locations.MINIMUM QUALIFICATIONSFUNCTIONAL EXPERIENCESFunctional - High School Diploma or GED is requiredFunctional - Minimum of 3 years' experience in 

department functional area as described aboveFunctional - Customer or Patient Service required/ 3-5 YearsFunctional - Associates Degree or two years of college required; can substitute college with a minimum of 4 years scheduling or 

registration experience in a clinic or hospital settingTECHNOLOGY EXPERIENCESTechnical - Email Server Tool(s)/4-6 YearsTechnical - Microsoft Tools/4-6 YearsTechnical - Office Equipment/Fax/Copier/4-6 YearsRequired 

Certifications/Membership-within 1 year of promotion/hireCHAA - NAHAM NAHAM- Associate MembershipKNOWLEDGE, SKILLS, & ABILITIESBasic computer data entry and typing skillsExcellent written and oral communication skillsExcellent 

internal and external customer service skillsAbility to work with confidential information on a daily basisEffective and Efficient Problem SolvingAbility to read and write effectivelyAbility to multitaskType minimum of 35 wpmUnderstand and 

follow established policies and proceduresStrong Analytical SkillsThe use of initiative, strong independent judgement, and resourcefulness are inherent in the jobAbility to be self-supervisingAbility to interact and communicate effectively in all 

patients and department interactionsAbility to identify needs and develop policies and procedures for use within the department. WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Work is 

performed while sitting in an office environment, at the patient bedside via workstation on wheels or tablet and/or Kiosk.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for 

Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, 

national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

HOSPITAL PATIENT ACCESS TEAM SUPP U5333 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4C2A

Office-Pat Admiss-Admit Rep 

Sr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryThe Hospital Access Team Support 

provides direction, mentoring, support, development and guidance to staff, taking ownership of timely communication to assist with staff development and education. The TS uses quality analysis, training and education to motivate staff to 

achieve department goals and objectives. Exhibits super-user understanding of daily operations, makes Tier 1 leadership decisions, taking accountability for the quality and flow of operations, and escalating to supervisor/manager as needed. 

The TS is responsible for a majority of the location specific training of new hires as well as completing staff in-services, and re-education. The TS may also be responsible for performing quality audits of workflow processes or phone or face-to-

face employee interactions. He or she should be able to directly interact with patients on the phone and/or in person to support patient access operations in a hospital or clinic location, while maintaining a patient centered attitude at all 

times, demonstrating compassion and empathy for patients and their families and encouraging the same from the staff that they are assigned to support. They work as part of an elite team to support UT Southwestern operations and 

initiatives. They may be required to travel to both on and off-campus locations. Experience and EducationFUNCTIONAL EXPERIENCESFunctional - High School Diploma or GED is requiredFunctional - Minimum of 3 years of experience in 

department functional area as described aboveFunctional - Customer or Patient Service required/ 3-5 YearsFunctional - Associates Degree or two years of college required; can substitute college with a minimum of 4 years scheduling or 

registration experience in a clinic or hospital settingTECHNOLOGY EXPERIENCESTechnical - Email Server Tool(s)/4-6 YearsTechnical - Microsoft Tools/4-6 YearsTechnical - Office Equipment/Fax/Copier/4-6 YearsRequired 

Certifications/Membership-within 1 year of promotion/hireCHAA - NAHAM NAHAM- Associate MembershipJob DutiesProvides department specific quality analysis, training, mentoring, support and direction to Hospital Access Services staff in 

all applicable hospital based service locations. Supports staff accountability with audits and/or additional documentation as needed or assigned. Responsible to develop an overall approach for continuing education and training and implement 

training initiatives for all staff. When applicable promote continued education and training provided by outside resources such as Healthstream or OD&T.Serves as the first level subject matter expert resource for answering ACE, TALEO, 

SkillSoft, and general learning questions for all employees. Creates e-learning using contemporary adult learning methodologies and software publishing tools. Updates existing e-learning content based on enhanced quality standards, 

organizational changes, system changes, updates and end user feedback. Assigns new employee orientation programs to include, Hospital Orientation, Unit Based Orientation, EPIC Training, Payer training, Customer Service and/or Revenue 

Cycle training. Prepare, set-up and conduct Unit Based Orientation for new hires. Follow up to ensure all new staff meet requirements. Conducts training sessions to communicate policy updates, system upgrades, process changes and new 

processes or protocols, organizes classes in person or virtual, and prepares training manuals and materials, visual aids, such as slides and films and other training tools. Responsible for inventory, tracking of training materials and supplies in a 

timely and efficient manner.Confers with department leadership to determine need and scope of training programs. Maintains records of training activities and evaluates applicability and effectiveness of programsReal-time or historical 

monitoring of staff on assigned workflows, to include Call or Live Narrative analysis, RightFax proficiency, Registration accuracy, AIDET and PACT standards, other programs or workflows as assigned. Maintains a pro-active approach with 

addressing/implementing changes impacting the various processes of the patient access experience. On request of manager, contributes to new hire selection, recognition, and performance evaluations for staff. Ability to assign daily 

operations effectively upon request; exhibits effective follow-through and follow-up; takes accountability; solves problems and implements solutions; demonstrates technical proficiency. Acts with urgency to address issues and anticipate 

needs. Engages with dept/clinic managers to promote optimal use of resources and patient throughput. Supports goals and objectives; assisting in the creation and implementation of policies and procedures for dept operation. Responsible for 

generating, distributing and maintaining relevant department reports to assist management with tracking of key performance indicators.Assures that quality assurance monitoring is conducted on data produced by all department staff, 

assuring accuracy, thoroughness and compliance. Responsible to identify areas for continued performance improvement. Review QA disputes and assist staff in completing dispute form.The ability to be a subject matter expert and act in one or 

more department-specific functional roles which include:Accurately schedule patient imaging or lab visitsPre-register/Register patients within all applicable service areas either via contactless or in-person processesWorks in a collaborative 

manner with peers and other departments; attends meetings with active engagement and participation.Demonstrates above above-level problem solving skills and decision-making abilities. Ability to communicate verbally with all levels of 

team members, management, clinicians and physicians.Responsible for maintaining adequate supply of forms, brochures and supplies used in the department. Monitors the correct patient work queue for the assigned department(s) ensuring 

that staff are addressing deficiencies in a timely manner with a goal of 0 accounts older than 6 days. Works closely with QA team, and PAS Analysts to ensure that any issues specific to area of assignment are addressed and facilitates retraining 

as needed. EPIC Super user, assisting with upgrade and training.Assist with 1 on 1 phone training for call center staff to include phone monitoring for QA purposes. Takes proactive approach to assist with additional training and QA related to 

HOSPITAL/DIAGNOSTIC ACCESS LEAD U5329 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4C2A

Office-Pat Admiss-Admit Rep 

Sr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Team Lead Provides leadership, 

direction, development and guidance to staff, taking an active role in staff growth. A Lead trains and motivates staff to achieve goals and objectives. Manages daily operations, making leadership decisions, taking accountability for operations, 

and escalating to supervisor/manager as needed. A Lead is responsible for a majority of the location specific training of new hires as well as completing staff in-services, and re-education. Team Leads directly interact with patients on the phone 

and/or in person to support front office business operations in a hospital or hospital based clinic location. They maintain a patient centered attitude at all times, demonstrating compassion and empathy for patients and their families and 

encouraging the same from the staff that report to them. They work as part of an elite team to support UT Southwestern operations and initiatives. They may be required to travel to both on and off-campus locations. Experience and 

EducationHigh School Diploma or GED required3-5 years' experience in a Customer Service setting preferredAssociate's Degree or two years of college preferred; can substitute college with a minimum of 4 years Clinical/Medical office 

experiencePatient Access Representative Development Program requirements; 1 year experience as a Patient Access Representative III preferredLICENSURE/CERTIFICATIONCHAA - NAHAM required within 1 year of promotion/hireJob 

DutiesProvides training, leadership and direction to staff in the roles of patient admissions/patient registration and cash intake; including all applicable hospital based areas, main admissions, and ED/L&D. Promotes accountability in staff. 

Effectively delegates and appropriately holds staff accountable; maintains a pro-active approach with addressing/implementing changes impacting the various processes of the patient access experience. Maintains an active role in selection, 

training, recognition, and performance evaluations for staff. Leads daily operations effectively; effective follow-through and follow-up; takes accountability; solves problems and implements solutions; demonstrates technical proficiency. Acts 

with urgency to address issues and anticipates customer needs. Engages with dept/clinic managers to promote optimal use of resources and patient throughput. Supports goals and objectives; assisting in the creation and implementation of 

policies and procedures for dept operation. Oversees department schedule, PTO requests, and time and attendance issues; assuring staff coverage for all shifts.Responsible for generating, distributing and maintaining relevant department 

reports to assist management with tracking of performance indicators.Assures that quality assurance monitoring is conducted on data produced by new department staff, assuring accuracy, thoroughness and compliance. Responsible to 

identify areas for continued performance improvement.Pre-register/Register patients for scheduled/unscheduled services, inpatient/outpatient procedures within all applicable hospital based areas Interview patient(s) and/or their 

representative at workstation or bedside to obtain demographic/insurance information or verify information already on file. All registrations performed utilizing available up to date technology (i.e. carts/workstation on wheels, tablets, 

etc)Obtain copies of necessary identification and insurance cards. Document appropriate information in the registration system based upon departmental documentation standards.Verifies that patient has been properly identified to prevent 

multiple medical record numbers campus wide. Ensures all patients are continually informed of their visit status when services are delayed.Follows all guidelines set forth in the Cash Handling policy. Produce paperwork on each patient for 

distribution to appropriate departments. Accurate and timely deployment of legal, ethical and compliance consent forms and documents.Initiates the Advance Directive process.Initiate, obtain and/or update verification and pre-certification as 

appropriate for patient services for each patient account.Coordinate accurate patient data to determine financial obligation. Collection of insurance co-payments, deductible amounts, self-pay deposits and patient balances from the 

patient/guarantor. Request full or partial payment for services rendered according to collection policies.Works in a collaborative manner with peers and other hospital departments; attends meetings and actively participates.Demonstrates 

ongoing competency skills including age-specific competencies, above level problem solving skills and decision-making abilities. Ability to communicate verbally with all levels of Associates and management and with physicians.Responsible for 

maintaining adequate supply of forms, brochures and supplies used in the department. Monitor ACD Line and appropriately direct calls and/or assist as necessary.Monitor RightFax and complete registrations/direct faxes as needed. Monitors 

the correct patient work queue for the assigned department(s) ensuring that staff are clearing accounts in a timely manner with a goal of 0 accounts older than 6 days. Works closely with QA and WQ Analysts to ensure that any issues specific 

to their staff are addressed and retraining completed as needed. Knowledge of policies regarding services, pricing, insurance billing, and payment of account.The ability to act in all capacities as a Patient Access Representative. Performs other 

duties as assigned.Knowledge, Skills & AbilitiesGood general health and stress coping ability. Ability to speak and hear to allow discussions with patients, co-workers and public Light lifting (requires lifting 20 lbs, with frequent carrying of up to 

20 lbs) Possess near vision acuity for accurate reading of computer screensBasic computer data entry and typing skillsExcellent written and oral communication skillsExcellent internal and external customer service skillsAbility to work with 

confidential information on a daily basisEffective and Efficient Problem SolvingAbility to read and write effectivelyAbility to multitaskType minimum of 35 wpmUnderstand and follow established policies and proceduresStrong Analytical 

SkillsThe use of initiative, strong independent judgement, and resourcefulness are inherent in the jobAbility to be self-supervisingAbility to interact and communicate effectively in all patients and department interactionsAbility to identify 

HOUSE STAFF CRED COORDINATOR U2308 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4G1 Office-Credentialing Sr ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate and ten (10) years progressively responsible administrative experience in business, medical, scientific, or health care environment. Job Duties  Daily:

- Answer emails or calls addressing any and all questions from students, residents, coordinators, administrators, etc. regarding University Hospitals.

- Work closely with Education Coordinators and assistants on any resident/fellow, student or rotator related questions.  

- Work closely with Nutrition Services on any resident meal reimbursements and related issues.

- Work closely with EVS on any call room or housekeeping related challenges at both Hospitals.Monthly:

- Resident/Fellow payroll reconciliation/verification for departments for payment to University Departments and to Parkland and submit check requests for payment to Administration.

- Update GME Summary Spreadsheet monthly after completion of reconciliation.  

- Prepare meal allowance information for Nutrition Services.  Multiple departments forward on-call meals information to me and I compile into one list for Nutrition to track resident meal purchases for those on-call. 

- Orient Surgery students to Clements University Hospital.  This includes checking in at the beginning of the rotation, updating them on parking, checking their badge for scrub access, showing them location of scrub machines, etc.

- Request scrub access for students on rotation 

- Request badge access for students on rotation  - (This could be done now for all med students).Yearly:

- Complete IDR for payment of ACGME Accreditation Fees and forward to GME office for payment.

- Update Resident Expenses paid to PMH by UH for each academic year. 

- Assign personal identifier to each new incoming resident for DPS/DEA.  Once number is assigned the institution DPS, DEA and resident personal identifier are entered into MedHub.

- Attend Campus Collaborative Resident/Fellow Orientation each June.

- Update all Resident/Fellow Distribution Lists, Chief Resident Lists, and Coordinator and PD lists.  Delete those leaving and add new.Ongoing:

- Complete on-line verification of Licensure, DPS and DEA for residents who become licensed.  This includes uploading PDF of license, DPS and DEA from source verification into MedHub.  This may also include informing CMO, GME office and 

department of any resident who may have a TMB Board Order.  

- When residents become licensed and have personal DPS and DEA numbers this information is removed from MedHub and the list is updated to remove them.

- When residents become licensed and certified submit service request to have information entered into Epic.

- Update the Personal Identifier list of residents (adding new residents, removing residents who have left or become licensed and certified) and forward to both campus pharmacies.

- Attended GME On-board meetings related to all institutions coming together with one on-board packet to all new incoming residents.

- Attended Campus Shared Orientation for new incoming residents and fellows.  This used to be strictly a Parkland orientation.  Last year was the first year it was a shared campus collaborative orientation.

- Enter work orders for anything that needs to be fixed, printers not working, computer problems, etc.

- Order printer paper, coffee cups, napkins, sugar, creamer, etc. for resident lounges on 2nd and 3rd floor.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

HOUSEKEEPING ATTENDANT U4013 T11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 7B Service-Housekeeping/Enviro SKILL HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent strongly preferred; read/write English. Previous experience in housekeeping functions is preferred but not required. Customer service highly recommended.Job Duties1. Cleans and maintains patient care, staff and visitor areas.2. 

Performs terminal cleaning procedures of patient rooms.3. Dusts furniture, woodwork, equipment and dust-mops floors.4. Gathers and disposes of trash and waste materials.5. Wet-mops rooms, halls, stairways and public areas.6. Attends 

educational programs and in-service meetings as required.7. Completes and maintains all job performance requirements and standards as established in Career Ladder Program, including disciplinary action section.8. Maintains required 

records, reports and statistics as directed.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HOUSEKEEPING ATTENDANT ARC 4013 11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 7B Service-Housekeeping/Enviro CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under constant supervision to 

provide janitorial services for the animal facilities.Experience and EducationHigh School graduation or equivalent strongly preferred; no experience required. Previous housekeeping experience preferred.Job DutiesGeneral cleaning of all areas of 

ARC facilities. Dusts furniture, woodwork, equipment and dust-mops floors. Wet-mops/ vacuums rooms, halls, stairways and public areas.Cleaning break areas and bathrooms. Cleans and disinfects all fixtures, floors, mirrors, windows, doors 

and walls of bathroomsTrash removal. Gathers and disposes of trash and waste materialsStocking supplies and PPE stations.Floor maintenance - includes running floor machines/buffers.Performs laundry service. Removes waste and soiled 

linens from work area and places in specific bags or containersPolishing stainless steel equipment.Emptying carcasses freezer/refrigerators.Assist in ARC cage wash area when needed.Perform other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires ability to work logically and efficiently. Work requires ability to push/pull pieces of equipment which may have dimensions in excess of 6 ft. high, 3 ft. wide and/or 8 ft. long, weights ranging up to 25lbs. Work requires 

ability to lift equipment up to 50lbs.Work requires ability to utilize hand tools and must be able to follow oral and written instructions of varying length and complexity.Work requires ability to understand and follow concepts of clean and dirty 

flow patterns and sanitation and disinfection and utilize appropriate application. Work requires ability to understand basic mechanical operations and routine maintenance, access basic computer functions, and mix chemical solutions 

correctly. Work requires ability to maintain accurate written records.Work requires ability to accurately measure/dilute cleaning solutions. Work may require protective clothing.Working ConditionsWork is performed primarily in laboratory 

area. UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

HR COMPLIANCE SPECIALIST 9699 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 4A4A Off-Admin Supp-HR Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to be 

responsible for compliance activities to include coordinating Form I-9 and E-Verify processes, ensuring compliance with federal and state laws/regulations the I-9 verification process, monitoring daily and annual reports; provide oversight of 

background check processes, including presenting to adjudication committee and adverse action process; and responsible for compiling data for internal and external audits to ensure compliance requirements are met for new and existing 

employees at UT Southwestern.Experience and EducationRequired QualificationsBachelor's Degree business administration or related field required. Relevant years of experience can be considered in lieu of education (minimum of four (4) years 

of related experience with no degree). Minimum of one (1) year of previous HR, recruiting, customer service or related experience.HR process knowledge and experience of HR Business Process framework including HR principles and practices as 

well as employment law compliance.Preferred QualificationsMaster's degree in Human Resources, Business Administration, Healthcare Management, or related field.Experience in Talent Acquisition recruiting, talent onboarding, HR Generalist 

or HR Business Partner roles highly. Experience working with multiple ATS, CRM and HRM systems - specifically Taleo and PeopleSoft products.Experience in high-touch customer service with a focus on problem solving.Job DutiesI-9 

Compliance and L&C ComplianceActs as subject matter expert in the area of I-9 employment eligibility verification.Troubleshoots I-9 errors or inconsistencies, and provides guidance, when necessary, to ensure compliance with I-9 

regulations.Immigration I9 and receipts; Monitor Employee compliance by tracking document expiration dates for permanent residents and processing notification letters regarding approaching expiration dates.Stays abreast of government 

and/or regulatory requirements in order to educate and update any current processes.Tracks appropriate action when employment eligibility issues arise; informing Managers and Employee Relations to ensure employment eligibility or 

initiating termination.Works with other areas of HR and the Hospital accreditation team to ensure necessary documentation is collected, processes are in place.Runs reports to ensure necessary licenses and certifications are uploaded and 

documented in License Manager Pro system.Runs daily deficiency reports and addresses missing license/certification.Background checks Ensures background checks are completed and documented accordingly in the HCM system through spot 

checks, quarterly reviews, and reporting efforts. Communicate regularly with background check vendor to ensure quality of service is being met.Liaise with Talent Acquisition Partners (TAP) and Employee Onboarding Coordinator to investigate 

and address concerns relating to pending background checks.Monitors background check reports and elevate cases to vendor if completion date is more than seven business days.Collects and compiles background check reports and 

prospective new employee profile to be presented to adjudication committee. Will make recommendation on findings to committee on whether or not to proceed to hire following internal adjudication decision guidelines.Oversees pre-adverse 

and adverse action process; answers questions and concerns from Employee Onboarding Coordinators or TAPs. Troubleshoots issues with background check vendor concerning adverse process.Audit ResponsibilitiesResponsible for responding 

to both internal and external Talent Acquisition audits, such as Joint Commission by compiling requested documentation on employees or requisitions. May be required to present requesting documentation.Conducts period audits of files to 

ensure audit readiness for joint commission audits or other internal/external audits.Conducts quarterly internal audits to ensure new hire information is captured in all systems including TAM, OnBase, PeopleSoft, LMP, Equifax, etc.Responsible 

for updating internal standard operating procedures in relation to Employee Onboarding Coordinator responsibilities, compliance elements, background check procedures, I-9 guidance.Audits I-9 authorization on a weekly basis by monitoring 

pending New Hires, conducting internal audits, troubleshooting errors or inconsistencies, and providing guidance, when necessary, to ensure compliance with I-9 regulations.Onboarding ResponsibilitiesManages the background check and 

onboarding process for Advanced Practice Providers and GME office hires and ensures all documentation including required licenses are validated.Responsible for conducting background checks for Faculty, Youth Protection Program, and for all 

campus volunteers: respond accordingly to hiring departments when checks are clear or unable to hire.Troubleshoots technical issues and provides training to Employee Onboarding Coordinators and HR Coordinators, as needed.Assists with 

Lenel inquiries regarding approved credentials.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent interpersonal, presentation and communication skills (oral, written, and interpersonal) and professional 

demeanor.Work requires ability to recognize confidential, sensitive, and proprietary information and maintain confidentiality of such information as required.Work requires demonstrated ability to establish and maintain effective working 

relationships with all levels of the organization and collaborate well in a team required.Work requires ability to work autonomously. Work requires knowledge of I-9 compliance and E-Verify regulations.Work requires proficiency with Microsoft 

Office Suite (i. e. Excel, Outlook, PowerPoint, Word).Work requires ability to demonstrate problem solving in various situations dealing with both customers and fellow employees.Work requires ability to prioritize multiple tasks simultaneously 

with frequent interruptions and time constraints.Work requires the ability to use logic and reasoning to identify solutions, conclusions, or approaches to problems.Work requires ability to deliver high quality work, paying close attention to 

details.Work requires ability to recognize and remedy errors.Work requires ability to think independently and make decisions.Work requires ability to work under the pressure of tight deadlines.Work requires ability to exercise good judgement 

HR SERVICES COORDINATOR 9497 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide advanced administrative support in coordinating day-to-day operations of the HR Services Department and serves as the primary administrative support for the Assistant Vice President of HR Services. This position will be responsible 

for a variety of administrative tasks and provide support to the HR team in areas such as recruitment onboarding, payroll, employee data management, and leave administration. This position requires excellent organizational skills, attention 

to detail, and a passion for helping create a positive workplace experience for our employees.Experience and EducationHigh School Diploma or equivalent required and have a minimum of three (3) years of administrative/clerical experience, 

preferably in Human Resources. Bachelor's degree preferred.Job DutiesPrimary administrative support for the Assistant Vice President for the HR Services Department. Responsible for creating and fostering excellent customer service 

experience.Must be able to think creatively, analytically, and strategically on projects or tasks that require independent work. Oversees special events for department by coordinating committees and schedules and by staying within 

budget.Coordinates project management duties for new initiatives. Coordinates various projects and programs within the department ensuring all tasks are completed by established deadlines and quality standards.Ensures there is a positive 

internal and external working relationship. Establishes and maintains department records and reports.Organizes office procedures to ensure effective operation. Acts as department liaison with other departments and agencies.Determines 

work priorities and monitors progress toward work deadlines.Manages and oversees office services functions including office equipment, supplies and vendors.Schedules and organizes activities such as meetings, travel, conferences.Focuses on 

Customer: Encourages candid exchange of ideas; articulates views clearly and directly; expresses facts clearly; communicates quickly issues affecting staff.Leads Change: Takes initiative; shows adaptability; flexibility; thinks and plans 

strategically; articulates clear vision and goals; champions innovation.Courtesy: Is respectful and courteous to each other at all times; Gives full attention to others minimizing distractions; Does not gossip or air frustration inappropriately; 

Uses a respectful / professional tone of voice.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent written and verbal communication skillsWork requires ability to prioritize and organize work to meet 

deadlines.Work requires ability to utilize computer and spreadsheet and word processing software.Work requires telephone and personal contact with all levels of internal and external personnel and organizations to resolve complex, non-

routine problems.Work requires reading, writing, simple arithmetic, analyzing data, writing reports, interpreting policies and procedures, and organizing people and resources to meet goals.Work requires the ability to work with confidential 

information.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

HRIS SERVICE CENTER TECHNICIAN 9594 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4A4 Off-Admin Supp-HR Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision of HRSC 

Specialist Supervisor to initiate/audit/approve PeopleSoft HCM transactions in a timely manner. Provides transactional HCM support to managers, employees, and timekeepers. Coordinates, maintains, and provides data entry of the official 

employee records management program, imaging and records systems, and document retention, storage, retrieval systems for the Office of Human Resources.Experience and EducationBachelor's Degree in Human Resource Management, 

Business Administration, or related field and one (1) year of professional experience in one or more areas of human resource management. Work requires experience with PeopleSoft HCM. Experience with Service-Now preferred. Job 

DutiesResponsible for reviewing, monitoring, processing, and/or submitting employee records and information in PeopleSoft HCM Manager Self Service. Processes, reviews, and resolves or assists in the resolution of various Service Now 

requests as delegated by the HRIS Service Center supervisor/or Specialist. Provides timely responses to requests. Provides system training, form processing assistance and technical support to departments and co-workers. Provides guidance 

and assistance to Human Resources Assistant as needed.Serves as a liaison with HR managers, departmental business managers, administrative staff, Department senior management, Human Resource representatives and others as necessary 

to obtain and provide information. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires demonstrating excellent oral and written communication skills.Work requires good organizational and analytical skills.Work 

requires intermediate knowledge of Windows, MS Word, Outlook, Excel and the Internet.Work requires the ability to type 40 words per minute accurately.Work requires good judgment and decision-making skills.Work requires techniques for 

dealing effectively with the public in person/internet/telephone.Work requires the ability to maintain security, confidentiality, and integrity of employee information.Work requires performing work with accuracy, speed and general 

supervision.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.



HUC/PCT DUAL ROLE U6200 P11 $33,145.00 $41,358.00 $52,562.00 $2,762.08 $3,446.50 $4,380.17 $127.48 $159.07 $202.16 $15.94 $19.88 $25.27 N 5E7 Medical Technician-Pat Care ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent. Must be able to read and write English. Working knowledge of medical terminology preferred. Completion of the first semester of nursing clinical rotation orcertified medical assistant/certified nursing assistant or one year of 

hospital experience as a patient care technician. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Must achieve validation of required core competencies and 

training within 6 months of employment.Job DutiesPCT:Provide patient care under the direction of nursing staff being certain to only perform tasks in which training and/or competency has been validated.Collect, monitor, and document 

pertinent data relating to patient functioning and care to include but not limited to: intake and output, weight, temperature, pulse, respirations, and blood pressure. Recognizes and immediately reports values outside normal parameters to 

the nurse.Perform patient rounding being sure to report any changes in a patient's condition or behavior immediately to the nurse. Seeks assistance and guidance as needed to ensure that patient care is delivered in a safe, high quality and 

effective manner at all times.Assess, identify, and monitor environmental, patient, and the patient's family needs in a respectful, positive, and timely manner to achieve satisfaction.Perform basic hygiene care in accordance with the 

Department of Nursing policies, procedures and unit standards to include but not limited to pericare, oral care, daily hygiene, linen changes, skin changes, and foley care.Transfer and transport patients in accordance with policies and 

procedures with specific consideration to age-specific and safety needs. Resolve patient concerns by initiating service recovery and immediately escalating patient, family, visitors and staff concerns through the chain of command.Build 

meaning and sustainable relationships of trust through open and interactive communication with members of the healthcare team.Prepare, update, and disseminate reports at the change of shift and when changes are noted in the patient's 

condition.Support the administrative and clinical operations of assigned practice environment.Orient new staff and students to work areas. Collaborates with other nursing staff and hospital employees to create an environment that is 

conducive to the retention of qualified personnel.Maintain current compliance with ongoing annual education requirements (modules, classes and cometencies)Utilize downtime to assist others and/or to provide additional supportive 

measures to patients and/or patients' families within the respective patient care environment. Completes other duties as assigned. Performs in the role of sitter as needed, documents as requiredHealth Unit Coordinator:Provides a responsive 

and helpful demeanor to the staff, physicians, patients and public in person or via telephone. Asks, "Can I help you?" Answers phone promptly and identifies self when answering phone. Customer service is number one concern.Answers call 

lights immediately. Ensures that patient's request for assistance is communicated to the appropriate nursing staff in a timely manner. Communicates repeated requests to appropriate staff or the Charge Nurse as necessary.Demonstrates 

working knowledge of medical terminology. Writes in legible handwriting on appropriate forms with required dates, times and signatures. Coordinates the scheduling of tests and procedures with the appropriate departments in an efficient 

and timely manner. Routes computer entries and paperwork in accordance with established practices.Demonstrates appropriate prioritization of tasks.Files reports and documents in the appropriate areas of the patient's medical record as 

established by Medical Record Department policies. Reviews medical records of discharged patients to ensure that all reports and documents within the record are stamped for the designated patient and in the order established by Medical 

Record Department policy.Keeps unit stocked with supplies including forms. Checks par levels and orders supplies. Stocks, nursing station and puts ordered supplies away. Sends any equipment needing repair to BioMed, tracks return to 

unit.Supports financial health of unit. Makes runs to lab, pharmacy or central supply as necessary.Communicates appropriately with patients/families, physicians and staff. Relays information to appropriate personnel in an accurate and timely 

manner. Gives staff and charge nurse status reports on pending items. Immediately alerts nurse if patient/patient's family seems or is unhappy and you have not resolved the issue.Assumes accountability for all actions in the workplace. 

Reports errors promptly.Orients new staff and students to work areas. Collaborates with other nursing staff and hospital employees to create an environment that is conducive to the retention of qualified personnel.Reads minutes of 100% of 

scheduled staff meetings and attends 100% of mandatory educational sessions. Remain 100% up to date on required communication i.e., E-Mails, IAIM Modules, Staff meeting minutes and other communication sent from University Hospital 

Administration.Utilizes downtime to complete assigned duties.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-

subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects 

research records. Knowledge, Skills & AbilitiesWorking ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

HUMAN RESOURCES BUSINESS PARTNER 9502 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H3

Prof Services-HR-Emp 

Relations PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, human resources or related field and 6 years progressively responsible Human Resources Generalist experience. Prior advanced level HR experience is required. Prior experience in healthcare and/or academia preferred. 

Prior supervisory experience preferred.Job Duties1. Serves as a trusted advisor to assigned client groups, coaching and advising around people engagement and performance.2. Collaborates with others to ensure timely and effective delivery of 

human resource services and objectives.3. Serves as liaison between client groups and Human Resource functions in the areas of, but not limited to, compensation management, staff planning, performance management, employee relations, 

organizational development and employee development.4. Collaborates with and seeks out expert advice from the appropriate Human Resource functions to ensure adherence to established UT Southwestern policies and procedures.5. Assists 

in the implementation of human resources programs and policies to ensure efficient and effective human resources services to institutional clients. .6. Identifies development needs and trends in the organization, recommends and implements 

a variety of programs and initiatives.7. Provides consultation, interpretation and guidance to managers on day to day human resource management administration and existing policies, programs and processes.8. Partners with client groups to 

align their strategies, cultures, processes and organization structures with the needs of the institution9. Provides leadership and expertise to cross-functional teams and participates in cross-functional initiatives.10. Provides direction and 

proactive advice to business units in the area of process improvement and policy interpretation.11. Prepares and analyzes complex data to monitor current trends and make recommendations to management.12. Assists in the development 

and maintenance of client group business plans to assure appropriate core human resources services are being provided to clients.13. May provide supervision and train staff members.**Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HUMAN RESOURCES BUSINESS PARTNER SR 9552 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H3

Prof Services-HR-Emp 

Relations PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryUnder minimal supervision, provides 

advanced level strategic consultation, guidance and direction to assigned customer group. Partners with Senior leadership and managers to achieve strategic priorities and initiatives. Handles high volume, complex customer issues.Experience 

and EducationBachelor's degree in human resources, business administration, or any other related field and 8 years progressively responsible Human Resources experience, including a minimum of 3 years prior HRBP experience. Prior 

experience working with Executive/Senior level leadership required. Prior experience in healthcare and/or academia preferred. Prior supervisory experience preferred.Job DutiesServing as the HR lead develops HR agenda that supports the 

overall priorities/initiatives of assigned customer group.Provides strategic guidance and consultant in the areas of organizational effectiveness and employee engagement, working with leaders to build strategies to address gaps.Plays a 

strategic role in managing the design and/or implementation of key projects and programs for assigned group, actively participating in project teams, and implementing initiatives while ensuring proper communication and collaboration with 

business departments and others. Collaborates with others to ensure timely and effective delivery of human resource services, priorities and initiatives.Serves as liaison between client groups and Human Resource Centers of Expertise (COE) in 

the areas of, but not limited to, compensation, talent acquisition, performance management, leave administration, benefits, employee relations, organizational/employee development and engagement. Coaching and advising as 

appropriate.Collaborates with and seeks out expert advice from the appropriate Human Resource COE to ensure adherence to established UT Southwestern and Board of Regents policies and/or procedures. Also, ensures compliance with State 

and Federal laws.Develops, metrics, and dashboards to provide customers with information that support business priorities. Analyzes complex data to monitor current trends, making appropriate recommendations. Partners with customer 

groups to align their strategies, structure and people with the needs of the department/institution.Provides direction and proactive advice to business units in the area of process improvement and policy interpretation. Assists customers in 

the development and maintenance of business plans to ensure appropriate core human resources services are being provided to clients. Assist with staff forecasting.May provide supervision and train staff members.Knowledge, Skills, and 

AbilitiesWork requires written and verbal communication skillsWork requires ability to project management, prioritize and organize work to meet deadlines.Work requires ability to utilize computer and spreadsheet and word processing 

software.Work requires telephone and personal contact with all levels of internal and external personnel and organizations to resolve complex, non-routine problems related to Human Resources.Work requires reading, writing, simple 

arithmetic, analyzing data, writing reports, interpreting policies and procedures, and organizing people and resources to meet goals.Work requires ability to develop, recommend, and implement policies and procedures relating to Human 

Resources.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HUMAN RESOURCES GENERALIST 9520 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4A4A Off-Admin Supp-HR Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

perform a variety of duties for one or more divisions in the Human Resources department.Experience and EducationBachelor's degree in Human Resources Management, Business Administration, or related field and one (1) year of experience 

in one or more areas of HR. OR,High School or GED and five (5) years of progressively responsible HR experience. Will consider relevant education and experience in lieu of Bachelor's degree.Preferred: Bachelor's Degree, prior experience working 

in Employee Relations; HR-related certifications (PHR, SHRM, etc.).Job DutiesProvides full range of support in functional areas of human resources including, but not limited to, Benefits, Employee Relations, Workers' Compensation and Leave 

Administration, Recruitment, Compensation, and Organizational Development and Training. Maintains direct contact with employees, supervisors, and managers. Serves as primary contact for policies and procedures.Provides assistance to 

management regarding interpretation of policies and practices affecting various divisions in human resources.Provides various reports upon request. Assists with statistical reports. Assists in ensuring accuracy of information. Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires work ability to interpret policy and procedures and apply techniques/practices to work problems.Work requires effective written and verbal communication skills.Work requires 

utilization of Microsoft Office Suite. Work requires telephone and personal contact with all levels of Human Resources staff and the personnel of other Departments, to obtain or provide information or to explain or coordinate factors essential 

to the accurate management of human resources issues.Work requires strong reading/writing skills, simple to advanced arithmetic, data analysis, statistical report preparation, interpretation of policies and procedures, and the flexibility as 

well as the organizational skills to meet goals.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for 

Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

HUMAN RESOURCES GENERALIST SR 9522 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 4A4A Off-Admin Supp-HR Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

perform a variety of duties for one or more divisions in the Human Resources department.Experience and EducationBachelor's degree in Human Resources Management, Business Administration, or related field and three (3) years of 

professional experience in one or more areas of human resources.OR,High School diploma or GED and seven (7) years of progressively responsible HR experience. Will consider relevant education and experience in lieu of Bachelor's 

degree.Preferred: Bachelor's Degree, prior experience working in Employee Relations, Payroll, or Leave and Benefits Administration; HR-related certifications (PHR, SHRM, etc.)Job DutiesProvides full range of support in functional areas of 

human resources including, but not limited to, Benefits, Employee Relations, Workers' Compensation and Leave Administration, Recruitment, Compensation, and Organizational Development and Training. Counsels, advises, and works with 

staff, supervisors, and managers to identify and resolve personnel issues and improve workforce performance and effectiveness.Coordinates the administration and confidential investigation of workers compensation.Assists with benefit 

administration.Provides guidance to staff and management regarding interpretation of policies and practices affecting various divisions in human resources.Provides various reports upon request. Assists with statistical reports. Assists in 

ensuring accuracy of information. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires work ability to interpret policy and procedures and apply techniques/practices to work problems.Work requires effective written 

and verbal communication skills.Work requires utilization of Microsoft Office Suite. Work requires telephone and personal contact with all levels of Human Resources staff and the personnel of other Departments, to obtain or provide 

information or to explain or coordinate factors essential to the accurate management of human resources issues.Work requires strong reading/writing skills, simple to advanced arithmetic, data analysis, statistical report preparation, 

interpretation of policies and procedures, and the flexibility as well as the organizational skills to meet goals.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of 

stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

HUMAN RESOURCES SERVICES SPECIALIST 9694 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 4A4A Off-Admin Supp-HR Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryFor more than 75 years, UT 

Southwestern Medical Center has been healing, discovering, and educating health professionals as one of the nation's top academic medical centers. The work of the UTSW HR Services Center (HRSC) team is key to supporting the Human 

Resources function, new and existing employees, and supervisors. The HR Services Center Specialist is a front-facing role representing UTSW Human Resources to the organization delivering consistent excellent customer experience with 

passion and commitment to ensure services are delivered optimally meeting all policy and compliance requirements. This role will provide high touch service in all aspects of the employee life cycle, from onboarding to exiting employees.The 

HRSC Team includes responsibility for improvement related to systems, processes and procedures to be optimized to improve services provided to customers. The HR Services Center Specialist will be responsible for the resolution of cases in-

person, phone, e-mail, or chat on a daily basis. This role will be the main point of contact to triage Tier 1 level in-person HR questions, analyze and resolve the inquiry or determine if escalation is necessary. This role will work in a cross 

functional manner to problem solve and address inquiries across all HR functions. This role will be responsible for documenting all in-person walk in inquiries and either provide immediate resolution or escalate it to appropriate group. This role 

will be responsible for completion of I9s and issuing badges to new employees or internal transfers.Experience and EducationRequired QualificationsBachelor's Degree business administration or related field required. Relevant years of 

experience can be considered in lieu of education (minimum of 4 years of related experience with no degree).Minimum of one (1) year of previous HR, recruiting, customer service or related experience required.Preferred 

QualificationsExperience in Talent Acquisition recruiting, talent onboarding, HR Generalist or HR Business Partner roles highly. Experience working with multiple ATS, CRM and HRM systems - specifically Taleo and PeopleSoft 

products.Experience in high-touch customer service with a focus on problem solving. Job DutiesResponsible for providing a high-touch experience for new and existing employees visiting the HR Services Center or corresponding with the team 

via email, phone or chat.Responsible for completing all in-person HR inquiries, such as badging responsibilities, I9 completion, and escalate, as needed.In-person issues may be deemed highly confidential, and HR Services Specialist must be able 

to handle appropriately and professionally.Provides a professional advisory and administrative service to new and existing employees, external customers encompassing a broad range of HR inquiries, including resolving Tier 1 level HR inquiries 

or navigating non-HR related inquiries to appropriate UTSW department.Serves as a backup capacity for triaging phone, e-mail or chat on a daily basis. This role will triage Tier 1 level HR questions, analyze, and resolve the inquiry or determine 

if escalation is necessary. Provides outstanding service to our internal and external customer with general to complex solutions on all HR related inquiries such as compensation, benefits, leave administration, recruitment, payroll, etc.Assists 

with onsite New Employee Orientation. Provides support with weekly new employee orientation as needed.Participates as part of a team that are subject matter experts on general HR knowledge and organizational information to effectively 

answer questions and help new hires or external customers navigate UTSW.Work with all staff members within HR Services, Human Resources, and departments across UTSW to create and manage effective relationships.Performs onboarding 

efforts from time of offer acceptance and support new hires through the pre-onboarding process to orientation and through the employees' full lifecycle.Builds and maintains collaborative partnership with Lead Talent Acquisition Partners to 

ensure seamless onboarding process for new hires.Compiles and monitors daily production reports for work group; monitors performance standards; advises manager of performance deficiencies and all system and procedural issues which 

require analysis and resolution; makes recommendations for re-training of employees.Liaise with teams within HR Services and Human Resources Center of Excellence for escalation and resolution of queries and cases.Ensures the timely 

completion of all pre-onboarding activities including background checks, DPS, Occupational Health, MVR, license/certification verification and I-9 completion.Works pro-actively to support and deliver excellent, timely customer service to 

customers, HR colleagues and stakeholders.Assigned special projects within HRSC. Works on special projects relating to issues specific to the area of assignment; makes recommendations for changes in procedure to increase productivity, 

standardization, and customer service.Identifies customer needs, seeking and providing effective solutions to their inquiries using HR Knowledge Base to provide consistent answers and guidance.Supports the implementation of continuous 

improvement initiatives in processes and systems related to HR Services Center.Efficiently prioritizes workload to ensure all tasks are accomplished in a timely manner.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires strong computer skills across the full range of Microsoft Office applications, in particular Excel, Word and the use of mail merge, and prior experience of HR databases.Work requires diagnostic and analytical skills with the ability to 

listen actively, ask probing questions and determine solution or escalation procedure. Work requires clear understanding of HR service delivery boundaries and applicable escalation processes and operate within them.Work requires excellent 

interpersonal, presentation and communication skills (oral and written) and professional demeanor.Work requires utilizing applicable HR systems to record and maintain accurate record data.Work requires ability to recognize confidential, 

sensitive, and proprietary information and maintain confidentiality of such information.Work requires demonstrated ability to establish and maintain effective working relationships with all levels of the organization and collaborate well in a 

HUMAN RESOURCES SERVICES SPECIALIST LEAD 9696 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 4A4A Off-Admin Supp-HR Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryFor more than 75 years, UT 

Southwestern Medical Center has been healing, discovering, and educating health professionals as one of the nation's top academic medical centers. The work of the UTSW HR Services Center team is key to supporting the Human Resources 

function, new and existing employees, supervisors, and internal and external customers. The HR Services Specialist Lead is a front-facing role representing UTSW Human Resources to the organization delivering consistent excellent customer 

experience with passion and commitment to ensure services are delivered optimally meeting all policy and compliance requirements. This role will provide high touch service in all aspects of the employee life cycle, from onboarding to exiting 

employees, as well as provide onsite operational oversight at the HR Services Center (HRSC) and any new HR Service Centers in the future at UTSW.The HR Support Services Team also includes responsibility for improvement related to systems, 

processes, and procedures to be optimized to improve HR services provided to customers. The HR Services Specialist Lead will be responsible for onsite operational oversight including vendor management, inventory management, and 

responsible for employee coverage to ensure operations are running smoothly and efficiently. The HR Services Specialist Lead will propose changes to leadership regarding Tier 1 processes and procedures to continuously ensure high level 

customer service is delivered. The HR Services Specialist Lead will be the primary owner for the HRSC Knowledge Base and Standard Operating Procedures including updating new articles, escalation processes change, and/or processes, 

procedures, policies updates. All new Tier 1 inquiries will be escalated to the HR Services Specialist Lead to analyze, conduct prompt research of escalated cases to bring to fast resolution, consult with supervisor and/or categorize as Tier 2. This 

role will work closely with areas of Human Resources to provide support resolution of escalated cases. The HR Services Specialist Lead will work on special projects relating to issues specific to the area of assignment, make recommendations 

for changes in procedures to increase productivity, standardization, and improvement of customer service. This role will work in a cross functional manner to problem solve and address Tier 1 inquiries across all HR functions.Experience and 

EducationRequired QualificationsBachelor's Degree business administration or related field required. Relevant years of experience can be considered in lieu of education (minimum of four (4) years of related experience with no 

degree).Minimum of three (3) years of previous Human Resources experience, customer service, office management experience, inventory management and/or related experience required.Preferred QualificationsExperience working with 

multiple ATS, CRM and HRM systems - specifically Taleo and PeopleSoft products, preferred.Experience in high-touch customer service with a focus on problem solving preferred.Job DutiesResponsible for onsite HRSC operational oversight 

including inventory management including office supplies, badging equipment, vendor management, and monitoring inventory usage.Responsible for the resolution of cases in-person, phone, e-mail, or chat on a daily basis. This role will triage 

Tier 1 level HR questions, analyze, and resolve the inquiry or determine if escalation is necessary. Provides outstanding service to our internal and external customers with general to complex solutions on all HR related inquiries such as 

compensation, benefits, leave administration, recruitment, payroll, etc.Assists in managing workload to ensure inquiries are dealt with in a timely manner to meet customer service needs and escalate to supervisor, as needed.Supports the 

implementation of continuous improvement in processes and systems at HR Services Center.Maintains and updates HR Knowledge Base reference documentation ensuring accurate and up to date information is captured. Responsible for 

notifying HRSC team of changes or updates to Knowledge Base to ensure inquiries are answered appropriately and consistently.Identifies and raises continuous improvement opportunities/gaps to HR Leadership.Assists with analyzing caseload 

individually, across the team and identify gaps or opportunities.Responsible for providing a high-touch experience for new and existing employees visiting the HR Services Center or corresponding with the team via email, phone, or 

chat.Participate as part of a team that are subject matter experts on general HR knowledge and organizational information to effectively answer questions and help new hires or external customers navigate UTSW.Works with all staff members 

within HR Services, Human Resources, and departments across UTSW to create and manage effective relationships.Responsible for ensuring Employee Separation Forms are received for exiting employees working with supervisors across 

campus.Responsible for completing Employment Verifications and Public Service Loan forgiveness forms for current UTSW employees.Works on special projects relating to issues specific to the area of assignment; makes recommendations for 

changes in procedure to increase productivity, standardization, and customer service.Provides support with weekly new employee orientation, as needed.Compiles and monitors daily production reports for work group; monitors performance 

standards; advises manager of performance deficiencies and all system and procedural issues which require analysis and resolution; makes recommendations for re-training of employees.Liaise with teams within HR Services and Human 

Resources Center of Excellence for escalation and resolution of queries and cases.Builds and maintains collaborative partnership with Executive Recruitment Partners to ensure seamless onboarding process and high touch experience for 

Executive Hires.Provide continuous onboarding support and performs onboarding efforts from time of offer acceptance and support Executive hires through the pre-onboarding process to orientation and through the employees' full 

lifecycle.Ensures the timely completion of all pre-onboarding activities including background checks, (Department Public Safety) DPS, Occupational Health, Motor Vehicle Report (MVR), license/certification verification and I-9 

HUMAN RESOURCES SPECIALIST 9691 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 4A4A Off-Admin Supp-HR Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryFor more than 75 years, UT 

Southwestern Medical Center has been healing, discovering, and educating health professionals as one of the nation's top academic medical centers. With nearly 21,000 employees strong, the UT Southwestern family is diverse and driven to 

succeed. As the only academic medical center in North Texas, we seek challenges and opportunities for growth, and we are dedicated to making a difference in the world. Working at UT Southwestern is not just another job. It's a calling. Join us 

and you'll be part of something extraordinary.The HR Specialist is responsible for providing a high touch candidate experience that reflects the UTSW culture and provides an outstanding new hire experience and provides expertise throughout 

the employee's lifecycle. This requires close collaboration and partnerships with a wide variety of internal and external partners including applicants, new and existing employees, Central HR, and UTSW departments outside Human Resources. 

The HR Services Team includes responsibility for improvement related to systems, processes, procedures, and data can be optimized to improve services provided in the HR Services Center and take a proactive approach versus reactive. The HR 

Specialist will be responsible for the resolution of cases phone, e-mail or chat on a daily basis. This role will serve as back-up in person to the HR Services Specialist to provide in-person customer service. This role will be the main point of 

contact for initial or Tier 1 level questions and would analyze the question and determine if escalation is necessary. This role will work in a cross functional manner to problem solve and address inquiries across all HR systems, processes, and 

procedures.Experience and EducationRequired QualificationsBachelor's Degree business administration or related field required. Relevant years of experience can be considered in lieu of education (minimum of four (4) years of related 

experience with no degree).Minimum of one (1) year of previous HR, recruiting, customer service or related experience required.Preferred QualificationsExperience in Talent Acquisition recruiting, talent onboarding, HR Generalist or HR 

Business Partner roles highly. Experience working with multiple ATS, CRM and HRM systems - specifically Taleo and PeopleSoft products.Experience in high-touch customer service with a focus on problem solving.Job DutiesProvides friendly, 

reliable, and timely HR services. The HR Specialist is positioned to provide outstanding service to our internal customers and employees for everything from general inquiries to more complex solutions focused on any HR matters such as 

compensation, benefits, leaves of absence and employment transactions, etc.Provides a professional advisory and administrative service to UT Southwestern campus, new and existing employees, external customers encompassing a broad 

range of HR inquiries and processes, including supporting resolving Tier 1 level HR inquiries, correspondence, handling customer questions, or navigating non-HR related inquiries to appropriate UT Southwestern department.Provides 

outstanding service to our internal and external customer with general to complex solutions on all HR related inquiries such as compensation, benefits, leave administration, recruitment, payroll, etc.Participates as part of a team that are 

subject matter experts on general HR knowledge and organizational information to effectively answer questions and help new hires or external customers navigate UTSW.Works with all staff members within HR Services, Human Resources and 

departments across UTSW to create and manage effective relationships.Liaise with teams within HR Services and Human Resources Center of Excellence (HR COE) for escalation and resolution of queries and cases.Works pro-actively to support 

and deliver excellent, timely customer service to customers, HR colleagues and stakeholders.Identifies customer needs, seeking and providing effective solutions to their inquiries using HR Knowledge Base to provide consistent answers and 

guidance.Responsible for providing a high-touch experience for new and existing employees emphasizing continuous process efficiency and results. Performs onboarding efforts from time of offer acceptance and support new hires through the 

pre-onboarding process to orientation.Compiles and monitors daily production reports for work group; monitors performance standards; advises manager of performance deficiencies and all system and procedural issues which require 

analysis and resolution; makes recommendations for re-training of employees.Liaise with teams within HR Services and Human Resources COE for escalation and resolution of queries and cases Ensures the timely completion of all pre-

onboarding activities including background checks, DPS, Occupational Health, MVR, license/certification verification and I-9 completion.Works on special projects relating to issues specific to the area of assignment; make recommendations for 

changes in procedure to increase productivity, standardization, quality control and customer service.Collaborates with Human Resources Centers of Excellence to identify issues, make recommendations, and implement policies and 

procedures.Performs compliance and audit management of new hire files.The job may require performing one of the following duties:Builds and maintains collaborative partnership with Lead Talent Acquisition Partners to ensure seamless 

onboarding process for new hires.Supports the implementation of continuous improvement initiatives in processes and systems related to HR Services Center.Provides support with weekly new employee orientation, as needed.Utilizes 

applicable HR systems to record and maintain accurate record data.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires clear understanding of HR service delivery boundaries and applicable escalation processes and 

operate within them.Work requires excellent interpersonal, presentation and communication skills (oral and written) and professional demeanor.Work requires HR process knowledge and experience of HR Business Process framework 

including HR principles and practices as well as employment law compliance required.Work requires ability to recognize confidential, sensitive, and proprietary information and maintain confidentiality of such information.Work requires 

HVAC MECHANIC I 5153 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school, vocational school, or GED and three (3) years experience in operation and maintenance of large (25,000 cfm) air handling equipment, steam pressure reducing stations, chill water systems and pumps.Must be a self-starter and good 

communication skillsJob Duties1. Operates and monitors equipment, which admits steam into each building from central distribution point, pressure reducing stations, ensuring that steam is admitted into pipes at proper rate, and 

refrigeration compressors and auxiliary equipment.2. Inspects and adjusts air handlers, pumps, steam valves, electrical and pneumatic control systems, etc.3. Makes minor and major adjustments and repairs, and performs preventative 

maintenance work such as repairing water and steam valves, cleaning and oiling machinery, and making minor electrical and/or other repairs to water, gas, and steam pipes, and other equipment.4. Makes regular patrols through mechanical 

rooms to record condition and operation of equipment to ensure its being scheduled into preventative program before failure.5. Performs minor welding and cutting, using acetylene or arc welder.6. Troubleshoots, repairs and replaces general 

and laboratory exhaust fan systems.7. Inspects, dismantles, repairs, and reassembles equipment as directed. Completes tests for chemical control of boiler water, cooling water, and condensate.8. Provides working supervision to Maintenance 

Workers assigned to same shift, making work assignments, providing work instructions, and checking completed work.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

HVAC MECHANIC II 5154 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 6D1 Maintenance/Craft-Skilled Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school, vocational school, or GED and five (5) years experience in operation and maintenance of large (25,000 cfm) air handling equipment, steam pressure reducing stations, chill water systems, pumps, high pressure boilers, and auxiliary 

equipment and control systems, must be proficient in at least 5 systems. Must have basic computer skills (i.e. MS Office, Outlook etc.); Must be a self-starter; Have good communications skills, must be able to communicate and coordinate 

with contractors; Must be able to work independently; Must be able to train Maintenance Workers and HVAC Mech I; May be required to perform job duties of HVAC Mech III in his absence¿Job Duties1. Performs more complex diagnostic 

HVAC repairs and serves as a lead mechanic on projects and system issues.2. Diagnoses cause of problems and/or failures in HVAC systesm for the purpose of identifying equipment and/or systems repair and replacement needs. Informs 

appropriate supervisory or managerial personnel of unsual conditions, problems, or deficiencies, and takes appropriate action.3. Repairs HVAC syastems and/or components (e.g. pumps, motors, AHU's, exhaust fans, piping, etc.) for the 

purpose of ensuring a comfortable working environment.4. Works with vendors and contractors getting quotes for equipment repairs. Assists as needed with vendors to ensure proper reairs are made to the equipment.5. Support area shift 

coverage, after hours or extended projects as needed and assists in major maintenance repairs. Responds to emergency situtations during or after hours for the purpose of resolving immediate safety concerns and equipment failures.6. 

Participates in meetings, workshops, training, and seminars, as assigned for the purpose of conveying and/or gathering information required to perform job functions. Trains and mentors new personnel in area of expertise as required. Teaches 

basic knowledge of codes and proper tool use.7. Maintains tools and equipment for the purpose of ensuring availability in safe operating condition. Works with other mechanics and shops to ensure that equipment room spaces are free of 

trash, moisture leaks, unnessaary equipment, or an unsafe condition.8. Acts in a leadership capacity in the absence of the shop foreman.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.



HVAC MECHANIC III 5155 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 6D1 Maintenance/Craft-Skilled Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school, vocational school, or GED and seven (7) years experience in operation and maintenance of large (25,000 cfm) air handling equipment, steam pressure reducing stations, chill water systems, pumps, high pressure boilers, and auxiliary 

equipment and control systems, must be proficient in all systems. Must have basic computer skills (i.e. MS Office, Outlook etc.); Must be a self-starter; Excellent communications skills, must be able to take the lead with employees and 

coordinate with contractors; Must be able to work independently; Must be able to train Maintenance Workers, HVAC Mech I and HVAC Mech II; May be required to perform job duties of foreman in his absenceJob Duties1. Performs more 

complex diagnostic HVAC repairs such as chilled water systems, steam systems, hot water systems, heat exchangers, hot water generators, etc. Serves as a lead mechanic on projects and system issues.2. Guides, directs, instructs, inspects, and 

approves work performed by team members. May be responsible for more than one building or facility.3. Diagnoses cause of problems and/or failures in HVAC systesm for the purpose of identifying equipment and/or systems repair and 

replacement needs. Is able to make HVAC equipment and system improvements which result in greater reliability and efficiency.4. Inspects HVAC systems and their components (i.e. heating units, building exhaust fans, ventilation units, etc.) 

for the purpose of evaluating condition, identifying necessary repairs and recommending preventative maintenance.5. Works with vendors and contractors getting quotes for equipment repairs. Assists as needed with vendors to ensure proper 

reairs are made to the equipment.6. Support area shift coverage, after hours or extended projects as needed and assists in major maintenance repairs. Responds to emergency situtations during or after hours for the purpose of resolving 

immediate safety concerns and equipment failures.7. Participates in meetings, workshops, training, and seminars, as assigned for the purpose of conveying and/or gathering information required to perform job functions. Trains and mentors 

new personnel in area of expertise as required. Teaches basic knowledge of codes and proper tool use.8. Maintains tools and equipment for the purpose of ensuring availability in safe operating condition. Works with other mechanics and 

shops to ensure that equipment room spaces are free of trash, moisture leaks, unnessaary equipment, or an unsafe condition.9. Acts in a leadership capacity in the absence of the shop foreman. Orders materials for projects and repairs and 

assists the team foreman with project requirements.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HYBRID OR DIAG TECHNGST U1101 RA2 $49,821.00 $79,231.00 $105,033.00 $4,151.75 $6,602.58 $8,752.75 $191.62 $304.73 $403.97 $23.95 $38.09 $50.50 N 3B6 Prof Technologist-Diagnostic ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAmerican Registry of 

Radiologic Technologists - ARRT (R) required. Licensed by Texas Medical Board (TMB) as a Medical Radiologic Technologist. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC) by first day of employment is required. Associates degree in Radiologic Sciences or Graduate from AMA approved school; Bachelor's degree preferred.Job DutiesReviews OR schedule, coordinating/flexing to OR case load. Adjusting 

technical factors specific to diagnostic imaging equipment to include sterile procedure, OR staff assistance and patient assessment. Recognizes and communicates any changes in hemodynamic data, patient symptoms and responses. 

Demonstrates ability to produce timely and quality diagnostic images while properly following established protocols. Operates table and equipment for optimal fluoroscopic visualization. Sets parameters for radiation dose and digital 

acquisition of images. Provides radiation protection for patient, staff and self by adhering to prescribed practices and safety standards. Assists the surgeon as needed in performing procedures. Ensures that images and records are properly 

completed with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria. Completes exam charges and image 

documentation in a timely manner. Administers intravenous injections of contrast material as appropriate, observes patients for adverse reactions. Quality Control ~ Troubleshoots and reports minor problems with imaging systems and 

workstations to the service engineer/biomed, with additional correspondence sent to imaging leadership. Performs processing functions on hybrid/OR systems and remote workstations. May include, but not limited to, knowledge of cross 

sectional anatomy, IVUS, WorkSpot, vessel navigation, roadmapping, subtraction, TerraRecon and power injector. Must be able to lift 40-50 pounds.Responds to inquiries/calls/emails in a timely and professional manner. Utilizes the 

organizational culture behaviors to include PACT and AIDET. Actively participates in codes and rapid responses. Communicates shift hand off regarding workflow issues with equipment or pending exams with oncoming staff. Engages in 

equitable distribution of departmental workloads. Actively participates in providing orientation and training for new hires and students ensuring that procedures are performed according to set standards. Functions in the department as a part 

of an interdisciplinary team, and collaborates in the care and service delivery process of patient care through effective communication with other service lines. Prioritizes exams to ensure smooth workflow, minimize wait times and address stat 

requests. Adheres to hospital policies, procedures, competencies, regulatory compliance, infection control, hospital education, new yearly metrics/department goals, patient satisfaction, and fiscally responsible with regards to equipment, 

supplies scheduling, overtime, etc. Maintains patient confidentiality (HIPAA) and ensures that all processes and procedures are maintained to secure and protect all workstations in all work areas.**Other Duties: Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning 

routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that 

includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a 

hospital or hospital clinic environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and 

state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

HYPERBARIC OXYGEN TECH U3115 P15 $37,176.00 $49,831.00 $64,289.00 $3,098.00 $4,152.58 $5,357.42 $142.98 $191.66 $247.27 $17.87 $23.96 $30.91 N 3B17

Prof Technologist-Spec Tech 

Jr ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education- High School Graduate - 

Two (2) years of clinical hyperbaric system operations; EMT, Medical Assistant or Nursing Assistant certificate. - Certification by the National Board of Diving and Hyperbaric Medical Technology (NBDHMT) as a Certified Hyperbaric Technologist 

required within one (1) year of employment. - Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required.Job Duties1. Receives orders and administers hyperbaric 

oxygen therapy to patients as prescribed by physician.2. Prepares patient for HBO treatment and accurately completes appropriate documentation and monitoring. Monitors patient safety during treatment and during any transport. Reports 

changes in patient behavior to appropriate clinic staff.3. Reinforces education as it relates to hyperbaric therapy.4. Operates and maintains the hyperbaric chambers and associated systems and equipment.5. Maintains daily and periodic 

equipment maintenance documentation.6. Cleans HBO chambers and treatment rooms using appropriate techniques.7. Utilizes data software for wound management and makes appropriate entries into the medical record of each patient in 

regard to hyperbaric treatments, wound care visits, photo uploading, toleration of pressurization and depressurization of hyperbaric chamber.8. Participates and attends safety education; maintains competencies, continuing education and 

certification as appropriate.9. Compiles reports requested by physician and/or clinic manager/director. Performs care within scope of practice and participates in wound care center activities when HBOT volumes allow.**Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

IACUC LIAISON SR 8138 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

biology, life science, or related field, andsix (6) years of experience in biomedical research or regulatory affairs. Experience must have been obtained in facilities utilizing NIH funding that follow requirements set forth by OLAW, as well as the 

AAALAC Int'l, and the USDA. Certification as an AALAS technician (ALAS, LAT, or LATG), credentialed veterinary technician/nurse, or Certified Professional in IACUC Administration (CPIA) preferred. A combination of experience, educational 

background, and certifications/credentials may serve as a substitute for the Bachelor's degree requirement.Job DutiesCollaborates with Director, Manager, IACUC Chair, and veterinary staff to develop effective approval programs for 

laboratories used for research purposes. Works to develop, cultivate, and maintain constructive working relationships with investigators, university administrators, and internal departments.Performs laboratory and animal resource facility 

site visits throughout the campus. Collaborates with IACUC staff, veterinary staff, and researchers to develop, implement, or revise institutional policies to help ensure compliance.Initiates corrective actions plans as necessary to maintain 

compliance and animal welfare.Initiates inquiries and investigations, as necessary, to gather information for the IACUC.Responsible for preparing and distributing timely reports according to the program of post-IACUC approval monitoring. 

Responsible for timely reporting on results to the IACUC committee and staff. Responsible for providing monthly metrics for the monitoring program to the IACUC committee and staff. Responsible for all documentation of training, corrective 

actions, and inquiries/investigations necessary for IACUC review.Responsible for recommending and implementing improvements to processes and training delivered through the IACUC office. May participate in training as a trainer. Should 

bring forth recommendations for training based on post-approval monitoring metrics.Manages multiple training programs and electronic training documentation systems.Maintains confidentiality as appropriate. Ensures compliance with 

applicable laws, regulations, policies and procedures. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires effective written and oral communication skills.Work requires extensive knowledge of applicable federal and 

state regulations.Work requires ability to provide technical assistance and consultation to physicians or scientists.Work requires strong customer service skills.Work requires computer proficiency.Working ConditionsWork is performed 

primarily in office setting.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

IMAGE CYTOTECHNOLOGIST SR L9954 C07 $49,821.00 $77,427.00 $105,033.00 $4,151.75 $6,452.25 $8,752.75 $191.62 $297.80 $403.97 $23.95 $37.22 $50.50 N 3B5 Prof Technologist-Cytogenics PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field, certification as Cytotechnologist by approved accrediting agency, and four (4) years professional experience as Cytotechnologist required to include two (2) years Image Analysis experience.   Job Duties  Understands and accurately 

completes quantitative image analysis procedures and fluorescent in-situ hybridization (FISH) assays and enumeration process.      Produces high quality imaging and reports as needed.        Responsible for completion of cases within 

established turn around time in order to ensure optimal patient care.       Determines appropriate diagnosis with regard to tissue morphology as it pertains to invasive cancers, in-situ cancers, and benign processes. Confers with peers and 

Pathologists for accurate diagnosis as needed.     Completes special assignments and develops new procedures and protocols as appropriate.       Understands and ensures compliance with applicable laws, regulations, policies, and procedures.       

Stays abreast of current developments, advancements, and trends in fields of immunohistochemistry and image analysis by attending seminars and conferences, reading professional journals, and participating in professional organizations. 

Integrates knowledge into current work practices.    Works with Clinical Laboratory Manager to improve work processes and customer satisfaction. Makes recommendations for appropriate changes in support of overall goals of laboratory and 

university.      May provide working supervision of laboratory personnel in lower grade.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

IMAGING ACCESS PROGRAM COORDINATOR U5478 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H2

Prof Services-Pgrm/Proj 

Coord ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis job works under minimal supervision 

to direct operation of program, exercising independent judgement and authority as required. Working closely with leadership, this position will be responsible to manage, develop, and maintain patient escalation initiatives while identifying 

performance improvement opportunities in targeted areas of responsibility. Experience and EducationBachelor's degree in related field and Five (5) years of scheduling experience working in a healthcare environment required; imaging 

scheduling, appointment escalation, or supervisory experience strongly preferred. Applicants without the stated degree, but with significant additional related experience maybe considered.Job DutiesDevelop and maintains patient 

appointment escalation initiatives to ensure quality assurance and performance improvements in targeted areas of responsibility in alignment with the overall imaging performance improvements objectives. Working closely with Imaging 

Leadership, Radiologists, Techs and Nurses to manage the appointment escalation work order queue, while ensuring timely communications to the ordering physician's office and the Imaging Department leadership pertaining to scheduling 

conflicts as appropriate.Identifies issues and trends, analyzes data, proposes solutions, maintains statistics and reports for Imaging Leadership to advance scheduling performance improvements opportunities. Provides input to identify quality 

and process improvements opportunities within all assigned areas to optimize patient access. Responsible for design, execution, and effectiveness of system of internal controls, which provides reasonable assurance that operations are 

effective and efficient. May provide oversite for staff of lower rankPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent written and verbal communication skillsWork requires excellent multi-tasking skills, with 

the ability to prioritize and organize work Work requires strong analytical, problem solving, and decision-making skillsRadiology Information System/Scheduling software application knowledge preferredWorking ConditionsWork is performed 

primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee..UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship 

status, or veteran status.

IMAGING ASSISTANT MANAGER U5566 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Imaging Assistant Manager is 

responsible for multimodality imaging teams and auxiliary personnel. Supervision of staff and patient safety, patient throughput, service recovery, operational workflows, quality, and safety; excellent oral and written communication skills and 

active listening; and the ability to work in a fast-paced environment, triaging priorities frequently. Functions in the department as a member of an interdisciplinary team and collaborates with other service lines in the care and service delivery 

process for patient care; complies with the organization's established policies, procedures, and practices.Experience and EducationBachelor's degree required. One of these board licensures required and currently active: ARRT, ARDMS, ARMRIT, 

or NMTCB. Three (3) years supervision experience of radiologic imaging professionals. Basic Life Support (BLS) by the American Heart Association (AHA) or American Red Cross (ARC). Master's degree and five (5) years leadership experience 

preferred.Job DutiesSupervises and evaluates the delivery of patient care by imaging technologists and other personnel working within imaging modalities. Performs daily rounds across all modalities. Emulates and observes PACT behaviors 

throughout the teams. Holds staff accountable for safety and quality and performs audits. Utilizes teaching and mentoring opportunities to improve coordination and understanding of imaging care and delivery.Instructs teams to provide 

solution-focused opportunities for developing critical thinking skills. Acts as a role model by engaging in proactive problem solving and collaborating with staff to ensure the efficient resolution of identified problems. Utilizes appropriate peer-

to-peer problem-solving techniques for employees, escalating up the chain of command for unresolved or escalating issues. Advocates for patients and staff to ensure a safe environment of care.Reports unexpected outcomes and fallouts 

through the event reporting system. Investigates the details of reported events and facilitates prompt follow-up responses and investigations of occurrences. Assures that employees understand how to enter event reports and serves as a 

resource when necessary. All high-risk safety incidents must be immediately reported to imaging's senior leadership.Actively participates in and performs 90, 180, and annual performance evaluations. Continuously collects data and maintains 

records regarding performance and contributions throughout the fiscal year. Holds staff accountable, coaches and mentors, and administers disciplinary actions if necessary. Trains new staff and records competence and compliance. Delegates 

work appropriately to maximize productivity and efficiency. Establish and maintain operational standards and targets to ensure accountability and equitable distribution of work among staff.Schedules employees and is financially responsible 

for payroll. Utilizes operational knowledge to limit overtime and contract labor. Capable of developing innovative scheduling and shift-sharing strategies to ensure adequate patient care coverage. Manages requests for time off and collaborates 

with the Leave Administration, Equal Opportunity, and Workers' Compensation departments for employee care.Assumes the role of a financial steward for exam auditing, reconciliation, and ensuring that the appropriate charges and supplies 

are recorded in the electronic health record. Understands current procedural terminology coding and collaborates with nurse auditors to record correct hospital charges. Responsible for inventory and supply ordering for patient care. Makes 

budgetary recommendations and solicits quotes as necessary.Actively enhance operations by identifying problems and evaluating existing business processes to optimize performance, meet best practice standards, and enhance quality and 

the patient experience. Train and involve employees in departmental and organizational process improvement initiatives using Lean/Six Sigma/PDSA. Regularly solicit employee feedback as a vital component of continuous improvement 

initiatives.Enforce and facilitate staff training for regulatory and compliance requirements; Joint Commission, ACR, State of Texas, and all UTSW preparatory work; environment of care rounding's, human resource auditing, education 

compliance, etc. Create an environment of patient care that is safe, effective, patient-centered, timely, efficient, and equitable.Adheres to hospital policies, regulatory compliance, new yearly metrics/department goals, patient satisfaction. 

Maintains patient confidentiality and ensures that all processes and procedures are securely maintained. Must be able to lift 40-50lbs.Research as applicable: Duties performed may include one or more of the following core functions: a) 

Directly interacting with or caring for human-subjects research participants; b) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work 

requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes 

flexibility and adaptability to perform in a high-volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or 

hospital clinic environmentAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,age, disability, genetic information, citizenship status, or veteran status.

IMAGING EQUIPMENT SPECIALIST U5047 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 5G16 Clin Supp Svcs-ImgTechAssist PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorking under the direct supervision of 

Healthcare Technology Management Leadership the Imagining Equipment Specialist provides expert-level experience in the repair, calibration, and maintenance of medical imaging equipment, instrumentation and support systems used in 

healthcare delivery. Additionally, the Specialist will execute professional-level inventory assessment/audits and preventive maintenance of medical imaging equipment providing remedial corrective maintenance and maintain documentation of 

all service events, tests, and maintenance performed on imaging equipment. All work is completed in accordance with Departmental and UT Southwestern policies and procedures as well as The Joint Commission requirements. Works under 

supervision of designated team lead and/or Supervisor. Experience and EducationCompletion of Associates Degree in Biomedical Equipment Technology, Clinical or Electrical Engineering, or similar field, OR Applicable Military Training and 

experience. 4 plus years of experience in the repair and maintenance of medical imaging equipment (an equivalent combination of education and experience may be substituted). Successful completion and maintenance of CBET certification 

(Certified Biomedical Engineering Technician) preferred.Must have a valid State of Texas Driver's License.Job DutiesRepairs, installs, maintains, calibrates, and inspects complex medical imaging equipment, instrumentation, and systems. Assign 

routine repairs, inspections, and installations to team members and observe their performance.Performs preventive maintenance and electrical safety testing of clinical equipment, devices, and systems, and monitor completion of preventive 

maintenance activities performed by outside vendors. Prioritizes service calls and unscheduled maintenance or repairs while ensuring responses are within acceptable guidelines and time limits as required by the user department/unit.Reviews 

outcome of preventive maintenance actions and makes recommendations to department staff concerning improvements.Instructs personnel in the safe use, application, testing, and preventive maintenance and repair of all types of imaging 

equipment technologies and systems. Recommends new equipment and testing procedures. Maintains accurate inventory, tracking both the addition and the deactivation of equipment.Utilizes Computerized Maintenance Management 

System to maintain required records and reports relative to regulatory compliance of biomedical equipment including but not limited to new equipment, inspections, and equipment repairs and failures. Coordinates and assists with Original 

Equipment Manufacturer (OEM) and third-party repairs. Maintains professional growth and technical expertise and knowledge through seminars, conferences, and other educational forums.Provides technical assistance and instruction on 

equipment operation and maintenance to personnel. Demonstrates commitment to organizational Values of Excellence, Compassion, Teamwork, and Innovation.Understands and complies with The Joint Commission and other applicable 

standards and regulations. Performs other related job duties as assigned.Knowledge, Skills & AbilitiesExcellent judgment, professionalism, leadership, and customer service skills.Knowledge of electronic circuitry and technical aspects of the 

operation, repair and maintenance of electronic equipment.Knowledge of the application of computers and servers and how they interface with medical equipment.Knowledge of networking theory.Knowledge of current regulatory 

requirements.Knowledge of basic anatomy and physiology and medical terminology.Ability to analyze, repair, and test electronic and electromechanical equipment.Ability to perform preventive maintenance inspections.Ability to run 

diagnostic programs.Ability to interpret schematics, wiring diagrams, and illustrated parts drawings of biomedical instrumentation.Ability to maintain accurate records of repairs, calibrations, and test.Ability to lift up to 50 pounds of 

equipment; to push/pull equipment carts; to kneel, stand, bend, and reach during equipment repair.Skill in testing electronic equipment.Skill in manual dexterity, hand to-to-eye coordination, and color vision.Ability to interact and 

communicate respectfully with diverse populations and cultures.Ability to maintain confidentiality.Ability to work independently to prioritize, implement, and complete projects with minimal supervision.Must be able to read, write, and speak 

English.Superior interpersonal and leadership skills; proven ability to develop and motivate employees to meet and exceed performance standards.Working ConditionsWork is performed primarily in a hospital or hospital clinic 

environment.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

IMAGING EQUIPMENT SUPERVISOR U5045 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryUnder minimal supervision, direct and 

coordinate the work of Imaging Equipment Specialists whorepair, calibrate, maintain, and perform safety testing of all types of Medical Imaging technologies, devices, instruments, and systems. Enforce departmental policies and procedures 

and provides expert-level experience in the repair, calibration, and maintenance of medical imaging equipment, instrumentation and support systems used in healthcare delivery. Additionally, the Imaging Specialist Supervisor will execute 

professional-level inventory assessment/audits and preventive maintenance of medical imaging equipment providing remedial corrective maintenance and maintain documentation of all service events, tests, and maintenance performed on 

imaging equipment. All work is completed in accordance with Departmental and UT Southwestern policies and procedures as well as The Joint Commission requirements. Works under supervision of designated team lead and/or Supervisor. 

Experience and EducationCompletion of Associates Degree in Biomedical Equipment Technology, Clinical or Electrical Engineering, or similar field, OR Applicable Military Training and experience. Six (6) years of Healthcare Environmental 

experience required (an equivalent combination of education and experience may be substituted).Two (2) years of leadership experience. Successful completion and maintenance of CRES (Certified Radiology Equipment Specialist) or CHTM 

(Certified Healthcare Technology Manager) required within 2 years of employment.Must have a valid State of Texas Driver's License.Job DutiesCoordinate and direct Imaging Equipment Specialists, working in conjunction with the manager to 

develop work standards.Repairs, installs, maintains, calibrates, and inspects complex medical imaging equipment, instrumentation, and systems. Assign routine repairs, inspections, and installations to team members and observe their 

performance.Performs preventive maintenance and electrical safety testing of clinical equipment, devices, and systems, and monitor completion of preventive maintenance activities performed by outside vendors.Perform preventive and 

corrective maintenance in accordance with the manufacturers recommended procedures. 60% of the team leader's time will be dedicated to preventive and corrective maintenance, and special assignments, while the remaining 40% will be 

dedicated to team leader functions. Prioritizes and delegates service calls and unscheduled maintenance or repairs while ensuring responses are within acceptable guidelines and time limits as required by the user department/unit.Review 

outcomes of preventive maintenance actions and make recommendations to department staff concerning improvements.Instructs personnel in the safe use, application, testing, and preventive maintenance and repair of all types of imaging 

equipment technologies and systems. Recommends new testing equipment and testing procedures. Provide technical counsel to assigned teams.In conjunction with the manager, develop, implement, and ensure adherence to the Healthcare 

Technology Management practices and general departmental policies and procedures to improve the efficiency of repair services and operations.Maintains accurate inventory, tracking both the addition and the deactivation of 

equipment.Utilizes Computerized Maintenance Management System to maintain required records and reports relative to regulatory compliance of biomedical equipment including but not limited to new equipment, inspections, and 

equipment repairs and failures. Coordinates and assists with Original Equipment Manufacturer (OEM) and third-party repairs. Maintains professional growth and technical expertise and knowledge through seminars, conferences, and other 

educational forums.Demonstrates commitment to organizational Values of Excellence, Compassion, Teamwork, and Innovation.Understands and complies with The Joint Commission and other applicable standards and regulations. Performs 

other related job duties as assigned.Knowledge, Skills & AbilitiesExcellent judgment, professionalism, leadership, and customer service skills.Knowledge of electronic circuitry and technical aspects of the operation, repair and maintenance of 

electronic equipment.Knowledge of the application of computers and servers and how they interface with medical equipment.Knowledge of networking theory.Knowledge of current regulatory requirements.Knowledge of basic anatomy and 

physiology and medical terminology.Ability to analyze, repair, and test electronic and electromechanical equipment.Ability to perform preventive maintenance inspections.Ability to run diagnostic programs.Ability to interpret schematics, 

wiring diagrams, and illustrated parts drawings of biomedical instrumentation.Ability to maintain accurate records of repairs, calibrations and test.Ability to lift up to 50 pounds of equipment; to push/pull equipment carts; to kneel, stand, 

bend, and reach during equipment repair.Skill in testing electronic equipment.Skill in manual dexterity, hand to-to-eye coordination, and color vision.Ability to interact and communicate respectfully with diverse populations and cultures.Ability 

to maintain confidentiality.Ability to work independently to prioritize, implement, and complete projects with minimal supervision.Must be able to read, write, and speak English.Superior interpersonal and leadership skills; proven ability to 

develop and motivate employees to meet and exceed performance standards.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status.

IMAGING PROGRAM OPERATIONS COORD U5491 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryWorks under general supervision to 

provide project management support to assigned projectsExperience and EducationREQUIREDBachelor's degree in business administration, health care administration, public health, nursing or related field and three (3) years of progressive 

related experience required. PREFERRED Prior experience with project and program management is preferred. Job DutiesAssist with program workflow development, best-practice operational efficiencies, and project managementWork with the 

Information Resources team to support the development and deployment of information technology that effectively supports the project objectiveWork with UTSW facilities to renovate, update or build new space to support critical projectsIn 

collaboration with the service line, coordinates the design of the planned spaceWorks with both the service line and facilities to ensure the timely execution of approved projectsPerforms other duties as assignedKnowledge, Skills & 

AbilitiesWork requires ability to work with confidential information on a daily basis.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires excellent interpersonal, organizational, 

supervisory/managerial, and analytical skills.Work requires demonstrated ability to manage multiple projects and exercise decision-making and problem solving skills.Work requires ability to develop plans, procedures, and coordinate 

resources to accomplish goals.Work requires knowledge of personal computers.Work may require telephone and personal contact with all levels of internal and external personnel and organizationsWorking ConditionsWork is performed 

primarily in office setting.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.



IMAGING SERVICES FELLOWSHIP - ADVANCED IMAGING U6302 RA2 $49,821.00 $79,231.00 $105,033.00 $4,151.75 $6,602.58 $8,752.75 $191.62 $304.73 $403.97 $23.95 $38.09 $50.50 N 3B6 Prof Technologist-Diagnostic ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Imaging Services Fellowship 

Advanced Imaging role works under the direct supervision of a modality registered technologist as directed by a physician to perform a mixture of diagnostic imaging exams for Imaging Services. The fellowship role is for a certified and 

registered imaging professional seeking advanced training in another imaging modality. Enrollment in a didactic imaging specialty course within the first 30 days of selection is required. Additionally, clinical competencies consist of multiple 

anatomical areas and varied clinical competencies needed for advanced certification. The program's requirements must be met within 12 to 18 months.The Imaging Services Fellowship Advanced Imaging position is a training practicum to 

expand the knowledge, skills, abilities, and clinical pathways to reduce the learning gap in obtaining an advanced secondary American Registry of Radiologic Technologists (ARRT) certification Computed Tomography (CT), Magnetic Resonance 

Imaging (MRI), American Registry of Magnetic Resonance Imaging Technologists (ARMRIT), or American Registry for Diagnostic Medical Sonography (ARDMS). The Imaging Services Fellowship Advanced Imaging professional performs patient 

examinations to gain experience, establishing a basis to guide best practices and provide safe, quality care with supervision and guidance from a certified and registered staff member.The Imaging Services Fellowship Advanced Imaging position 

incorporates theoretical knowledge into clinical situations and can acquire advanced diagnostic exams as guided by a certified and registered technologist. All practice is under the direct supervision of a certified and registered technologist, 

referencing UT Southwestern policies, procedures, and standards.Experience and EducationMust be a current UTSW Imaging Services licensed and registered technologist in good standing and be enrolled in a didactic specialty modality 

program within 30 days of selection. Must have an active and primary ARRT certification, R, CT, MRI, AMRIT, or ARDMS. BLS/CPR by the American Heart Association for Healthcare (AHA) or American Red Cross (ARC). Must be enrolled a didactic 

program within the first 30 days of selection.Job DutiesJob Duties:All duties are conducted directly under the supervision of a certified and registered technologist, and applicants must be enrolled in an approved didactic program for the 

modality specialty approved by Imaging Services Leadership.All duties are conducted directly under the supervision of a certified and registered technologist, and applicants must be enrolled in an approved didactic program for the modality 

specialty approved by Imaging Services Leadership.Patient CareVerify physician orders for accuracy, diagnosis, and exam application. Interviews the patient (two patient identifiers), performs patient screening and obtains medical history 

pertinent to the clinical criteria of the ordered examination. Explains the method and advise the patient on the prerequisites for imaging studies. Assist the patient in dressing for the examination and care for the patient's physical well-being 

during transfer to and from the examination room and positioning for the examination. Briefs the patient and/or the patient's family (as appropriate) about the upcoming exam expectations.Assures the quality and safety of examinations by 

screening patients for medications or other queries. Assists the physician during procedures as needed. Ensures that images and electronic health records are accurately labeled and include pertinent data. The role requires a skilled 

communicator with exceptional people skills who will interact with healthcare professionals, doctors, administrators, and other stakeholders.Functions in the department as a member of an interdisciplinary team and collaborates in the care 

and service delivery process of patient care by communicating effectively with other service lines. Work with numerous certified and registered technologists to prioritize exams to create a smooth workflow, reduce wait times, and manage 

urgent requests. Maintains, cleans, and inventories exam rooms to keep work areas neat and orderly, including a monthly check for expired supplies.Adheres to hospital guidelines, regulatory compliance, new annual metrics, department goals, 

patient satisfaction, and fiscal responsibility, which includes equipment, supplies, and overtime. Safeguards patient confidentiality and ensures the security of all systems and practices. An Imaging Services Fellowship Advanced Imaging 

employee is a committed member of the Imaging Services team and can include additional tasks, duties, and projects.Must be able to lift 40-50lbs.Research as applicable: Duties performed may include one or more of the following core 

functions: a) Directly interacting with or caring for human-subjects research participants; b) Regularly maintaining, modifying, releasing, or similarly affecting human-subjects research records.**Other Duties: Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires the ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires the ability to recognize artifacts/unusual or special problems unrelated to normal 

scanning routines.Work requires the ability to respond to and interact with all stakeholders with the PACT standards.Work requires the ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change 

agent attitude that includes flexibility and adaptability to perform in a high-volume facility. Work requires ability to build high functioning teams that work in tandem within interdepartmental modalities.Working ConditionsWork is performed 

primarily in a hospital, a hospital-based clinic, or an ambulatory clinic.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

IMAGING SERVICES SUPPORT SPECIALIST U5423 P11 $33,145.00 $41,358.00 $52,562.00 $2,762.08 $3,446.50 $4,380.17 $127.48 $159.07 $202.16 $15.94 $19.88 $25.27 N 5G2 Clin Supp Services-Monitor ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Imaging Services Support Specialist 

acts as a liaison and a skilled communicator between physicians, residents, nurses, stakeholders, and in conjunction with other departments and facilities. Perform clerical work under minimal supervision with the Imaging Services and 

radiology faculty team, requiring a broad knowledge of department and hospital procedures. Must be capable of effective communication in a fast-paced work environment while inputting data into EPIC for tech notes and reviewing labs to be 

completed or have already been performed. Being able to review Qgenda quickly and effectively to see where radiologists are scheduled without double booking.Experience and EducationHigh school diploma or GED required. Basic Life Support 

(BLS) by the American Heart Association (AHA) or American Red Cross (ARC) by first day of employment is required. Proficiency with Microsoft Office applications such as Word, Excel, Outlook, and PowerPoint required. Prior clinical experience 

in medical office or hospital setting is preferred. Job DutiesTriages and respond to calls from physicians, technologists, nurses, and other stakeholders using AIDET principles. Screens calls to help ensure uninterrupted interpretations and timely 

reporting. Contacts referring clinicians until reached for purposes of providing physician-to-physician critical results. Takes messages and returns calls as appropriate.Works daily queue of unread reports and contacts faculty members to 

finalize unread studies. Uploads and reconciles outside images into specified modality worklists and coordinates with radiologist division to read. Burns CDs for stakeholders, with the release of information paperwork and, delivers to hospital 

units as necessary.Maintains a fundamental understanding of electronic health records, various scheduling applications, image archiving systems, and voice-activated dictation systems. Ability to utilize enterprise programs and select exams to 

send directly to specified radiologist locations.Reviews future radiologist's schedules for double booking and notifies the team in advance within QGenda. Monitors the turnaround times for stat and urgent exams and apprises the responsible 

radiologist division for timely reporting.Assumes the role of a preceptor to assist with training personnel to ensure optimal onboarding and training delivering superior customer service. Assists in downtime operations as a runner to expedite 

radiologist reads to appropriate hospital units.Maintains knowledge of departmental and hospital policies and procedures to ensure compliance. Participates with in-house seminars stays up-to-date with internal communications, and applies 

acquired knowledge to current work practices.Generates service tickets for computer and equipment failures (PACS tables, microphones, telephones).Excellent interpersonal and timely communication (oral, written, and presentation) skills in 

alignment with PACT and AIDET standards. Capacity to perform tasks with accuracy and attention to detail and to switch from one to another without losing efficiency or composure. Capability to operate independently and competently under 

pressure.Responds positively to variations in the work environment caused by changing stakeholder needs; ability to collaborate with coworkers and multidisciplinary teams (i.e., physicians, nursing units, staff members, etc.). Utilizes effective 

time management to triage priorities, perform job-related requirements, and respond quickly to emergencies.Maintains patient confidentiality, ensuring all protected health information (PHI) transmissions, retrievals, processes, procedures, 

software, and hardware are secure. Adheres to hospital policies, procedures, regulatory compliance, new yearly metrics, and department goals, including stakeholder satisfaction. Research as applicable: Duties performed may include one or 

more of the following core functions: a) Directly interacting with or caring for human-subjects research participants; b) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. Must be able to lift 40-

50lbs.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or 

special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow 

constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental modalities. The 

following is the acronym, "PACT", and is fundamental to all clinical positions at UT Southwestern Medical Center:P-Problem Solving: To achieve excellence in patient care and service, all employees are expected to take ownership in solving 

problems effectively, efficiently and to the satisfaction of the patient.A-Ability, Attitude and Accountability: In keeping with a professional healthcare environment, all employees are expected to have the ability to perform their jobs and to 

appear and conduct themselves in a professional and positive manner.C-Communications and Compassion: It is our goal that all our communications are clear, courteous, timely, and delivered with compassion, respect and appropriate 

confidentiality.T-Teamwork: In our medical environment, our patients regard every employee they encounter as a member of the Southwestern Medical Center team. Our goal is to individually work hard to contribute to our team, support our 

co-workers, and to achieve not only excellent patient care and service, but also a satisfying, caring environment for each other.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.Any qualifications to be 

considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, 

IMAGING SERVICES TECHNOLOGIST ASSISTANT U5421 P08 $29,400.00 $36,800.00 $44,200.00 $2,450.00 $3,066.67 $3,683.33 $113.08 $141.54 $170.00 $14.13 $17.69 $21.25 N 5G16 Clin Supp Svcs-ImgTechAssist ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma or 

general equivalency diploma (GED) andBasic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) by first day of employment is required.  One year of medical clinical and/or 

hospital support service, radiology, patient care experience, successful completion of a medical terminology instruction, and/or an Imaging Science Services assistant certificate a plus.Job DutiesProvides hospital with timely, professional 

assistance in administration of patient care Imaging assistants must be familiar with computers and word-processing software (Microsoft outlook, word, basic excel)A talented multitasker, with the ability to work on several projects at once, 

and be able to work well with others utilizing good communication skills and AIDET principalsA quick and efficient worker that answers phones and assists with keeping up with the fast pace of the Imaging Services department workflowShould 

be a skilled communicator, with excellent people skills as an ambassador on behalf of the Imaging Services team and will be interacting with healthcare professionals, doctors, administration, and patients on a constant basisCares for patients 

by transporting them to procedures, answering questions, providing privacy, and preparing them for imaging procedures, as well as ensuring that patients are comfortable and at ease during the imaging examThe ability to lift up to 40 

poundsTo assist with moving patients to/from stretcher, bed, or wheel chair and to transport patient back to patient's roomMaintains/cleans/stocks exam rooms and work areas in neat and orderly fashion including monthly review for 

expired productsParticipates in hospital volunteer event/ hospital education program/or hospital class to enrich patient satisfaction and professional growth and development annuallyDisplays adaptability, creativeness, prioritization and 

assistance to co-workersIs a committed member to the imaging services team that can include additional tasks, duties, and projects**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to 

exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact 

with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high 

volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

IMAGING TECHNICIAN MRI ASSISTANT - TESLA U6301 P08 $29,400.00 $36,800.00 $44,200.00 $2,450.00 $3,066.67 $3,683.33 $113.08 $141.54 $170.00 $14.13 $17.69 $21.25 N 5G2 Clin Supp Services-Monitor ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the direct supervision of a 

MRI technologist as directed by a physician to perform a variety of imaging exams for Imaging Services.This is a training position for a MRI imaging professional and will be a student at Tesla Institute/DCCCCD. This position will end after the 

completion of 12 to 18 months or 2,000 hours are completed whichever comes first.The Imaging Tech MRI assistant is a training/orientation position to develop the knowledge, skills, abilities, tools, and critical reasoning to reduce the learning 

gap in anticipation of becoming an American Registry of Magnetic Resonance Imaging Technologists. The Imaging Tech MRI assistant performs diagnostic examinations for assigned patients to gain experiences that establish a basis to guide 

practice and provide safe, quality care with supervision and guidance from experienced staff. The Imaging Tech MRI assistant incorporates theoretical knowledge into clinical situations and is able to perform basic skills and assist registered 

technologists. Practice is under the direct supervision of a registered MRI technologist, referencing policies, procedures, and standards.Experience and EducationMust be actively enrolled and attending Tesla/DCCCD MRI apprenticeship 

program. BLS/CPR by the American Heart Association for Healthcare (AHA) or American Red Cross (ARC). Job DutiesAll job duties are performed under the direct supervision of a registered technologist and applicants must be currently enrolled 

in Tesla Institute/DCCCD. Imaging Tech MRI assistants are required to possess excellent communication skills with the ability to work in a fast-paced environment, requiring prioritizing, researching implants, and changing tasks frequently and 

quickly. Imaging Tech MRI Assistant need to be self-motivated and have the ability to work within the established policies, procedures and practices prescribed by the organization. Imaging assistants must be familiar with computers and word-

processing software (Microsoft outlook, word, basic excel). Patient CareReview physician orders for accuracy, diagnosis, and applicability to the ordered exam. Interviews patient (two patient identifier) conducts patient screening and obtains 

medical history pertaining to procedures clinical criteria. Explains procedure and instructs patient on necessary requirements needed to provide diagnostic images. Assist patient in dressing for exam and attends to patient's physical well-being 

while transporting to and from exam room and positioning for exam. Instructs/communicates with patient and/or patient's family (as appropriate) regarding the tests to be performed.Screens patients for medications, implanted devices, or 

other queries for examinations to ensure quality and safety. Assists the physician as needed in performing procedures. Ensures that images and electronic health records are properly completed with patient identification data and appropriate 

labeling. Should be a skilled communicator, with excellent people skills as an ambassador on behalf of the Imaging Services team and will be interacting with healthcare professionals, doctors, administration, and patients on a constant 

basisFunctions in the department as a part of an interdisciplinary team and collaborates in the care and service delivery process of patient care through effective communication with other service lines. Works with registered MRI technologists 

to prioritize exams to ensure smooth workflow, minimize wait times and address stat and urgent requests. Maintains/cleans/stocks exam rooms and work areas in neat and orderly fashion including monthly review for expired 

productsAdheres to hospital policies, regulatory compliance, new yearly metrics/department goals, patient satisfaction, and fiscally responsible with regards to equipment, supplies scheduling, overtime, etc. Maintains patient confidentiality 

and ensures that all processes and procedures are securely maintained. Must be able to lift 40-50lbs. An imaging tech MRI assistant is a committed member to the imaging services team that can include additional tasks, duties, and 

projectsResearch as applicable: Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for human-subjects research participants; b) Regularly maintaining, modifying, releasing, or 

similarly affecting human-subjects research records. **Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work 

requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative 

alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that work in tandem 

within interdepartmental modalities. The following is the acronym, "PACT", and is fundamental to all clinical positions at UT Southwestern Medical Center:P-Problem Solving: To achieve excellence in patient care and service, all employees are 

expected to take ownership in solving problems effectively, efficiently and to the satisfaction of the patient.A-Ability, Attitude and Accountability: In keeping with a professional healthcare environment, all employees are expected to have the 

ability to perform their jobs and to appear and conduct themselves in a professional and positive manner.C-Communications and Compassion: It is our goal that all our communications are clear, courteous, timely, and delivered with 

compassion, respect and appropriate confidentiality.T-Teamwork: In our medical environment, our patients regard every employee they encounter as a member of the Southwestern Medical Center team. Our goal is to individually work hard 

to contribute to our team, support our co-workers, and to achieve not only excellent patient care and service, but also a satisfying, caring environment for each other.Working ConditionsWork is performed primarily in a hospital or hospital 

clinic environmentAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to 

IMAGING TRAINEE ASSISTANT U6300 P08 $29,400.00 $36,800.00 $44,200.00 $2,450.00 $3,066.67 $3,683.33 $113.08 $141.54 $170.00 $14.13 $17.69 $21.25 N 8D Doctoral Residents ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryWorks under the direct supervision of a 

registered technologist as directed by a physician to perform a variety of imaging exams for Imaging Services. A minimum of eight shifts a month scheduled by imaging leadership are required. This is a training position for imaging professionals 

and will be terminated 90 days after the program graduation date.The Imaging Trainee Assistant is a training/orientation position to develop the knowledge, skills, abilities, tools, and critical reasoning to reduce the learning gap in anticipation 

of becoming a registered imaging technologist. The Imaging Trainee Assistant performs diagnostic examinations for assigned patients to gain experiences that establish a basis to guide practice and provide safe, quality care with supervision 

and guidance from experienced staff. The Imaging Trainee Assistant incorporates theoretical knowledge into clinical situations and is able to perform basic skills and assist registered technologists. Practice is under the direct supervision of a 

registered imaging technologist, referencing policies, procedures, and standardsMINIMUM QUALIFICATIONSHigh School or equivalent required.Must be actively enrolled and attending a program for radiography, ultrasound, MRI, or Nuclear 

Medicine school. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) by first day of employment is required. ESSENTIAL FUNCTIONSJob Duties: All job duties are 

performed under the direct supervision of a registered technologist and applicants must be currently enrolled and attending animaging program. Imaging Trainee Assistants are required to possess excellent communication skills with the 

ability to work in a fast-paced environment, requiring prioritizing and changing tasks frequently and quickly. Imaging Trainee Assistants need to be self-motivated and have the ability to work within the established policies, procedures and 

practices prescribed by the organization.Patient CareReview physician orders for accuracy, diagnosis, and applicability to the ordered exam. Interviews patient (two patient identifier) conducts patient screening and obtains medical history 

pertaining to procedures clinical criteria. Explains procedure and instructs patient on necessary requirements needed to provide diagnostic images. Assist patient in dressing for exam and attends to patient's physical well-being while 

transporting to and from exam room and positioning for exam. Instructs/communicates with patient and/or patient's family (as appropriate) regarding the tests to be performed.Screens patients for medications, implanted devices, or other 

queries for examinations to ensure quality and safety. Assists the physician as needed in performing procedures. Ensures that images and electronic health records are properly completed with patient identification data and appropriate 

labeling. Functions in the department as a part of an interdisciplinary team and collaborates in the care and service delivery process of patient care through effective communication with other service lines. Works with registered technologists 

to prioritize exams to ensure smooth workflow, minimize wait times and address stat and urgent requests. Adheres to hospital policies, regulatory compliance, new yearly metrics/department goals, patient satisfaction, and fiscally responsible 

with regards to equipment, supplies scheduling, overtime, etc. Maintains patient confidentiality and ensures that all processes and procedures are securely maintained. Must be able to lift 40-50lbs.Research as applicable: Duties performed 

may include one or more of the following core functions: a) Directly interacting with or caring for human-subjects research participants; b) Regularly maintaining, modifying, releasing, or similarly affecting human-subjects research 

records.**Other Duties: Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to recognize 

artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions 

to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high-volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental 

modalities. WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environmentAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

IMMIGRATION SPECIALIST 3066 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H14 Prof Services-Intl Staff Svcs PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks to provide advisory, guidance, 

and administrative skills throughout several phases of immigration process in Office of International Affairs.Experience and EducationBachelor's degree in Social Science, Humanities or related field and a minimum of two (2) years of experience. 

Experience may be considered in lieu of education.Preferred: Master's degree plus one (1) year of directly related work experience.Must possess U.S. Citizenship or Lawful Permanent Residency, as mandated by federal regulations.Job 

DutiesHelp to ensure university compliance with Student and Exchange Visitor Information System (SEVIS) reporting and other regulatory requirements.SEVIS troubleshooting including interacting with the SEVIS Help Desk regarding error 

tickets, monitoring SEVIS alerts and batch errors and recommending changes in SEVIS-related business processes in response to regulatory changes, systems changes or office efficiency needs. Subject matter expert for International Student 

and Scholar Management (ISSM) software used for F-1 and J-1 SEVIS batch reporting, employment based visa petition forms preparation, print-merge and/or email visa renewal reminder letters, and ad hoc reports as needed to ensure 

continued employment eligibility for visa holders on campus.Serve as International Affairs liaison with campus technical support specialists regarding ISSM and assist with testing of patches and upgrades.Build and maintain current regulatory 

knowledge regarding F-1 student and J-1 exchange visitor visa classifications, and a working knowledge of regulations pertaining to the various employment-based visa classifications.Represent UT Southwestern as a Designated School Official 

(DSO) and Alternate Responsible Officer (ARO) to provide back-up coverage as needed for Senior Immigration Specialists. Audit hard copy and electronic records to assure compliance with state, federal, local, and institutional 

regulations.Submit E-Verify screening of newly arrived international staff within an established timeline, monitor E-Verify "tentative non-confirmation" notices, and coordinate with Senior Immigration Specialists to assure timely response to 

such notices.Assist with management of hard copy filing system to assure files are stored in appropriate location and alphabetical order within established time frame.Other duties as assigned.Knowledge, Skills & AbilitiesWork requires 

moderate understanding of basic concepts of all visas found at UT Southwestern.Work requires in-depth knowledge of one or two types of visas.Work requires an outstanding attention to detail.Ability to manage multiple tasks with 

deadlines.Work requires strong organizational ability, excellent analytical skills, strong communication skills, and demonstrated intercultural skills.Work requires high degree of accountability and small margin of error on all data and 

information given and received. Knowledge of F and J regulations, excellent computer skills and a facility with software applications are required.Working ConditionsWork is performed primarily in general office area. Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of Vice President and Chief Human Resources Officer or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, 

sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status or veteran status.

IMMIGRATION SPECIALIST SR 3064 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H14 Prof Services-Intl Staff Svcs PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under moderate supervision to 

provide high level advisory, guidance, and administrative skills throughout several phases of immigration process in Office of International Affairs.Experience and EducationBachelor's degree in Social Science, Humanities or related field and a 

minimum of five (5) years of experience. Experience may be considered in lieu of education.Preferred: Master's degree plus three (3) years of directly related work experience.Must possess U.S. Citizenship or Lawful Permanent Residency, as 

mandated by federal regulations.Job DutiesPrepares and submits immigration petitions and Department of State sponsorship documents for all visa types sponsored by UT Southwestern (excluding O-1 and HHS waivers) including F-1, J-1, J-2 

work authorizations, H-IB, H-4, TN-1 and TN-2.Advises faculty and staff on strategies for maximizing employment and career development opportunities for themselves and/or their staff by appropriate planning and use of various non-

immigrant visa options. Meets with international visitors to confirm accuracy of INS documents, compliance with federal visa requirements and to assist in completion of payroll and I-9 documentation.Maintains high level of expertise in 

frequently changing state and federal regulations, legal interpretations, and INS and Department of State processing protocols by reading and researching professional resources such as, but not limited to: Code of Federal Regulations, Federal 

Register, Foreign Affairs Manual, and numerous federal websites.Advises departments and individual physicians on visa issues related to clinical residencies and accredited and unaccredited clinical fellowships. Coordinates annual applications 

for all international clinical trainees and serves as Training Program Liaison to Educational Commission for Foreign Medical Graduates.Works to resolve complex problems related to non-immigrant status by communicating with wide variety of 

governmental personnel, including but not limited to: embassy and consular officials, INS port-of-entry, service center and district office officials, Social Security Administration and Department of Public Safety personnel.Performs other duties 

as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of wide variety of information related to immigration advising.Work requires knowledge of word processing and email.Work requires high degree of accountability and small 

margin of error on all data and information given and received. Ability to demonstrate attention to detail and strong organizational skills.Strong communicator, customer focused, ability to work cross-collaboratively across different HR groups 

and Legal.Knowledge of F and J regulations, excellent computer skills and a facility with software applications are required.Working ConditionsWork is performed primarily in general office area. Any qualifications to be considered as 

equivalents in lieu of stated minimums require prior approval of Vice President and Chief Human Resources Officer or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status or veteran status.

IN VITRO FERTILIZATION AMBULATORY REGISTERED NURSE 2410 N P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A3 Ambulatory Nurse NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationLicensure as Registered 

Nurse by Board of Nurse Examiners for State of Texas and CPR certification orBasic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC),  are required. One (1) year of clinical 

nursing experience is preferred.Job Duties1. Delivers nursing interventions utilizing critical reasoning and astute clinical judgment in order to expedite appropriate care and treatment using the nursing process to assess, implement, and record 

patients' response in the medical record.2. Provides care in a variety of ways including face-to-face office encounter, telecommunication via telephone or MyChart. Telehealth nursing utilizes evidenced based care standards to assess, triage, 

provide nursing consultation, and perform follow-up and surveillance of patients' status and outcomes.3. At each patient encounter, the RN focuses on patient safety and the quality of nursing care by applying appropriate nursing 

interventions, such as identifying and clarifying patient needs, performing procedures, conducting health education, promoting patient advocacy, coordinating nursing and other health services, assisting the patient to navigate the health care 

system, and evaluating patient outcomes.4. Act as partners and advisors to assist and support patients and families to optimally manage their health care, respecting their culture and values, individual needs, health goals and treatment 

preferences.5. Facilitates continuity of care using the nursing process, multidisciplinary collaboration, and coordination of appropriate health care services and community resources across the care continuum.6. Provides leadership and clinical 

working supervision to licensed vocational nurses, non-licensed medical staff, or office support personnel. The RN provides operational accountability for delegation of tasks to unlicensed personnel.7. Participates in the design and evaluation 

of ambulatory nursing services to make recommendation of policy and/or procedural changes according to nursing expertise.8. Attends and participates in meetings related to clinical activities.9. Provides nursing care using the nursing process 

during all aspects of care including office visits, retrievals, transfers, and medical procedures.10. Provides patient education on REI treatment protocols, medications, infertility procedures, and documents patient's response in medical record 

ensuring appropriately documentation of interventions.11. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects 

research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INDUSTRIAL ENGINEER - QUALITY IMPROVEMENT 9259 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H28 Prof Services-Engineering Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryPerforms professional-level work 

related to completed degree. Provide working knowledge of the use of industrial / systems engineering in the health care sector. The individual will provide insight into the role of systems and industrial engineering as well as quality and 

performance improvement and their application in the health care setting. Through the duration of these projects, these individuals can expect to work closely with industrial engineering, quality improvement and healthcare 

professionals.Experience and EducationRequires PhD in industrial or systems engineering. Two years' experience in a healthcare setting preferably at UT Southwestern Medical Center. Job DutiesThe individual will work on improvement projects 

as identified by the UTSW staff. Projects will vary depending on opportunities that exist at the health system and will be tailored to the institution needs. The individual will use their knowledge and experience in the field of industrial / systems 

engineering to assist and work with multidisciplinary teams to improve processes related to patient care. This is a non-clinical research position (individual will have no clinical contact with patients). Responsibilities of the incumbent 

include:Working closely with multidisciplinary team members on various projects to design and develop workable solutions to complex problems, processes, and systems Developing engineering calculations, technical analyses, and reports for 

senior project leaders and executivesProviding oversight, support, and instruction to students and engineer trainees as neededCreating performance monitoring systems designed to improve process managementDeveloping evidence-based 

protocols using data mining and analytics to embed protocols in decision-support systemsIdentifying process and performance metrics to monitor and improve clinical operationsAssuming responsibility for testing proposed solutions for 

effectiveness, and presenting proposals to managers, and senior leaders Overseeing improvement teams in designing and testing solutions that meet the needs of assigned projects Work with data analysis team of Office of Medical Education 

to coordinate data analysis, and transfer appropriate project dataKnowledge, Skills & AbilitiesDemonstrated proficiency in written and verbal communication, including creating and delivering presentationsAdvanced skills in critical software 

applications such as SAS, and SPSSProficient in Project Management, structured problem solving (DMAIC, A3, etc.) Proficient in discrete event and agent-based simulation software such as Witness and AnylogicProven expertise in data and 

problem analysis, creative problem solving and design thinkingWork requires ability to work with teams, and independently work on projects.Work requires ability to analyze complex issues and effectively communicate information.Working 

ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



INDUSTRY CONTRACTS SPECIALIST LEAD 9616 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 4D2 Office-Contracts-Exempt Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, public administration, or related field and six (6) years of experience in business, finance, or public administration with emphasis on customer service. May consider advanced education in lieu of experience. Advanced 

degree (Master's or Juris Doctor) preferred.   Job DutiesHas responsibilities performing tasks at the advanced level for the contract and agreement services within Sponsored Programs Administration.Drafts, negotiates, and reviews contract 

agreements with various agencies including state and federal government, private organizations, pharmaceutical companies and biotechnology companies to execute agreements satisfactory to all parties.Provides guidance and assistance to 

researchers as necessary for implementation and negotiation of research contracts, confidential disclosure agreements, consulting agreements and master agreements. Processes master agreements of various types.Helps with financial items 

through negotiating terms and conditions.Monitors status of contracts for completion.Maintains communication with University customers, including faculty, administration, and executive staff concerning contract negotiations, process and 

status.Drafts correspondence related to the contract negotiation process.Interprets complex contract terms and conditions. Familiarity with broad knowledge of the entire award lifecycle. Provides assistance gathering information needed to 

answer inquiries. Supports ServiceNow issues by routing, working and closing service tickets.May make presentations and assist training on behalf of the Clinical Research Services leadership in Sponsored Programs.Provides guidance and 

training for the Contract Specialist team. Oversees the treatment of certain complex issues arising in contracting matters being handled by the various Contract Specialists.Keeps abreast of, and has current working knowledge of, all statutes, 

regulations and policies related to the procurement and contracting requirements of the University.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires clear written and oral 

communication skills.Work requires working knowledge of spreadsheets and word-processing software. Working ConditionsWork is performed primarily in office environment.UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

INFECTION PREVENTION COORD 2336 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Nursing or other related healthcare field from an accredited University is preferred. Must be a Registered Nurse (RN) in the State of Texas or eligible for reciprocity. Bachelor's degree in Medical Technology and three years of experience. 

Masters of Public Health Degree and two years of experience in epidemiology, research or infectious disease. Must have five years of professional experience in Infection Prevention & Control. Certification in Infection Control from the 

Certification Board of Infection Control (CBIC) required, or must be met within 3 years of employment. Must have current licensure as needed.Job DutiesAssist the supervisor in organizing and directing the activities of the infection control 

program for all departments throughout the facility including surveillance, infection prevention and control measures, and education for employees.Identify and implement infection prevention and control strategies re: hand hygiene, cleaning, 

disinfection and sterilization, risks associated with therapies and diagnostic procedures and devices, recalls, barrier precautions, use of patient care products and equipment, and the influx of patients with communicable diseases.Acquire and 

maintain the CDC Digital Certificate and provide assistance to the Director of Infection Prevention in order to accurately report healthcare associated infections to CDC/NHSN, CMS, State, QNet and CMS validation processes as mandated by 

these agencies.Develop and maintain a system standardized surveillance program, identifying patients who have health care acquired infections and communicable diseases.Manages specified key functions of infection prevention plan. 

Functions include, but are not limited to the infection prevention responsibility for the following: construction/renovation; design of patient care environment; product selection and evaluation; and disinfection/sterilization technology and 

processes. Initiates processes and partners with key staff to evaluate patient safety/infection prevention risks, opportunities for improvement, and implement necessary action.Plans, in conjunction with Director and Medical Director, 

epidemiologic investigations of outbreaks and provides oversight of process. Implements plan, assigns staff to assist in investigation, supervises collection of data, and analyzes data, plans and implements interventions as needed. Assures 

personnel assigned to investigation have adequate training and resources. Communicates with laboratory management regarding necessary laboratory support. Monitors compliance with interventions and evaluates for efficacy. Documents 

and communicates findings to appropriate personnel, management and medical staff.Maintains knowledge of applicable rules, regulations, policies, laws, and guidelines that impact the Infection Prevention area. Develops effective internal 

controls that promote adherence to applicable state/federal laws, and the program requirements of accreditation agencies and federal, state, and private health plans. Seeks advice and guidance as necessary to ensure proper 

understanding.Stays abreast of the latest developments, advancements, and trends in the field of Infection Prevention by attending seminars/workshops, reading professional journals, actively participating in professional organizations and/or 

maintaining certification/licensure. Integrates knowledge gained into current work practices.Prepares and develops professional presentations designed to communicate infection prevention concerns, issues, and standards to UT Southwestern 

University Hospital personnel, management, and medical staff. Provides orientation classes for new employees & physicians and continuing education of UT Southwestern University Hospital employees.Identifies and analyzes the design of 

jobs, work processes, work flows, etc. for the Infection Prevention area and implements appropriate changes to improve effectiveness, productivity and efficiency that support the overall goals of the department and UT Southwestern 

University Hospitals. Researches issues and assists staff in developing interventions and evaluating effectiveness.Help analyze infections and may validate surveillance conducted by others.Take action, as needed, in emergent situations to 

establish control and spread of outbreak.Performs other duties as assigned.Knowledge, Skills & AbilitiesWorking ConditionsWork is performed primarily in an office setting.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

INFECTION PREVENTION COORD U2336 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3A18 Specialized Nurse-Endoscopy PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors degree in 

Nursing or other related healthcare field from an accredited University is preferred.  Must be a Registered Nurse (RN) in the State of Texas or eligible for reciprocity. 

Bachelors degree in Medical Technology and three years of experience. Masters of Public Health Degree and two years of experience in epidemiology, research or infectious disease. Must have five years of professional experience in Infection 

Prevention & Control. Certification in Infection Control from the Certification Board of Infection Control (CBIC) required, or must be met within 3 years of employment. Must have current licensure as needed. Job Duties  1.Assist the supervisor 

in organizing and directing the activities of the infection control program for all departments throughout the facility including surveillance, infection prevention and control measures, and education for employees.2. Identify and implement 

infection prevention and control strategies re: hand hygiene, cleaning, disinfection and sterilization, risks associated with therapies and diagnostic procedures and devices, recalls, barrier precautions, use of patient care products and 

equipment, and the influx of patients with communicable diseases.3.Acquire and maintain the CDC Digital Certificate and provide assistance to the Director of Infection Prevention in order to accurately report healthcare associated infections to 

CDC/NHSN, CMS, State, QNet and CMS validation processes as mandated by these agencies.4.Develop and maintain a system standardized surveillance program, identifying patients who have health care acquired infections and communicable 

diseases.5.Manages specified key functions of infection prevention plan. Functions include, but are not limited to the infection prevention responsibility for the following: construction/renovation; design of patient care environment; product 

selection and evaluation; and disinfection/sterilization technology and processes. Initiates processes and partners with key staff to evaluate patient safety/infection prevention risks, opportunities for improvement, and implement necessary 

action.6.Plans, in conjunction with Director and Medical Director, epidemiologic investigations of outbreaks and provides oversight of process. Implements plan, assigns staff to assist in investigation, supervises collection of data, analyzes data, 

plans and implements interventions as needed. Assures personnel assigned to investigation have adequate training and resources. Communicates with laboratory management regarding necessary laboratory support. Monitors compliance 

with interventions and evaluates for efficacy. Documents and communicates findings to appropriate personnel, management and medical staff.7.Maintains knowledge of applicable rules, regulations, policies, laws, and guidelines that impact 

the Infection Prevention area. Develops effective internal controls that promote adherence to applicable state/federal laws, and the program requirements of accreditation agencies and federal, state, and private health plans. Seeks advice and 

guidance as necessary to ensure proper understanding.8.Stays abreast of the latest developments, advancements, and trends in the field of Infection Prevention by attending seminars/workshops, reading professional journals, actively 

participating in professional organizations and/or maintaining certification/licensure. Integrates knowledge gained into current work practices.9.Prepares and develops professional presentations designed to communicate infection prevention 

concerns, issues, and standards to UT Southwestern University Hospital personnel, management, and medical staff. Provides orientation classes for new employees & physicians and continuing education of UT Southwestern University 

Hospital employees.10.Identifies and analyzes the design of jobs, work processes, work flows, etc. for the Infection Prevention area and implements appropriate changes to improve effectiveness, productivity and efficiency that support the 

overall goals of the department and UT Southwestern University Hospitals. Researches issues and assists staff in developing interventions and evaluating effectiveness.11.Help analyze infections and may validate surveillance conducted by 

others.12.Take action, as needed, in emergent situations to establish control and spread of outbreak.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

INFECTION PREVENTIONIST 2312 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationMinimum Degree: 

Bachelor of Science degreeDependent on the type of degree, the following will be required:Bachelor's degree in Nursing or other related healthcare field from an accredited University is preferred. Must be a Registered Nurse (RN) in the State of 

Texas or eligible for reciprocityORBachelor's degree in Medical Technology and three years of experience. ORMasters of Public Health Degree and two years of experience in epidemiology, research or infectious disease. Current Basic Life Support 

(BLS) certification through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required.Job DutiesInfection control surveillance for the University Hospitals.Ensure compliance with CDC guidelines 

through active education of staff as well as on-site monitoring.Review medical records & consult with staff & physicians regarding potential infection control concerns.Data entry and review.Performs other duties as assigned.Knowledge, Skills 

& AbilitiesWorking ConditionsWork is performed primarily in an office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INFORMATION ARCHITECT 9313 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Computer Science or related field and three (3) years experience in structured systems and data analysis. Experience as a Data Architect and expertise in relational databases and design (normalized and dimensional)a 

must. Experience with database consolidation and integration development.  Job Duties  Facilitate design sessions with information owners/users to gather requirements.       Work with management, analysts, systems administrators, 

customers and consultants to define standards for information that must be aggregated to meet business requirements.      Analyze business and functional requirements of assigned projects and translate into technical specifications and data 

rules required for the configuration of vendor package data stores.      Perform root cause analysis on data quality cases; identifies appropriate solutions to address data quality issues.       Design conceptual data models (Business Entity 

Model)for strategic business processes that reflect the University's definition and usage of information across platforms; design logical data models that detail information requirements including entity names and definitions, primary keys, 

attribute names and definitions, and entity relationships.   Provide a common vocabulary and understanding of business entities and relationships between entities.       Validate the conceptual and logical models with business subject matters 

experts.       Establish and enforce enterprise data standards including table structures, naming conventions, key definitions and generation, documentation; define physical data models that detail data types, field lengths, indexes and data 

storage requirements.     Implement, manage and administer a data dictionary or metadata repository; maintain accurate documentation of business and technical metadata, data models, guidelines and standards,etc., and processes.     Define 

and implement a data quality assessment program.        Ensure naming and semantic consistency among information needed to support the creation of accurate financial, clinical or research reporting across the enterprise; assist 

system/database administrators in transitioning to standards; participate in/ facilitate/support data governance work groups.    Perform other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

Information Resources Asset Management Technician 9286 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 4I Office-Info Tech TECH UNIV University Classified Sal Pln

SummaryWorks under general supervision for maintenance of complex inventory for Information Resources equipment and hardware. SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT 

Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or equivalent, valid state driver's license, possession/maintenance of acceptable UT System driver rating and (3) 

three years inventory/asset or related experience, preferably involving computer equipment and peripherals.Job DutiesDeploy equipment (PC, printers, carts, peripherals, mounts etc) according to equipment lifecycle schedule. This includes 

cable management.Receive, unbox, assemble, label, equipment prior to distribution to customer or stockroom.Perform physical inventory of assets on the floor or stockroom and reconcile discrepancies.Perform equipment checks to ensure 

equipment is operational and properly deployed (in good repair, cable managed, clean). Attempt remediation and escalate as needed to technical teams. Enter new equipment into inventory system of record, update records when equipment 

is moved, run reports within asset tracking system as needed.Decommission equipment, which includes removing from floor, palletizing, updating asset tracking info, working with surplus warehouse to remove equipment.Performs other 

duties as assigned.Knowledge, Skills, and AbilitiesWork requires ability to follow established procedures of moderate complexity in performance of tasks.Work involves devoting time to routine contact with personnel of other departments in 

providing information or concerning delivery of materials, equipment, and supplies.Work involves frequent lifting and/or moving of up to 50 pounds.Work requires telephone and personal contact with faculty and staff of university, clients, 

physicians, and outside organizations.Work requires ability to perform duties quietly and efficiently in all areas of campus, including hospital and clinical areas. Work may require protective gear/garments when working in clinical areas. Work 

requires use of calculators, personal computer, and other standard office equipment.Working ConditionsWork is performed primarily in office and clinical areas.Any qualifications to be considered as equivalents in lieu of stated minimum 

require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INFORMATION RESOURCES PROJECT COORDINATOR 9415 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide coordination and support to a wide variety of technical projects. Assists with creation of project timelines and documents all aspects of project components. Receives general direction from immediate supervisor, and provides status 

reports to ensure successful and timely project completion.Experience and EducationAssociate's degree or two years of college with an emphasis on Business, Information Technology, Project Management, or a related field, and two (2) years 

of experience providing support and coordination for mid- to large-scale projects. Experience assisting with information technology systems and applications implementations strongly preferred. Must have experience using MS Project, Project 

Online, or similar project management software. Job DutiesProject life cycles and milestones - Determine and document life cycle phases and milestones including all inputs, tools and techniques, and outputs for all assigned projects and if 

necessary, identify any additional project phases that fall outside of the standard best practice foundation of initiation/planning /implementation/closing.Stabilize project components - Document requirements, scope, objectives, goals, 

milestones, benefits, deliverables, resources, systems, constraints, standards of performance, risks, and success criteria for all assigned projects and strive to stabilize every aspect impacting the established life cycle iteration.Organization, 

systems, and roles - For each assigned project, define and document roles and responsibilities with clearly communicated accountabilities.Quality assurance - Define standards and processes for meeting commitments at practical project phase 

checkpoints with a continuous emphasis on improvement.Planning - Determine project boundaries and establish goals and objectives that align with the business case from the perspective of the sponsor. Create detailed schedules to sequence 

activities or mediate sprints that include accurate durations and resource requirements. Evaluate personnel needs to establish the basis for project team selection, training and or recruitment. Write and determine frequency for both project 

status and project progress reports. Systematically define and mitigate risks through an appropriate and approved risk management plan. Establish minimum performance requirements for the project team and perform quality checks to 

assess the health of assigned projects.Tracking and variance analysis - Develop a methodology for each project to identify and resolve schedule slips, cost overruns, scope creep, and new risks that deviate from the predefined baselines 

established during the planning process.Corrective action decisions - Manage tradeoffs with stakeholders and sponsors when variances are identified to bring projects back into alignment with the primary constraint and/or institutional 

objectives.Escalation and issue management - Define formal processes for each project to identify issues, assign resources to close issues, and escalate resolution of issues in the event they are not addressed in a timely manner.Work 

authorization and change control - Develop strict processes and criteria for each assigned project to request, document, and approve/reject changes encountered during project execution.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires excellent oral and written communication skills, with an emphasis on technical writingWork requires ability to collaborate with team members from various parts of the organization Work requires the ability to use 

standard word processing and spreadsheet applications, as well as excellent MS Project and Project Online skillsWork requires excellent organizational skills and the ability to prioritize competing deadlines and multi-task in a fast-paced 

environmentMust be detail-oriented with the ability to identify potential risks to project timelines and recommend solutionsWorking ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in 

lieu of stated minimum require prior approval of Vice President for Human Resources or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, 

gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

INFORMATION SECURITY ANALYST 9355 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's Degree in a 

computer science and technology or related field. Two (2) years of experience in an information security position role. Prior experience with software or appliances used for vulnerability scanning, remote system administration, network 

monitoring and protection, and security notification preferred. Experience as a network, server, database, or application administrator. Experience as a security or technology administrator in Higher Education or similarly decentralized 

environment.Experience using Project Management and System Development Lifecycle methodologies.Relevant information security certifications (e.g., CISSP, CISA/CISM, Security+, GIAC).Experience using the following or similar information 

security technologies:Vulnerability scanners (Nmap, Nessus, Critical Watch)CVE (Common Vulnerabilities and Exposures) databasesNetwork monitoring and protection systems (Intrusion Detection/Prevention Systems)Ticket tracking systems 

(Heat, Remedy)Associates degree and/or additional years of related experience may be considered in lieu of stated educational requirement on a year for year basis.Prefer one or more years of experience in an information security position or 

role. Experience as a network, server, database or application administrator. Experience as a security or technology administrator in Higher Education or similarly decentralized environment.Experience using Project Management and System 

Development Lifecycle methodologies. Relevant information security certifications (e.g. CISSP, CISA/CISM, Security+, GIAC). Experience using the following or similar information security technologies: Vulnerability scanners (Nmap, Nessus, 

Critical Watch), CVE (Common Vulnerabilities and Exposures)databases, Network monitoring and protection systems (Intrusion detection/ Prevention Systems)Ticket tracking systems (Heat, Remedy). Job DutiesAssists with risk analysis and 

risk assessments on existing and proposed systems, document findings, and recommends risk mitigation strategies.Performs and documents the results of vulnerability and penetration testing.Assists departmental technical support staff in 

identifying and implementing appropriate security safeguards.Coordinates efforts to ensure compliance with security patch application and virus protection policies.Assists with responses to security incidents to prevent additional loss and to 

obtain and preserve forensic evidence.Participates in root cause analysis efforts to determine improvement opportunities when failures occur.Maintains a database of registered servers and ensures accurate information pertaining to data 

classification and protection strategies.Disseminates security notices and alerts to campus technical support personnel.Remains knowledgeable of changes in security technology, industry practices, and state and federal regulatory 

requirements.Conducts security training and develops awareness programs and materials for both technical and non-technical computer users.Assists with the creation of policies and procedures to ensure the security of information assets 

against unauthorized or accidental modification, destruction, or disclosure.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

INFORMATION SECURITY ANALYST LEAD SWHR 9399 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorking under general supervision, this 

role will be responsible for identifying, assessing, and reporting security gaps and status, while providing recommendations and assisting with implementing new capabilities. The Lead Information Security Analyst balances security operations 

duties while functioning as a key strategic influencer. The role will collaborate across the Southwestern Health Resources business and with UT Southwestern Medical Center IT and Information Security peers.Experience and EducationBachelor's 

degree with major coursework in computer science, math, information systems, or other related field and eight (8) years in IT and Information Security Analysis and Operations. The preferred candidate will have diverse experience managing 

threats by using and administering security tools, systems, vendor partnerships and analysis processes. Related industry certifications are not required, but are strongly preferred (e.g., CISSP, GIAC, CEH, CISA). Job DutiesSecurity event 

monitoring, incident response, tuning, and assessing posture for wide variety of systems and security layers (e.g. firewalls, antivirus\anti-ransomware, vulnerability identification & management, intrusion detection & prevention, SIEM, email & 

communication security, DLP, cloud & mobile device security, identity protection, open source tools) Infrastructure security and vulnerability assessments, to include assessment of processes and procedures related to data protection and data 

loss prevention. Understanding and operationalizing a security controls framework.Understanding and operationalizing a risk management framework for assessing internal, partner and vendor risk, to include Incident Response/Disaster 

Recovery planning and exercises.Manage the security assessment and workflow processes of IT projects in support of critical business functions and initiatives.Communicate with peers and leadership through clear, logical discussions and 

provide concise supporting evidence for security enhancement recommendations. Professional writing, research, briefing, and editorial capabilities, rigor and resourcefulness in conducting research and recommendations. May provide guidance 

and direction to lower-level analysts as needed. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent oral and written communication skills.Work requires ability to collaborate with various levels of staff and 

management.Work requires ability to multi-task and prioritize projects in a fast-paced environment.Work requires understanding of compliance driven environments and established frameworks (e.g. HIPAA, CIS, NIST RMF, etc).Work requires 

experience in event monitoring and response. Work requires experience and understanding of network and system administration practices.Work requires O365 and Azure security features experience or equivalent.Work requires technical 

system vulnerability, configuration assessment and hardening guidance for multiple platformsWork requires troubleshooting skills for complex technical environment.Passion, initiative, and deep interest in information security.Working 

ConditionsWork is performed primarily in office or computer lab/system environment with occasional exposure to noise, moving mechanical and electrical parts.Any qualifications to be considered as equivalents in lieu of stated minimum 

require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INFORMATION SECURITY ANALYST SR 9354 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's Degree in a 

computer science and technology or related field. Three (3) years related experience, including two (2) years in an information security role required. Prior experience with software or applications used for vulnerability scanning, remote system 

administration, network monitoring and protection, and security notification strongly preferred. Associates degree and/or additional years of related experience may be considered in lieu of stated educational requirement on a year for year 

basis.Preferred Experience:Two (2) or more years of experience in a Senior information security position or role. Experience as a network, server, database, or application administrator. Experience as a security or technology administrator in 

Higher Education or similarly decentralized environment. Experience using Project Management and System Development Lifecycle methodologies. Relevant information security certifications (e.g., CISSP, CISA, GIAC). Experience using the 

following or similar information security technologies: Vulnerability scanners (Nmap, Nessus, Nexpose); Notification resources (Bug Traq, US-CERT); Network monitoring and protection systems (Cisco NAC, SourceFire, Tripwire)Job DutiesThe 

purpose of this job is to identify, promote, and implement information security best practices in a decentralized academic environment. Provide expertise, consulting, and problem resolution in areas of network, server, database, application, 

and end point security assurance.Conducts and coordinates risk analysis and risk assessments on existing and proposed systems, document findings, and recommend risk mitigation strategies.Assists departmental technical support staff in 

identifying and implementing appropriate security safeguards and coordinates efforts to assure compliance with security patch application and virus protection policies.Directs response to security incidents to prevent additional loss and to 

obtain and preserve forensic evidence.Directs root cause analysis efforts to determine improvement opportunities when failures occur. Maintains a database of security incidents and provide reports to University management and external 

regulatory agencies.Maintains a database of registered servers and ensures accurate information pertaining to data classification and protection strategies.Assists in the development of information system security standard configurations 

using variations of the NIST checklist.Disseminates security notices and alerts to campus technical support personnel. Coordinates campus-wide information security collaboration and communication initiatives.Drafts policies and procedures 

and makes recommendations to ensure the security of information assets against unauthorized or accidental modification, destruction, or disclosure.Remains knowledgeable of changes in security technology, industry practices, and state and 

federal regulatory requirements.Conducts security training and develop awareness programs and materials for both technical and non-technical computer users.Presents technical briefings as required.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires exacting accuracy and exercise of judgment.Work requires knowledge of authoritative standards, guidelines, and best practices relative to information security.Work requires the ability to 

formulate and sustain effective and productive working relationships between diverse members of project teams and work groups.Work requires effective skills in facilitation, organization, negotiation, consultation, and communication. 

Effective written and verbal skills critical.Work requires personal contact with faculty and staff users relative to problems of generally non-recurring, non-routine nature.Working ConditionsWork is performed in general office area.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INFORMATION SECURITY ARCHITECT 9353 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors Degree in 

a computer science and technology or related field. Four (4) years of experience and three (3) of those years in an information security position or role. Prior experience with software or appliances used for vulnerability scanning, remote 

system administration, network monitoring and protection, and security notification preferred.Prefer: Relevant information security certifications (e.g., CISSP, CISA, GIAC, CEH).Experience as a security or technology administrator in a 

healthcare or higher education environment.Experience using the following or similar information security technologies:Vulnerability scanners (Nmap, Nessus, Nexpose)Network monitoring and protection systems (Cisco NAC, SourceFire, 

Tripwire, Splunk)Data loss prevention systemsIntrusion detection and prevention systems (IDS\IPS). Job Duties  1. Analyzes business impact and exposure based on emerging security threats, vulnerabilities and risks.2. Communicates security 

risks and solutions to organization and IT staff as needed.3. Researches, designs and advocates new technologies, architectures and security products that will support security requirements for the enterprise.4.  Serves as a security expert in 

application development, database design, network and/or platform (operating system) efforts, helping project teams comply with enterprise and IT security policies, industry regulations and best practices.5. Contributes to the development 

and maintenance of information security strategy and architecture.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.



INFORMATION SECURITY SYSTEMS ADMINISTRATOR I 9293 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3D6 Prof Services-IR Support Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

graduation or GED equivalent and four (4) years experience in computer environment including at least two (2) years experience providing technical computer support to customers.    Job Duties  Provide training and assistance to users with 

access request forms, signing on to the system and general security awareness.       Maintenance of appropriate documentation of the user request process including the authorization forms.       Fulfill service requests submitted through the 

Call Center.        Provide training and assistance to users with access request forms, signing on to the system and general security awareness.       Assist in troubleshooting routine user access problems referring complex problems to the 

Security Administrator II or III or another technical professional.      Assist in supporting and faciltating departmental initiatives and procedures, to ensure compliance with applicable internal and external regulations and guidelines.      Reports 

suspected violations of security policy or procedures, to the Information Security Manager.       Performs other duties as assigned.        x          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

INFORMATION SECURITY SYSTEMS ADMINISTRATOR II 9292 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent and five (5) years experience in computer environment including at least three (3) years of experience providing technical computer support to customers.   Job Duties  Process routine and complex requests for 

creation, modification,and termination of infrastructure user accounts across multiple domains and selected key business application accounts on various platforms.     Maintenance of appropriate documentation of the user request process 

including the authorization forms.       Provide training and assistance to users with access request forms, signing on to the system, utilization of resources granted and general security awareness.      Assist in troubleshooting and resolving 

routine problems and/or refers complex problems to the Security Administrator III or other technical professional.      Assist in the coordination of regular reviews of infrastructure and key business application user access by the appropriate IT 

and business personnel, as well as the fulfillment of other user- related service requests.     Fulfill service requests submitted through the Call Center.        Produce evidentiary documentation for Auditors and Regulators.        Assist in supporting 

and facilitating departmental initiatives and procedures, to ensrue compliance with applicable internal and external regulations and guidelines under the direction of the Supervisor     Reports suspected violations of security policy or 

procedures to the Information Security Manager.       Assist with the support or coordination of other departmental objectives and projects as necessary under the direction of the Supervisor.      Performs other duties as assigned.          **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INFORMATION SECURITY SYSTEMS ADMINISTRATOR III 9291 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3D4A Prof Svcs-IR Prog/Trainer Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent and six (6) years experience in computer environment, including two (2) years providing technical computer support to customers.    Job Duties  Process complex requests for departmental drive access, folder 

restrictions, user accounts across multiple domains and selected key business application accounts on various platforms under the direction of the Supervisor.     Maintenance of appropriate documentation of the user request process 

including the authorization forms.       Provide training and assistance to users with access request forms, signing on to the system, utilization of resources granted and general security awareness.      Troubleshoot and resolve complex user 

access problems referring when necessary to the Supervisor or other technical professional for assistance..      Coordinate regular reviews of infrastructure and key business application user access by the appropriate IT and business personnel, 

as well as the fulfillment of other user-related service requests.     Fulfill service requests submitted through the Call Center.        Produce evidentiary documentation for Auditors and Regulators.        Assist in supporting and facilitating 

departmental initiatives and procedures, to ensure compliance with applicable internal and external regulations and guidelines under the direction of the Supervisor.     Reports suspected violations of security policy or procedures to the 

Information Security Manager.       Assist with the support or coordination of other departmental objectives and projects as necessary under the direction of the Supervisor.      Train or assist in training of new employees; handles day-to-day 

questions from other Security Administrators.       Use scripting language such as JRB utilities;performs other duties as assigned.         **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

INFRASTRUCTURE PROJECT COORDINATOR 9090 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D3 Prof Svcs-IR InfraServices TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors degree in 

technical field related to building construction and project management with two (2) or more years experience in a technical construction environment OR High School diploma or GED equivalent with six (6) or more years experience in a 

technical construction environment.  Job Duties  Coordinate and track all projects from conception with Physical Plant and divisions of Information Resources as assigned by immediate manager.      Assist in gathering and verifying customer IR 

requirements associated with each project.       Attend scheduled project planning meetings where determinations are made regarding project objectives, plans and scope.       Review blueprints and work with customers and architects during 

project conception and prior to Issued for Construction (IFC) to ensure infrastructure and customer's IR requirements are captured.      Prepare overall Information Resources budget that includes interfacing with all divisions for input to 

Physical Plant on identified construction and renovation projects.      Comply with all infrastructure processes, procedures and escalate all issues as quickly as possible.       Ensure adequate funds are included in the overall construction budget 

and available to cover project costs by working with customer and accounting departments within UT Southwestern before project drawings reach 100% review.     Perform site visits related to renovation projects when required.        Manage 

and update department project access database with applicable information.       Perform other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

INS SPEC - AMBULANCE TRNSP U5575 T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3G4D

Prof Fee Sched-Insuran Spec 

Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school and two (2) 

to four (4) years of benefit verification authorization experience or equivalent. Job DutiesMonitors work queue to identify requests for ambulance authorization.Coordinates with the care coordinator regarding information needed to obtain 

prior authorizations and or to verify insurance benefits.Verifies insurance information by utilizing insurance websites or contacting insurance companies to verify active coverage, deductible, copay, and other information needed in accordance 

with verification guidelines. Verifies insurance coverage and eligibility for all applicable scheduled transports specific to the type of transport and destination. Evaluates ambulance authorization requirements and takes appropriate steps to 

ensure prior authorization requirements are met prior to the date of transport. Monitors, verifies, and faxes documents to select insurance companies regarding ambulance prior authorization requests.Protects the privacy and security of 

patient health information to ensure that confidentiality is maintained.Tracks cases to ensure authorization numbers/ prior authorization numbers (PANs) are obtained and that information is provided to the ambulance company for billing 

purposes. Coordinates with care coordinator and/or ambulance service provider regarding any additional information needed to obtain prior authorization/PANs. Maintains a log of all ambulance prior authorization requests and PANs for 

reference. Reviews ambulance invoices to ensure that ambulance billers have the information needed to bill accurately, to include medical necessity information, authorization numbers, etc. Refers billing discrepancies that cannot be resolved 

to leadership. Demonstrates ongoing competency skills to include problem solving skills and decision-making abilities. Maintains strictest confidentiality in accordance with policies and HIPAA guidelines.Maintains department productivity 

standards.Performs other duties as assigned.Knowledge, Skills & AbilitiesMedicare/Medicaid/Government/Commercial Insurance Verification and AuthorizationsBenefits Management/Interacting with Medical 

Professionals/ADVANCEDEffective and Efficient Problem SolvingAbility to read and write effectivelyAbility to interact with departmental management and communicate effectively in all patients and department interactions. Working 

ConditionsWork is performed primarily in an office setting.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INSTITUTIONAL RESEARCH OPERATIONS COORDINATOR 9219 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3E1A

Prof Research-Research 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal direction to 

provide research operations coordination in the TI BMES located on UTSW's campus. The Research Operations Coordinator is expected to work with faculty, research staff, and administrative staff from both institutions to coordinate research 

operations and implement policies and procedures for shared resources within the building. Additional responsibilities include monitoring compliance with institutional and governmental regulations for conducting research in this 

collaborative environment.Experience and EducationBachelor's degree in science and at least five (5) years of experience in engineering, physical sciences, or related discipline is desired. A higher degree (MS or PhD) with fewer years of 

experience is acceptable.Job DutiesSupport the vision and mission of both institutions, bringing a strong sense of collaboration to ensure the success of biomedical research. Coordinates with the UTSW Office of Safety and Business Continuity 

(OSBC), Institutional Animal Care and Use Committee (IACUC), Radiation Safety, and other regulatory bodies to ensure adherence to institutional safety and operations policies and procedures for both UTSW and UTD faculty. Works closely 

with department leadership to develop and maintain emergency operations.Works closely with department leadership to develop and manage shared resources.Coordinates shared lab spaces to ensure the appropriate use, cleanliness, and 

adherence to institutional and regulatory policies.Manages shared instrument maintenance and protocols.Coordinates with vendors and other stakeholders to repair shared instruments.Works closely with administrative counterparts to 

prepare reports on the status of shared resources and research space. This reporting includes but is not limited to, tracking shared equipment usage and collaborations.Coordinates instrument demonstrations and vendor visits.Establishes 

procedures and guidelines specific to shared spaces and the TI BMES building. Performs other duties as assigned by the manager.Knowledge, Skills & AbilitiesWork requires ability to use PC based word-processing, spreadsheets, and 

databases.Work requires strong written and verbal communication skills.Work requires ability to organize and prioritize work to meet deadlines.Work requires ability to read, write, analyze data, and develop plans, procedures, and coordinate 

persons and other resources to accomplish goals.Work requires responsibility for reviewing, developing, recommending, and implementing policies and procedures relating to assigned activity, program, or function.Work requires responsibility 

for maintenance and tracking of accounts assigned to projects or programs.Work requires ability to document and assist in the design of operational procedures to support process improvement initiatives across the campus.Self-motivated, 

enthusiastic, and collaborative member of the biomedical engineering research ecosystem at the TI BMES building.Working ConditionsWork is performed primarily in general office area. Any qualifications to be considered as equivalents in lieu 

of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members 

of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status.

INSTRUCTIONAL DESIGN SPECIALIST - SIM CENTER 1633 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H16 Prof Services-Other PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryResponsible for application of 

principles and techniques of instructional design in the maintenance and support of medical simulation curricula. Coordinates with staff and faculty for the design and delivery of new, revised or existing courses. Experience and 

EducationBachelor's degree in a related field and three (3) years of experience in instructional design, preferably in simulation or Master's degree preferred.Job Duties1. Advises, assists and collaborates with faculty , educators and staff to 

develop and implement curricula, placing special emphasis on innovative instructional modalities.2. Organizes and oversees faculty development, and provides assistance and training to faculty for the design and delivery of effective 

instruction through innovative technology.3. Ensures that accredation standards are maintained, generates annual reports and compile materials for reaccreditation cycles, including site visits. 4. Researches, evaluates, and identifies new 

learning methods and instructional technology.5. Evaluates assessment methods for valid, adequate, and reliable standards.6. Provides technical support to faculty, staff and students for online teaching and learning tools related to innovative 

currcicula.7. Develops and maintains curriculum portal for the Simulation Center.8. Facilitates and supports development of content for simulation scenarios. 9. Coordinates timelines and work plans for simulation curriculum development and 

implementation, annual reviews, revision, and course evaluations. 10. Tracks all scholarly activity. 11. Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires knowledge of medical simulation education, technologies, and 

application (EMS, BLine, etc).Work requires knowledge of medical terminology or experience in a health care setting preferred. Work requires knowledge of course development and education methodology.Work requires the ability to work 

with internal and external individuals from different disciplines and different levels of training. Work requires self-motivation with the ability to work effectively in a team environment. Work requires strong organizational, technical and 

communication skills.Work requires flexibility and adaptability in dynamic environment.Working ConditionsWork is performed primarily in hospital and in ambulatory patient care setting.Any qualifications to be considered as equivalents in 

lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

INSURANCE COORD SR - UH TRANSPLANT U5323 N T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3G4E

Prof Fee Sched-Insuran Spec 

Sr INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's Degree in related field. Two (2) years insurance coordination experience in hospital environment preferred; preferably in treatment specific area. May consider additional years of experience 

in lieu of education.ESSENTIAL FUNCTIONSVerifies patient insurance benefits including transplant-specific benefits by utilizing insurance websites or calling insurance companies. Re-verifies active coverage of waitlisted patients per 

departmental protocols to ensure patient readiness for transplantation and limit financial exposure of the institution.Documents pertinent activities in applicable systemsto drive transplant patient throughput. Keeps detailed documentation 

of calls and activities on all transplant patients for recordkeeping and continuity in cross-coverage situations.Coordinates approval process for patients to ensure that UT Southwestern Medical Center referral, medical review and billing policies 

and procedures are followed. Coordinates ongoing pre-certification and approval process with insurance case managers and provides clinical updates as requested.Protects the privacy and security of patient health information to ensure that 

confidentiality is maintained.Provides transplant patient education regarding financial aspects of services rendered. Coordinate with clinical financial counselor to assist patients with financial aspects of services rendered.Advises physicians and 

other medical staff regarding insurance benefit and financial clearance status of patients.Meets with patients and their families to discuss potential out-of-pocket expenses related to immunosuppressive drugs and follow-up care.Coordinates 

financial/registration process for cases and coordinates flow of information to appropriate departments regarding patients.Provides notification to hospital and physician billing departments regarding admission process for patients and 

creates treatment specific insurance coverage in registration area of electronic medical record.Provides information to appropriate parties to ensure patients are registered and billed correctly. Assists the billing department with appeals when 

requested.Performs other related duties and projects as assigned. This job description should not be considered an exhaustive listing of all duties and responsibilities performed in this position. Our practice encourages all employees to develop 

personal and professional goals for themselves and will provide opportunities for continued growth and development.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIES Work requires customer service skills.Work requires 

Clinical/Medical/Precertification/Predetermination/Authorizations/Verification skills.Work requires the ability to interact with departmental management and communicate effectively in all patients and department interactions.Work requires 

understanding and following established procedures.Work requires ability to coordinate and work independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to work with confidential 

information on daily basis.Work requires good organizational skills.WORKING CONDITIONSWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

INSURANCE COORDINATOR 2105 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3G4E

Prof Fee Sched-Insuran Spec 

Sr INSR UNIV University Classified Sal Pln

SalarySalary Negotiable Experience and EducationBachelor's Degree in related field. Two (2) years insurance coordination experience in hospital environment preferred; preferably in treatment specific area. May consider additional years of 

experience in lieu of education.Job DutiesThis position works under general supervision to ensure that patients are authorized for services related to their medical condition and that this information is disseminated to appropriate parties 

within UTSW. Responsible for the verification of insurance benefits and required authorizations. Conducts patient notification and education of their potential financial responsibility as it relates to proposed services.Verifies patient insurance 

benefits including treatment specific benefits by utilizing insurance websites or calling insurance companies.Documents pertinent information and efforts in computer system based upon department documentation standards.Coordinates 

approval process for patients to ensure that UT Southwestern Medical Center referral, medical review and billing policies and procedures are followed. Coordinates ongoing pre-certification and approval process with insurance case managers 

and provides clinical updates as requested.Protects the privacy and security of patient health information to ensure that confidentiality is maintained.Provides patient education regarding financial aspects of services rendered. Coordinate with 

clinical financial counselor to assist patients with financial aspects of services rendered.Advises physicians and other medical staff regarding insurance benefit and financial clearance status of patients.Meets with patients and their families to 

discuss potential out-of-pocket expenses related to treatment specific services rendered.Coordinates financial/registration process for cases and coordinates flow of information to appropriate departments regarding patients.Provides 

notification to hospital and physician billing departments regarding admission process for patients and creates treatment specific insurance coverage in registration area of electronic medical record.Provides information to appropriate parties 

to ensure patients are registered and billed correctly. Assists the billing department with appeals when requested.Performs other related duties and projects as assigned. This job description should not be considered an exhaustive listing of all 

duties and responsibilities performed in this position. Our practice encourages all employees to develop personal and professional goals for themselves and will provide opportunities for continued growth and development.Knowledge, Skills & 

AbilitiesWork requires customer service skills.Work requires Clinical/Medical/Precertification/Predetermination/Authorizations/Verification skills.Work requires the ability to interact with departmental management and communicate 

effectively in all patients and department interactions.Work requires understanding and following established procedures.Work requires ability to coordinate and work independently.Work requires proficient knowledge of computers and 

office equipment.Work requires ability to work with confidential information on daily basis.Work requires good organizational skills.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

INSURANCE COORDINATOR U2105 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3G4E

Prof Fee Sched-Insuran Spec 

Sr INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's Degree in 

related field. Two (2) years insurance coordination experience in hospital environment preferred; preferably in treatment specific area. May consider additional years of experience in lieu of education.Job DutiesThis position works under 

general supervision to ensure that patients are authorized for services related to their medical condition and that this information is disseminated to appropriate parties within UTSW. Responsible for the verification of insurance benefits and 

required authorizations. Conducts patient notification and education of their potential financial responsibility as it relates to proposed services.Verifies patient insurance benefits including treatment specific benefits by utilizing insurance 

websites or calling insurance companies.Documents pertinent information and efforts in computer system based upon department documentation standards.Coordinates approval process for patients to ensure that UT Southwestern Medical 

Center referral, medical review and billing policies and procedures are followed. Coordinates ongoing pre-certification and approval process with insurance case managers and provides clinical updates as requested.Protects the privacy and 

security of patient health information to ensure that confidentiality is maintained.Provides patient education regarding financial aspects of services rendered. Coordinate with clinical financial counselor to assist patients with financial aspects 

of services rendered.Advises physicians and other medical staff regarding insurance benefit and financial clearance status of patients.Meets with patients and their families to discuss potential out-of-pocket expenses related to treatment 

specific services rendered.Coordinates financial/registration process for cases and coordinates flow of information to appropriate departments regarding patients.Provides notification to hospital and physician billing departments regarding 

admission process for patients and creates treatment specific insurance coverage in registration area of electronic medical record.Provides information to appropriate parties to ensure patients are registered and billed correctly. Assists the 

billing department with appeals when requested.Performs other related duties and projects as assigned. This job description should not be considered an exhaustive listing of all duties and responsibilities performed in this position. Our 

practice encourages all employees to develop personal and professional goals for themselves and will provide opportunities for continued growth and development.Knowledge, Skills & AbilitiesWork requires customer service skills.Work 

requires Clinical/Medical/Precertification/Predetermination/Authorizations/Verification skills.Work requires the ability to interact with departmental management and communicate effectively in all patients and department interactions.Work 

requires understanding and following established procedures.Work requires ability to coordinate and work independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to work with confidential 

information on daily basis.Work requires good organizational skills.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

INSURANCE SPECIALIST I 2107 Y 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3G4D

Prof Fee Sched-Insuran Spec 

Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position is responsible for obtaining 

information to initiate verification and precertification process.Experience and EducationHigh school and two (2) to four (4) years of benefit verification/authorization experience or equivalent. FUNCTIONAL EXPERIENCESFunctional - Customer 

Service/Customer service/1-3 YearsFunctional - Clinical / Medical/Precertification/Predetermination/Authorizations/Verification/2-4 YearsTECHNOLOGY EXPERIENCESTechnical - Desktop Tools/Microsoft Outlook/4-6 Years/End UserTechnical - 

Desktop Tools/Microsoft Word/4-6 Years/End UserTechnical - Office Equipment/Fax/Copier/4-6 Years/End UserJob DutiesMonitors the correct patient work queue to determine accounts needing verification.Coordinates with physician\'s office 

and/or ancillary department regarding additional information needed to obtain pre-certification and insurance benefits. Maintains department productivity standards. Pre-registers patient cases by entering complete and accurate information 

prior to patient\'s arrival. Identifies and verifies all essential information pertaining to intake, insurance verification/eligibility, and precertification on all applicable patient accounts. Revises information in computer systems as 

neededDocuments pertinent information and efforts in computer system based upon department documentation standards. Verifies insurance information by utilizing insurance websites or calling insurance companies to verify active 

coverage, deductible, copay and any other specific information needed in accordance to the verification guidelines.Create and call patients with cost estimate for scheduled appointments.Ensures all exams are scheduled with proper patient 

class and clinical indicators and coding nomenclature. Monitors, verifies, transcribes faxed documents to select insurance companies regarding authorization requestsAccurately monitors, reviews, data enters and processes authorizations and 

validate that the requests are accurate, within the required timeline, and in compliance with the applicable insurance guidelines.Signs into and answers the assigned ACD line, documenting patient accounts per documentation 

expectationsFollows strict quality measures of documents scanned into the electronic medical record and/or submitted to applicable insurance Protects the privacy and security of patient health information to ensure that confidentiality is 

maintainedCounsels offices and/or patients when an out of network situation becomes apparent or other potential payor technicalities arise. Coordinates as needed with other departments/ancillary areas for special needs or resources. 

Verifies insurance coverage and eligibility for all applicable scheduled services specific to the type of procedure and/or exam, and site of service. Evaluates physician referral and authorization requirements and takes appropriate steps to ensure 

requirements are met prior to date of procedure. Tracks cases to resolutionCoordinates with case management, physician's office and/or ancillary department regarding any additional information needed on their part to obtain pre-

certification and insurance benefitsPre-Registers patient cases by entering complete and accurate information in EPIC ADT hospital billing system prior to the patient's arrival. Identifies/obtains/verifies all essential information pertaining to 

intake, insurance verification/eligibility and pre-certification on all applicable patients accounts with a 95% accuracy rate. Accurately revises information in computer systems as needed. Documents pertinent information and efforts in 

computer system based upon department documentation standards.Confirms accuracy of scheduled procedure/s, observation, surgical observation and day surgery patients when converted to inpatient status and validates that authorization 

codes match the service delivered including following best practice to obtained revised authorization for codes that are changed and have been communicated timely through proper channels. Contacts patient as appropriate to collect critical 

information and/or to advise of benefits information and "out of network" situations. Coordinates with the financial counselor or other entity as appropriate and per customer satisfaction guidelines. Adheres to HIPAA guidelines when 

contacting patient.Demonstrates ongoing competency skills including above level problem solving skills and decision- making abilities. Maintains strictest confidentiality in accordance to policies and HIPAA guidelines.Enters accurately prior 

authorization data and in accordance with established guidelines, including diagnosis of service and procedure codes.Performs other related duties and projects as assigned. This job description should not be considered an exhaustive listing of 

all duties and responsibilities performed in this position. Our practice encourages all employees to develop personal and professional goals for themselves and will provide opportunities for continued growth and development.Knowledge, Skills 

& AbilitiesMedicare/Medicaid/Government/Commercial Insurance Verification/AuthorizationBenefits Management/Interacting with Medical Professionals/ADVANCEDEffective and Efficient Problem SolvingAbility to read and write 

effectivelyAbility to interact with departmental management and communicate effectively in all patients and department interactionsWorking ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.
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ESSENTIAL FUNCTIONSMonitors the correct patient work queue to determine accounts needing verification.Coordinates with physician\'s office and/or ancillary department regarding additional information needed to obtain pre-certification 

and insurance benefits. Maintains department productivity standards. Pre-registers patient cases by entering complete and accurate information prior to patient\'s arrival. Identifies and verifies all essential information pertaining to intake, 

insurance verification/eligibility, and precertification on all applicable patient accounts. Revises information in computer systems as neededDocuments pertinent information and efforts in computer system based upon department 

documentation standards. Verifies insurance information by utilizing insurance websites or calling insurance companies to verify active coverage, deductible, copay and any other specific information needed in accordance to the verification 

guidelines.Create and call patients with cost estimate for scheduled appointments.Ensures all exams are scheduled with proper patient class and clinical indicators and coding nomenclature. Monitors, verifies, transcribes faxed documents to 

select insurance companies regarding authorization requestsAccurately monitors, reviews, data enters and processes authorizations and validate that the requests are accurate, within the required timeline, and in compliance with the 

applicable insurance guidelines.Signs into and answers the assigned ACD line, documenting patient accounts per documentation expectationsFollows strict quality measures of documents scanned into the electronic medical record and/or 

submitted to applicable insurance Protects the privacy and security of patient health information to ensure that confidentiality is maintainedCounsels offices and/or patients when an out of network situation becomes apparent or other 

potential payor technicalities arise. Coordinates as needed with other departments/ancillary areas for special needs or resources. Verifies insurance coverage and eligibility for all applicable scheduled services specific to the type of procedure 

and/or exam, and site of service. Evaluates physician referral and authorization requirements and takes appropriate steps to ensure requirements are met prior to date of procedure. Tracks cases to resolutionCoordinates with case 

management, physician's office and/or ancillary department regarding any additional information needed on their part to obtain pre-certification and insurance benefitsPre-Registers patient cases by entering complete and accurate 

information in EPIC ADT hospital billing system prior to the patient's arrival. Identifies/obtains/verifies all essential information pertaining to intake, insurance verification/eligibility and pre-certification on all applicable patients accounts with a 

95% accuracy rate. Accurately revises information in computer systems as needed. Documents pertinent information and efforts in computer system based upon department documentation standards.Confirms accuracy of scheduled 

procedure/s, observation, surgical observation and day surgery patients when converted to inpatient status and validates that authorization codes match the service delivered including following best practice to obtained revised authorization 

for codes that are changed and have been communicated timely through proper channels. Contacts patient as appropriate to collect critical information and/or to advise of benefits information and "out of network" situations. Coordinates 

with the financial counselor or other entity as appropriate and per customer satisfaction guidelines. Adheres to HIPAA guidelines when contacting patient.Performs other duties as assigned.Demonstrates ongoing competency skills including 

above level problem solving skills and decision- making abilities. Maintains strictest confidentiality in accordance to policies and HIPAA guidelines.Enters accurately prior authorization data and in accordance with established guidelines, 

including diagnosis of service and procedure codes.Performs other related duties and projects as assigned. This job description should not be considered an exhaustive listing of all duties and responsibilities performed in this position. Our 

practice encourages all employees to develop personal and professional goals for themselves and will provide opportunities for continued growth and development.MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEHigh school and two (2) 

to four (4) years of benefit verification/authorization experience or equivalent. KNOWLEDGE, SKILLS, & ABILITIESFUNCTIONAL EXPERIENCESFunctional - Customer Service/Customer service/1-3 YearsFunctional - Clinical / 

Medical/Precertification/Predetermination/Authorizations/Verification/2-4 YearsTECHNOLOGY EXPERIENCESTechnical - Desktop Tools/Microsoft Outlook/4-6 Years/End UserTechnical - Desktop Tools/Microsoft Word/4-6 Years/End 

UserTechnical - Office Equipment/Fax/Copier/4-6 Years/End UserREQUIRED SKILLSMedicare/Medicaid/Government/Commercial Insurance Verification/AuthorizationBenefits Management/Interacting with Medical 

Professionals/ADVANCEDEffective and Efficient Problem SolvingAbility to read and write effectivelyAbility to interact with departmental management and communicate effectively in all patients and department interactionsThe following is the 

acronym, "PACT", and is fundamental to all non clinical positions at UT Southwestern Medical Center:P-Problem Solving: Employees take ownership in solving problems effectively, efficiently, and to the satisfaction of customers, or managers. 

They show initiative in addressing areas of concern before they become problems.A-Ability, Attitude and Accountability: Employees exhibit ability to perform their job and conduct themselves in a professional and positive manner reflecting a 

professional environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who are our Customers? Anyone who requests our help, needs our work product, or receives our 

services. Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely delivery and communication. Sharing ideas with others helps expand our contribution to 

department goals.T-Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work product and customer service, and in maintaining a satisfying, caring environment for each 
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SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position is responsible for obtaining 

information to initiate verification and precertification process.Experience and EducationHigh school and three (3) to five (5) years of benefit verification/authorization experience or equivalent.FUNCTIONAL EXPERIENCESFunctional - Customer 

Service/Customer service/1-3 YearsFunctional - Clinical / Medical/Precertification/Predetermination/Authorizations/Verification/3-5 YearsTECHNOLOGY EXPERIENCESTechnical - Desktop Tools/Microsoft Outlook/4-6 Years/End UserTechnical - 

Desktop Tools/Microsoft Word/4-6 Years/End UserTechnical - Office Equipment/Fax/Copier/4-6 Years/End UserTechnical-EPIC/1-3YearsJob DutiesMonitors the correct patient work queue to determine accounts needing 

verification.Coordinates with physician\'s office and/or ancillary department regarding additional information needed to obtain pre-certification and insurance benefits. Maintains department productivity standards. Pre-registers patient cases 

by entering complete and accurate information prior to patient\'s arrival. Identifies and verifies all essential information pertaining to intake, insurance verification/eligibility, and precertification on all applicable patient accounts. Revises 

information in computer systems as needed. Documents pertinent information and efforts in computer system based upon department documentation standards. Verifies insurance information by utilizing insurance websites or calling 

insurance companies to verify active coverage, deductible, copay and any other specific information needed in accordance to the verification guidelines.Create and call patients with cost estimate for scheduled appointments.Ensures all exams 

are scheduled with proper patient class and clinical indicators and coding nomenclature. Monitors, verifies, transcribes faxed documents to select insurance companies regarding authorization requestsAccurately monitor, review, data entry 

and process authorizations and validate that the requests are accurate, within the required timeline, and in compliance with the applicable insurance guidelinesFollows strict quality measures of documents scanned into the electronic medical 

record and/or submitted to applicable insurance Protects the privacy and security of patient health information to ensure that confidentiality is maintainedCounsels offices and/or patients when an out of network situation becomes apparent 

or other potential payor technicalities arise. Coordinates as needed with other departments/ancillary areas for special needs or resources. Verifies insurance coverage and eligibility for all applicable scheduled services specific to the type of 

procedure and/or exam, and site of service. Evaluates physician referral and authorization requirements and takes appropriate steps to ensure requirements are met prior to date of procedure. Tracks cases to resolutionCoordinates with case 

management, physician's office and/or ancillary department regarding any additional information needed on their part to obtain pre-certification and insurance benefitsPre-Registers patient cases by entering complete and accurate 

information in EPIC ADT hospital billing system prior to the patient's arrival. Identifies/obtains/verifies all essential information pertaining to intake, insurance verification/eligibility and pre-certification on all applicable patients accounts with a 

95% accuracy rate. Accurately revises information in computer systems as needed. Documents pertinent information and efforts in computer system based upon department documentation standards.Confirms accuracy of scheduled 

procedure/s, observation, surgical observation and day surgery patients when converted to inpatient status and validates that authorization codes match the service delivered including following best practice to obtained revised authorization 

for codes that are changed and have been communicated timely through proper channels. Contacts patient as appropriate to collect critical information and/or to advise of benefits information and "out of network" situations. Coordinates 

with the financial counselor or other entity as appropriate and per customer satisfaction guidelines. Adheres to HIPAA guidelines when contacting patient.Demonstrates ongoing competency skills including above level problem solving skills 

and decision- making abilities. Maintains the strictest confidentiality in accordance to policies and HIPAA guidelines With general oversight follow our current policies and procedures and responds to administrative directives.Enters accurately 

prior authorization data and in accordance with established guidelines, including diagnosis of service and procedure codes.Promotes team engagementPerforms other related duties and projects as assigned. This job description should not be 

considered an exhaustive listing of all duties and responsibilities performed in this position. Our practice encourages all employees to develop personal and professional goals for themselves and will provide opportunities for continued growth 

and development.Knowledge, Skills & AbilitiesMedicare/Medicaid/Government/Commercial Insurance Verification/AuthorizationBenefits Management/Interacting with Medical Professionals/ADVANCEDEffective and Efficient Problem 

SolvingThe use of initiative, strong independent judgement, and resourcefulness are inherent in the jobAbility to be self-supervisingAbility to interact with departmental management and communicate effectively in all patients and department 

interactionsWorking ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.
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ESSENTIAL FUNCTIONSMonitors the correct patient work queue to determine accounts needing verification.Coordinates with physician\'s office and/or ancillary department regarding additional information needed to obtain pre-certification 

and insurance benefits. Maintains department productivity standards. Pre-registers patient cases by entering complete and accurate information prior to patient\'s arrival. Identifies and verifies all essential information pertaining to intake, 

insurance verification/eligibility, and precertification on all applicable patient accounts. Revises information in computer systems as needed. Documents pertinent information and efforts in computer system based upon department 

documentation standards. Verifies insurance information by utilizing insurance websites or calling insurance companies to verify active coverage, deductible, copay and any other specific information needed in accordance to the verification 

guidelines.Create and call patients with cost estimate for scheduled appointments.Ensures all exams are scheduled with proper patient class and clinical indicators and coding nomenclature. Monitors, verifies, transcribes faxed documents to 

select insurance companies regarding authorization requestsAccurately monitors, reviews, data enters and processes authorizations and validate that the requests are accurate, within the required timeline, and in compliance with the 

applicable insurance guidelinesFollows strict quality measures of documents scanned into the electronic medical record and/or submitted to applicable insurance Protects the privacy and security of patient health information to ensure that 

confidentiality is maintainedCounsels offices and/or patients when an out of network situation becomes apparent or other potential payor technicalities arise. Coordinates as needed with other departments/ancillary areas for special needs or 

resources. Verifies insurance coverage and eligibility for all applicable scheduled services specific to the type of procedure and/or exam, and site of service. Evaluates physician referral and authorization requirements and takes appropriate 

steps to ensure requirements are met prior to date of procedure. Tracks cases to resolutionCoordinates with case management, physician's office and/or ancillary department regarding any additional information needed on their part to obtain 

pre-certification and insurance benefitsPre-Registers patient cases by entering complete and accurate information in EPIC ADT hospital billing system prior to the patient's arrival. Identifies/obtains/verifies all essential information pertaining to 

intake, insurance verification/eligibility and pre-certification on all applicable patients accounts with a 95% accuracy rate. Accurately revises information in computer systems as needed. Documents pertinent information and efforts in 

computer system based upon department documentation standards.Confirms accuracy of scheduled procedure/s, observation, surgical observation and day surgery patients when converted to inpatient status and validates that authorization 

codes match the service delivered including following best practice to obtained revised authorization for codes that are changed and have been communicated timely through proper channels. Contacts patient as appropriate to collect critical 

information and/or to advise of benefits information and "out of network" situations. Coordinates with the financial counselor or other entity as appropriate and per customer satisfaction guidelines. Adheres to HIPAA guidelines when 

contacting patient.Performs other duties as assigned.Demonstrates ongoing competency skills including above level problem solving skills and decision- making abilities. Maintains the strictest confidentiality in accordance to policies and 

HIPAA guidelines With general oversight follow our current policies and procedures and responds to administrative directives.Enters accurately prior authorization data and in accordance with established guidelines, including diagnosis of 

service and procedure codes.Promotes team engagementPerforms other related duties and projects as assigned. This job description should not be considered an exhaustive listing of all duties and responsibilities performed in this position. 

Our practice encourages all employees to develop personal and professional goals for themselves and will provide opportunities for continued growth and development.MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEHigh school and 

three (3) to five (5) years of benefit verification/authorization experience or equivalent.KNOWLEDGE, SKILLS, & ABILITIESFUNCTIONAL EXPERIENCESFunctional - Customer Service/Customer service/1-3 YearsFunctional - Clinical / 

Medical/Precertification/Predetermination/Authorizations/Verification/3-5 YearsTECHNOLOGY EXPERIENCESTechnical - Desktop Tools/Microsoft Outlook/4-6 Years/End UserTechnical - Desktop Tools/Microsoft Word/4-6 Years/End 

UserTechnical - Office Equipment/Fax/Copier/4-6 Years/End UserTechnical - EPIC/1-3 YearsREQUIRED SKILLSMedicare/Medicaid/Government/Commercial Insurance Verification/AuthorizationBenefits Management/Interacting with Medical 

Professionals/ADVANCEDEffective and Efficient Problem SolvingThe use of initiative, strong independent judgement, and resourcefulness are inherent in the jobAbility to be self-supervisingAbility to interact with departmental management 

and communicate effectively in all patients and department interactionsThe following is the acronym, "PACT", and is fundamental to all non clinical positions at UT Southwestern Medical Center:P-Problem Solving: Employees take ownership in 

solving problems effectively, efficiently, and to the satisfaction of customers, or managers. They show initiative in addressing areas of concern before they become problems.A-Ability, Attitude and Accountability: Employees exhibit ability to 

perform their job and conduct themselves in a professional and positive manner reflecting a professional environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who 

are our Customers? Anyone who requests our help, needs our work product, or receives our services. Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely 

delivery and communication. Sharing ideas with others helps expand our contribution to department goals.T-Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work 
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SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to be 

responsible for pre-registration, insurance verification, eligibility, authorization, and front-end revenue cycle operations to ensure proper billing and pleasant patient financial experience.Experience and EducationHigh school and four (4) to six 

(6) years of benefit verification/authorization experience or equivalent. CHAA - NAHAM required within 1 year of hire or promotion. FUNCTIONAL EXPERIENCESFunctional - Working remotely/1-3 YearsFunctional - Customer Service/Customer 

service/2-5 YearsFunctional - Clinical / Medical/Precertification/Predetermination/Authorizations/Verification/4-6 YearsTECHNOLOGY EXPERIENCESTechnical - Desktop Tools/Microsoft Outlook/4-6 Years/End UserTechnical - Desktop 

Tools/Microsoft Word/4-6 Years/End UserTechnical - Office Equipment/Fax/Copier/4-6 Years/End UserJob DutiesMonitors patient and/or referral work queues to determine encounters that require pre-registration, verification, authorization, 

or corrections to ensure proper billing. Pre-registers patient cases by entering complete and accurate information in the hospital billing system prior to patient's arrival. Identifies and verifies all essential information pertaining to intake, 

guarantor, subscriber, insurance verification/eligibility, and precertification on complex and specialized patient accounts. Revises information in computer systems as neededCoordinate with financial counselor, clinic, and patient or other 

appropriate party to identify special billing and additional information needed to secure accurate billing and/or patient financial responsibility Verifies insurance coverage and eligibility for all applicable scheduled services specific to the type of 

appointment, procedure and/or exam, and site of service. Evaluates physician referral and authorization requirements and takes appropriate steps to ensure requirements are met prior to date of procedure. 8Ensures all appointments and/or 

procedures are scheduled with proper patient class and clinical indicators and coding nomenclature. Reviews and verifies insurance information by utilizing various methods to verify eligibility, gather a full benefit profile, authorization 

requirements, and any other specific information needed in accordance to the verification guidelines.Coordinates with patient, referring physician's office and/or referring location, scheduled service area, financial counselors, case manager, and 

others as appropriate to obtain additional information or provide information on patients financial status. Coordinates as needed with other departments/ancillary areas for special needs or resources. Counsels clinical partners and/or patients 

to advice of benefits information when "out of network" situations become apparent or other potential payor technicalities arise. Reviews clinical documentation for CPT/diagnosis code information to support authorization / precertification 

according to payer guidelines.Accurately monitors, reviews, data enters and processes authorizations and validate that the requests are accurate, within the required timeline, and in compliance with the applicable insurance guidelinesEnsures 

that patient is aware of financial obligations, cost of care, access to financial education material, and appropriate financial acknowledgement documents are prepared and/or signed. Documents pertinent information and efforts in computer 

system based upon department documentation standards. Maintains department productivity standards.Protects the privacy and security of patient health information to ensure that confidentiality is maintainedPre-registers patient cases by 

entering complete and accurate information in the hospital billing system prior to patient's arrival. Identifies and verifies all essential information pertaining to intake, guarantor, subscriber, insurance verification/eligibility, and precertification 

on all applicable patient accounts. Revises information in computer systems as needed. Revising information as needed. Documenting pertinent information and efforts in the computer system with a 95% accuracy rate. Confirms accuracy of 

scheduled procedure/s, re-verifies emergency room, observation, surgical observation and day surgery patients when converted to inpatient status and validates that authorization codes match the service delivered including following best 

practice to obtained revised authorization for codes that are changed and have been communicated timely through proper channels. Recommends creation of new policies/SOPs and updates to existing policies/SOPs. Assist in the development 

and implementation of new and revised policies/SOPs. Makes recommendations for changes in procedure to increase productivity and accuracy.Performs and monitors special projects in order to meet turnaround times, production standards, 

and project deadlinesProvides support to junior level Insurance Specialists Contributes to the development of the onboarding and training program for Insurance SpecialistServices as the first line of escalation in the event of a patient service 

failure Functions as a "superuser" for new software applications or upgrades in existing applications and assists in training of assigned team member.Demonstrates ongoing competency skills including above level problem solving skills and 

decision- making abilities.Maintains strictest confidentiality in accordance to policies and HIPAA guidelines. Promotes team engagement Fosters in building a cooperative, supportive, productive, and efficient team that while serving as a 

mentor.Cultivates a shared vision for the department that is consistent with the UTSW vision and strategic initiatives. Upholds the departmental leadership, expectations, customer services, professionalism, standards, processes, and other 

departmental strategies. Duties performed may include one or more of the following core functions: (a) directly interacting with or caring for patients; (b) directly interacting with or caring for human-subjects research participants; (c) Regularly 

maintaining modifying, releasing or similarly affecting patient records (including patient financial records); or (d) regularly maintaining, modifying releasing, or similarly affecting human-subjects research records. Performs other related duties 

and projects as assigned. This job description should not be considered an exhaustive listing of all duties and responsibilities performed in this position. Our practice encourages all employees to develop personal and professional goals for 

INSURANCE SPECIALIST III U2109 Y T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G4D

Prof Fee Sched-Insuran Spec 

Jr INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to be 

responsible for pre-registration, insurance verification, eligibility, authorization, and front-end revenue cycle operations to ensure proper billing and pleasant patient financial experience.Experience and EducationHigh school and four (4) to six 

(6) years of benefit verification/authorization experience or equivalent. CHAA - NAHAM required within 1 year of hire or promotion. FUNCTIONAL EXPERIENCESFunctional - Working remotely/1-3 YearsFunctional - Customer Service/Customer 

service/2-5 YearsFunctional - Clinical / Medical/Precertification/Predetermination/Authorizations/Verification/4-6 YearsTECHNOLOGY EXPERIENCESTechnical - Desktop Tools/Microsoft Outlook/4-6 Years/End UserTechnical - Desktop 

Tools/Microsoft Word/4-6 Years/End UserTechnical - Office Equipment/Fax/Copier/4-6 Years/End UserJob DutiesMonitors patient and/or referral work queues to determine encounters that require pre-registration, verification, authorization, 

or corrections to ensure proper billing. Pre-registers patient cases by entering complete and accurate information in the hospital billing system prior to patient's arrival. Identifies and verifies all essential information pertaining to intake, 

guarantor, subscriber, insurance verification/eligibility, and precertification on complex and specialized patient accounts. Revises information in computer systems as neededCoordinate with financial counselor, clinic, and patient or other 

appropriate party to identify special billing and additional information needed to secure accurate billing and/or patient financial responsibility Verifies insurance coverage and eligibility for all applicable scheduled services specific to the type of 

appointment, procedure and/or exam, and site of service. Evaluates physician referral and authorization requirements and takes appropriate steps to ensure requirements are met prior to date of procedure. 8Ensures all appointments and/or 

procedures are scheduled with proper patient class and clinical indicators and coding nomenclature. Reviews and verifies insurance information by utilizing various methods to verify eligibility, gather a full benefit profile, authorization 

requirements, and any other specific information needed in accordance to the verification guidelines.Coordinates with patient, referring physician's office and/or referring location, scheduled service area, financial counselors, case manager, and 

others as appropriate to obtain additional information or provide information on patients financial status. Coordinates as needed with other departments/ancillary areas for special needs or resources. Counsels clinical partners and/or patients 

to advice of benefits information when "out of network" situations become apparent or other potential payor technicalities arise. Reviews clinical documentation for CPT/diagnosis code information to support authorization / precertification 

according to payer guidelines.Accurately monitors, reviews, data enters and processes authorizations and validate that the requests are accurate, within the required timeline, and in compliance with the applicable insurance guidelinesEnsures 

that patient is aware of financial obligations, cost of care, access to financial education material, and appropriate financial acknowledgement documents are prepared and/or signed. Documents pertinent information and efforts in computer 

system based upon department documentation standards. Maintains department productivity standards.Protects the privacy and security of patient health information to ensure that confidentiality is maintainedPre-registers patient cases by 

entering complete and accurate information in the hospital billing system prior to patient's arrival. Identifies and verifies all essential information pertaining to intake, guarantor, subscriber, insurance verification/eligibility, and precertification 

on all applicable patient accounts. Revises information in computer systems as needed. Revising information as needed. Documenting pertinent information and efforts in the computer system with a 95% accuracy rate. Confirms accuracy of 

scheduled procedure/s, re-verifies emergency room, observation, surgical observation and day surgery patients when converted to inpatient status and validates that authorization codes match the service delivered including following best 

practice to obtained revised authorization for codes that are changed and have been communicated timely through proper channels. Recommends creation of new policies/SOPs and updates to existing policies/SOPs. Assist in the development 

and implementation of new and revised policies/SOPs. Makes recommendations for changes in procedure to increase productivity and accuracy.Performs and monitors special projects in order to meet turnaround times, production standards, 

and project deadlinesProvides support to junior level Insurance Specialists Contributes to the development of the onboarding and training program for Insurance SpecialistServices as the first line of escalation in the event of a patient service 

failure Functions as a "superuser" for new software applications or upgrades in existing applications and assists in training of assigned team member.Demonstrates ongoing competency skills including above level problem solving skills and 

decision- making abilities.Maintains strictest confidentiality in accordance to policies and HIPAA guidelines. Promotes team engagement Fosters in building a cooperative, supportive, productive, and efficient team that while serving as a 

mentor.Cultivates a shared vision for the department that is consistent with the UTSW vision and strategic initiatives. Upholds the departmental leadership, expectations, customer services, professionalism, standards, processes, and other 

departmental strategies. Duties performed may include one or more of the following core functions: (a) directly interacting with or caring for patients; (b) directly interacting with or caring for human-subjects research participants; (c) Regularly 

maintaining modifying, releasing or similarly affecting patient records (including patient financial records); or (d) regularly maintaining, modifying releasing, or similarly affecting human-subjects research records. Performs other related duties 

and projects as assigned. This job description should not be considered an exhaustive listing of all duties and responsibilities performed in this position. Our practice encourages all employees to develop personal and professional goals for 

INTEGRATED BEHAVIORAL HEALTH CLINICIAN 2305 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F4A

Prof Med Services-Soc Work 

Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryProvides a range of psychological 

assessment, diagnostic, therapeutic, and/or case management services for individuals, couples, groups, and/or families, as appropriate to the specific expectations of the position in the primary care setting. Experience and EducationMaster's 

or Doctoral degree in marriage and family therapy, counseling, social work, or psychology from an accredited training program, with one of the following license types:Licensed Clinical Social Worker (LCSW)Licensed Psychologist (LP)Licensed 

Marriage and Family Therapy (LMFT) or Licensed Marriage and Family Therapist-Associates (LMFT-A)Licensed Professional Counselor (LPC)Job DutiesProvides counseling, therapy, and/or psychotherapy to patients in an outpatient clinical 

setting. Provides independent evaluation, diagnostic clarity, and psychotherapy treatment for complex and time sensitive patient management and develops, where indicated, relapse prevention plans.Work closely with the clinical leadership 

team to identify, develop, and implement workflow and programs that enhance utilization of clinical services and patient centered care. Collaborate with medical providers in real time to assist patients with psychosocial issues. This is done as 

a "warm hand off" during hours of clinical operations. Triages both scheduled and immediate referrals from the medical teams, treating some with brief treatment/intervention and referring others to more appropriate resources. Consult or 

provide guidance to the patient medical providers about which patients are better served at the clinic setting and which should be referred for specialty services. Initiates follow-up to ascertain how patients are doing and to determine if any 

changes in treatment approaches are indicated.Provides and/or arranges for therapeutic interventions as appropriate for patients in a crisis condition and for those with serious disturbance problems.Establish rapport, rapidly develop, and 

maintain effective working relationships with diverse individuals, including healthcare providers, family members, and patientsPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires good general health and stress coping 

ability. Work requires full mobility and ability to participate in vigorous activity. Work requires ability to speak and hear, to allow discussions with physicians, patients, and other members of the healthcare team. Possess near vision for 

accurate reading of computer screens and recording on patient charts. Must be able to walk reasonable distances to cover multiple nursing units.Working ConditionsWork is performed primarily in a clinical setting.Any qualifications to be 

considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, 

sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

INTEGRATION DEVELOPER 9442 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryPosition will be responsible for gathering 

requirements, designing, developing, and implementing solutions to provide integration between various applications with the objective of creating or improving the efficiency. Responsible for the process, life cycle and creation of the software 

and information systems.Experience and EducationBachelor's degree in business administration, computer science, or other related field (or equivalent work experience). Overall experience of five (5) years in information systems and business 

systems analysis, including at least two (2) years with middleware or integration platforms/tools. Dell Boomi Developer Certification preferred, but required within six (6) months of hire.Job DutiesProvides functional and technical 

development, and on-going support, of Boomi/other middleware product(s) for Integrations and Data Flow.Create clear, concise functional and technical requirements/specifications, build and test plan documentation and applicable test 

scripts. Develop, deploy, and manage integrations, interfaces, hyper finds, and reports.Analyze business systems and procedures to produce complete end-to-end solution designs.Recommend new changes and design elements to the 

integrations to improve performance and reliability.Communicate regularly with all levels of the organization to ensure constant communication and delivery of user and business needs.Ensure execution excellence solution lifecycles using 

formal tools and best practices for organizing work assignments, ensure testing validations, establishing deadlines, and monitoring progress.Provide after-hours and on-call support to all high level, escalated Service Desk issues.Maintain status 

of existing integrations by monitoring errors, performing root cause analysis, and implementing fixes or precautionary enhancements.Create and maintain technical documentation on projects, integrations, system, and data flow.Performs 

other duties as assigned.Knowledge, Skills & AbilitiesDell Boomi and knowledge and other integration packages.Work requires accuracy and exercise of knowledge and considerable judgement.Comfortable self-directing and prioritizing your 

own work.Excellent written and verbal communication skills.Working ConditionsWork is performed in a hybrid working environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice 

President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

INTERACTIVE DEVELOPER 9412 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree, 

or equivalent, with a concentration in computer science or web development preferred.  Three (3) years experience developing interactive websites and applications, including formal training in web development.  Requires strong skills in 

HTML, CSS, and Javascript, as well as experience in programming for the web (PHP, Ruby, and Python). Strong experience working with databases like MySQL, MS SQL Server, and Oracle.  Openness to learning new technologies a must.      Job 

Duties  Configure innovative front-end interfaces and functionality for new and current websites, micro sites, online promotions, ad banners, interactive applications and other online interfaces.      Ensure all work output incorporates 

stakeholder requirements, employs best practices in UI, navigation, usability, and works in multiple browser platforms (including Internet Explorer, Firefox, Safari, etc. for both PC and Mac).     Collaborate closely with web producers, 

developers, marketing managers and the creative and editorial teams on implementing static and interactive designs and web functionality.      Assist with information architecture development.        Support and expand upon institutional 

branding efforts, as well as business, market and user requirements.       Stay abreast of current trends in Web design, usability and information architecture.       Performs other duties as assigned.          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INTERACTIVE DEVELOPER SR 9413 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree, 

or equivalent, with a concentration in computer science or web development preferred.  Five plus years experience developing more complex interactive websites and applications, including formal training in web development.  Requires strong 

skills in HTML, CSS, and Javascript, and well as experience in programming for the web (PHP, Ruby, Python). Strong experience working with databases like MySQL, MS SQL Server, and Oracle.  Senior experience developing mobile and tablet 

applications for Android platforms, Apple devices, and other emerging media.    Openness to learning new technologies a must.      Job Duties  Performs senior level responsibilities such as performance tuning and testing, website/application 

security testing and applying industry best practices for enterprise web development.      Configure innovative front-end interfaces and functionality for new and current websites, micro sites, online promotions, ad banners, interactive 

applications and other online interfaces.      Ensure all work output incorporates stakeholder requirements, employs best practices in UI, navigation, usability, and works in multiple browser platforms (including Internet Explorer, Firefox, Safari, 

etc. for both PC and Mac).     Collaborate closely with web producers, developers, marketing managers and the creative and editorial teams on implementing static and interactive designs and web functionality.      Assists with information 

architecture development.        Supports and expands upon institutional branding efforts, as well as business, market and user requirements.       Stay abreast of current trends in Web design, usability and information architecture.       May 

provide work direction for Interactive Web Developers.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.



INTERN - UNIV HOSP U6047 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 8B9 Student Intern NURS HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  A graduate degree 

from a program which is accredited by the Commission on Accreditation of Healthcare Management Education (CAHME); an MBA with a concentration in healthcare administration. Job Duties  1.The intern will work on projects as identified by 

the UTSW Hospital staff.  Projects may vary depending on opportunities that exist at the University Hospital, and will be tailored to the institutions needs and the intern's strengths. The intern will use their knowledge and experience in the 

field of study and assist and work with multidisciplinary teams.  

  Examples of potential projects include:

*Administrative Fellowship Program Design (Design Program Application as well as Web page)

*Lean Six Sigma Project

*Hospital Operations

*Operations Checklists Weekly Completion

*Evening/Weekend Projects

*CUH Fit Up

*Shadow House Supervisor

*Shadow Bed Control

*Shadow Nurse Manager / Charge Nurse

*Shadow Housekeeper

*Shadow Lab / Imaging / Pharmacy Tech2. Observes hospital management and administration to gain perspective on the day to day challenges and decisions faced by an academic and not-for-profit hospitals.3.  Participates in operational 

rotations and a diverse set of assignments.4. Interacts with various types of leadership.  Builds strong relationships with mentors and senior level executives.5.  Works both independently and/or as a member of multidisciplinary team.6.  

Attends management meetings, and various committees throughout the Health System.7.  May participate in fundamental projects that support ongoing department initiatives.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INTERNAL AUDITOR I 9137 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3C4 Prof Accounting-Rev Analyst PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Accounting, or equivalent, is required; one (1) year of professional experience is preferred. Completion of the Certified Internal Auditor, Certified Public Accountant or Certified Information Systems Auditor preferred within a 2 year period from 

hire. Job Duties  1.  Conducts less complex audits or parts of larger audits involving accounting, financial, and operational activities in accordance with appropriate accrediting standards and prescribed departmental policies.2.  Evaluates 

effectiveness of management controls surrounding activities under audit and their compliance with all applicable university policies and procedures.3.  Provides input for, and assists in, drafting of audit reports, including development of audit 

findings and recommendations for specific remedial actions.4.  Prepares work papers to support work performed, findings, and recommendations included in audit reports.5.  Assists or conducts investigations of alleged theft, misuse of funds, 

or other defalcations to determine their cause, extent of loss, and means of prevention.6.  Maintains effective working relationships with audit personnel to achieve objectives of auditing assignments.Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INTERNAL AUDITOR II 9136 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3C4 Prof Accounting-Rev Analyst PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

accounting, business administration, information systems or related area and 2-4 years of professional experience, preferably in an public auditing or consulting environment. Certified Internal Auditor, Certified Public Accountant or Certified 

Information Systems Auditor is preferred. Job Duties  Conducts less complex audits or parts of larger audits involving accounting, financial, and operational activities in accordance with appropriate accrediting standards and prescribed 

departmental policies.     Evaluates effectiveness of management controls surrounding activities under audit and their compliance with all applicable University policies and procedures.      Provides input for, and assists in, drafting of audit 

reports, development of audit findings and recommendations for specific remedial actions.      Prepares work papers to support work performed, findings, and recommendations included in audit reports.       Assists in investigations of alleged 

theft, misuse of funds, or other defalcations to determine their cause, extent of loss, and means of prevention.      Maintains effective working relationships with audit personnel to achieve objectives of auditing assignments.       Remain abreast 

of current developments in auditing.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

INTERNAL AUDITOR SR 9134 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3K1 Regulatory Compliance Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

accounting, business administration, information systems or related area; Master's degree or professional certification is preferred as a Certified Internal Auditor (CIA), Certified Public Accountant (CPA) or Certified Information Systems Auditor 

(CISA). Five (5) or more years professional experience to include at least two (2) years audit experience is required, preferably with some public accounting or consulting experience. Healthcare or higher education industry experience is highly 

desirable. Job Duties  1.Conducts audits of assigned departmental, financial, compliance, and operational activities in accordance with Institute of Internal Auditor (IIA), UT System, and departmental standards.2.Evaluates effectiveness of 

management controls and determines compliance with all applicable regulations and University policies and procedures.3.Develops and reviews audit programs and reports, including audit findings and recommendations for specific 

action.4.Provides working supervision to assigned auditors, including performance evaluations at completion of each audit.5.Prepares and reviews work papers as basis for supporting work performed, conclusions drawn, and findings and 

recommendations included in audit report.6.Remains abreast of current developments in auditing.7.Conducts or assists in investigation of alleged theft, misuse of funds, or other defalcations, determines cause, extent of loss, and means of 

prevention.8.Maintains effective working relationships with audit personnel to achieve objectives of auditing assignments.9.Assists in performing special reviews and analyses.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INTERNAL COMMUNICATIONS SPECIALIST 8560 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  A Bachelor's degree 

in public relations, corporate communications, journalism or a related field.  Minimum 5 years of experience in a communications-related field.   Experience in health care, public relations or PR agencies a plus. Job Duties  1.  Plans and executes 

the delivery of internal communications using a variety of vehicles including the Intranet, email, employee publications, digital signage, etc.2.  Responds to requests from UTSW staff and faculty to disseminate information and provides advice 

on the best methods for distributing the information.  Also edits material submitted by departments.3.  Manages the internal communications editorial calendar.4.  Ensures the coordination of articles, notifications and updates among all 

appropriate internal communications vehicles.5.  Serves as a subject matter expert within the department on assigned administrative areas.6.  Responds to questions from employees that come in regarding information contained in 

communications vehicles and triages those questions to the appropriate experts.7.  Counsels assigned department representatives on communications options.8.  Gathers information on specific topics to be incorporated in internal 

publications.9.  Works collaboratively with colleagues in marketing, external communications and web services.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

INTERNAL COMMUNICATIONS SPECIALIST SR 8599 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H9B

Prof Services-Comm & 

Mkting Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  A Bachelor's degree 

in public relations, corporate communications, journalism or a related field.  Minimum 7 years of experience in communications, public relations or marketing. Experience in health care is a plus. Job Duties  1.  Plans and executes internal 

communications by researching, writing and editing articles and announcements for a variety of online and printed vehicles.2.  Interacts with managers and staff throughout UTSW, recommending communications strategies for information 

they want to convey.3.  Coordinates with supervisor and members of the communications department for consistency of messaging and timely distribution of materials.4.  Finds and develops stories on specific topics and writes articles for 

internal publications.5.  Advises on strategies to promote employees' understanding of key information including the UTSW mission and strategic priorities.6.  Serves as a subject matter expert within the department on assigned 

administrative areas and institutional initiatives.7.  Counsels assigned departments on how to improve employee communications and engagement.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

INTERVIEWER 8984 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5D Technicians-Interviewer ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent and one (1) year clerical experience in direct patient care services delivery system or health and human services organization or government agency.    Job Duties  Screens patients using effective oral 

communications to determine patient's eligibility for research study; follows specific written criteria developed as part of research study design to elicit and obtain medical history.     Conducts face-to-face interviews with patients through use 

of study questionnaire which is completed as patient is interviewed.Conducts follow-up telephone or video conference interviews of patients who have been enrolled in study; completes study questionnaire while talking to study 

subject.Conducts tracking procedures (defined by study) to recontact respondents at specific time intervals (defined by study) for additional interviews; maintains systematic written logs, which include days and times of attempted contact.     

Conducts more intensive traking procedures for patients unavailable by telephone; mails letters to respondents and maintains accurate, written records of attempted contacts by mail; may visit respondent's homes to conduct face-to-face 

interviews if necessary.May perform one or more of the following clinical or research assistance duties, such as taking, recording, and reporting vital signs using medical diagnostic equipment; performing occasional venipuncture, measuring 

height and weight; performing electrocardiograms and similar tests; procure, process, and ship laboratory samples, such as blood or other body fluids; managing data for clinical trials.May provide coaching or motivation in mid- and long-term 

trials requiring regular or ongoing active participation or behaviors on the part of the patient.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

INTRANET COMMUNICATIONS SPECIALIST 8598 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H9

Prof Services-Comm & 

Mkting Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors degree in 

related field and at least four years experience in public relations, with at least two years in employee communications and two years working with web responsibilities, either internet or intranet.Writing and editing experience required. Job 

Duties  Update the employee-facing strategy for the intranet.Develop and put in place a content strategy plan, using widespread input from internal sources.Performing a variety of editorial duties, such as strategizing on intranet story ideas 

focused on institution priorities.Write key stories, and research, organize, and revise content of written materials from other writers, departments, or associates.Support development and implementation of governance structure for 

intranet.Working with the Web Services and other content publishers, ensure the integrity of the information on web pages.Analyze site information, including usage trends and statistics and recommending aligned improvements.Develop 

online solutions that are industry leading (based on current and future internal technological capabilities) to achieve communication objectives.Manage a broad range of internal communications projects with particular focus on digital tools to 

engage the employee population.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INVENTORY ANALYST U4127 Y T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5H11

Aux Supp Svcs-Supp Chain 

Svcs ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

preferred.  A combination of equivalent education and experience will be considered.

Must be able to speak and read English, follow oral and written directions and understand basic math skills. Minimum of three (3) years related experience is required.  Experience in a warehouse or distribution environment is preferred. Job 

Duties  1.      Responsible for all aspects related to the analysis and recommendations for inventory stored within the MMB and par locations to include its maintenance, accuracy of stock levels and reconciliation processes.2. Responsible for 

the coordination, oversight, and monitoring of all transactions entered into PeopleSoft that affect the on-hand balances of items maintained in the MMB and PAR locations to ensure accuracy of the inventory asset. Ensure that consistent 

processes are in place and followed by all staff that all transactions are properly documented and entered into PeopleSoft for control, accountability and audit purposes.3. Communicates and coordinates inventory additions, changes and/or 

deletions with appropriate MMB staff.  Responsible for the review and recommendation on stock levels, re-order points and related activity for inventory located in all stocking and replenishment locations. All reports related to inventory 

activity will be created and presented as scheduled and/or requested.4. Coordinate with MMB Operations Manager and/or Materials Supervisor, Lead Material Tech(s) and appropriate nursing staff on recalls, stockouts, returns, additions, 

deletions, and item changes within the MMB and/or par location inventory. Responsible for identifying and taking the necessary actions on duplicate, slow moving, and/or obsolete stock items.5.   Review product movement, stock outages and 

coordinate with the user departments on appropriate actions being taken to resolve any issues. Provides timely and expedited assistance as needed in fulfilling MMB and/or par locations stock and demand requisitions.6. Modifies existing par 

locations set-ups in coordination with the Lead Materials Tech(s) and enters the changes into PeopleSoft SCM in response to customer requests, changing product usage, and standardization goals. Creates, monitors, and adjusts new par 

locations, set-ups within PeopleSoft SCM.7.  Monitors inventory accuracy and performs accurate, appropriate and timely data entry of daily transactions and approved adjustments to all perpetual inventory locations under the direct 

responsibility of Materials Management.8. Assist Operations Manager/Supervisor in coordinating, conducting, and reconciling activities associated with cycle counts, quarterly and/or annual physical inventory processes and reconciliation of 

recorded balances.9. Provide primary and supplemental PeopleSoft par replenishment training in coordination with the Operations Manager/Supervisor and Lead Materials Tech(s).  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

INVENTORY CONTROL COORDINATOR U4523 Y T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5H2A

Aux Supp Svcs-Materials 

Coord ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent required.  Experience in warehouse or distribution environment preferred. Job Duties  1. Responsible for storing, securing, and assigning operating inventories, equipment, and supplies.2. Responsible for accurate and timely 

recording of receipts, issues, and returns of inventory.3. Responsible for inspecting product upon receipt in compliance with established departmental receiving policies.4. Conducts periodic counts of inventory.  Investigates discrepancies. 

Adjusts inventory records as needed.5.   Promptly and regularly communicates receiving issues such as vendor misshipments, shortages, and defective or damaged product to Purchasing Agent.6. Promotes and maintains professional working 

relationship with vendors and delivery personnel.7.  Assists stockroom clerk as needed in marshalling pulls, delivering floor stocks, and replenishing retail inventory.  **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

IR MANAGER CLINICAL SPECIALIST 9885 Y 28 $119,367.00 $164,130.00 $208,892.00 $9,947.25 $13,677.50 $17,407.67 $459.10 $631.27 $803.43 $57.39 $78.91 $100.43 E 1C Managerial TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationTwo (2) years in 

supervisory or managerial role required.Pharmacy degree from ACPE accredited school, current licensure by State Board of Pharmacy, and eight (8) years of experience in clinical systems and/or project management, required. Experience in 

clinical setting preferred. Or Physician assistant graduate from an ARC-PA accredited school, current licensure by the State of Texas, and eight (8) years of experience in clinical systems and/or project management, required. Experience in a 

clinical setting preferred.OrNurse Practitioner with Master's degree in Nursing (MSN). Must have current licensure as a Registered Nurse through the National Council Licensure Examination - Registered Nurses (NCLEX-RN). Must be 

credentialed through the American Academy of Nurse Practitioners or American Nurses Credentialing Center. Eight (8) years of experience in clinical systems and/or project management, required. Experience in a clinical setting 

preferred.OrPACS Administrator (Must have knowledge and training of Imaging Informatics, Solutions Engineer, Clinical Analyst, Application Analyst or System Engineer). Preferred but not required a PACS certification (Certified PACS Associate- 

CPAS, Certified DICOM Integration Professional- CDIP, Certified PACS Systems Analyst- CPSA)Job DutiesManages Information Resources section, such as Network Services, Software Systems Programming, Computer Training, etc. following 

university policies and procedures and using effective management, communication, and customer service skills to develop and ensure effective program.Develops, revises, recommends, and interprets policies and procedures for section to 

ensure all applicable laws and governmental guidelines are followed and that employees are treated in equitable manner.Coordinates various projects and programs for section ensuring all tasks are completed by established deadlines and to 

ensure that quality customer service is provided for faculty and staff.Coordinates staff performance with the monitoring of PACS activities and resources, diagnoses system hardware and software problems, perform monitor calibrations, 

validates computer workstations, resolves problems according to established policies and procedures as required by assigned team. Reviews, develops, recommends, and implements activities, programs or functions as assigned. Maintains and 

tracks accounts assigned to projects or programs. Develops and maintains project plans. Provides project status reports.Assists clinical departments and HSIR team with a process improvement/quality improvement project committee to 

develop solutions to identified issues. Chairperson, co-chair, or subject matter expert on two or more quality council (e.g. P&T or subcommittee, CQT, OQT, EQT, MS) or on a hospital based committee/task force or ambulatory governance 

committee and attend at least 85% of the meetings. Assists campus departments in assessing technical requirements that meet needs of their operation. Participates in RFP process.Supervises a group of professional and/or administrative 

support employees.Assists campus departments in assessing technical requirements that meet needs of their operation.Completes work specific to assigned section using appropriate technologies and communication skills.Supervises group of 

professional and/or administrative support employees.Performs other duties as assigned.**Other Duties: Performs other duties as assigned. Working ConditionsWork is performed mostly indoors in private office.Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual 

orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

IRRIGATION TECHNICIAN 5427 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 6E

Maintenance/Craft-SemiSkill 

Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under minimal supervision to 

provide and supervise journeyman level skills in performance of work on irrigation systems. Responsible for directing work of crew while personally performing work as member of crew in the following areas: Irrigation and Grounds.Experience 

and EducationHigh school graduation or GED and four (4) years in installation and maintenance of irrigation systems. Must have Texas Landscape Irrigator's License.Job Duties1. Installs irrigation systems. Performs inspections and maintenance 

on existing systems including monitoring sprinkler heads for appropriate height, alignment and timing sequences.2. Makes necessary repairs to system.3. Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires 

proficiency in all phases of work performed.Working ConditionsWork is performed primarily in outside area. Working conditions involve more than average exposure to one or more disagreeable elements, such as heat, cold, and/or wet 

conditions.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

IT INTERNAL AUDITOR 9133 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3C4 Prof Accounting-Rev Analyst PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

accounting, business administration, information systems or related area; Master's degree or professional certification as a Certified Information Systems Auditor (CISA) is preferred. Two (2) years IT audit experience. Healthcare or higher 

education industry experience is highly desirable. Job Duties  1.Performs IT audits including data center reviews, application reviews, technical reviews, data security and user access reviews, new system implementations and upgrades, follow-

up reviews, and special projects as assigned.  Develops complex audit software to provide Computer Assisted Audit Techniques (CAATs) to the IT and operational audit staff for data analytics.2.Prepares audit work papers to ensure findings and 

recommendations are adequately documented and audit work is performed according to appropriate auditing standards and prescribed Internal Audit departmental policies.  Prepares IT audit reports based on findings with particular regard to 

achieving understandability of technical IT audit issues and recommendations by all levels of management and the Board.3.Conducts and/or participates in meetings with clients and university administration to discuss IT audits and 

recommendations regarding the usage and applicability of current and future technology.4.Establishes and maintains good working relations with clients and department personnel.5.Conducts investigations of suspected theft or defalcations 

and performs special reviews or analyses as requested by management and/or audit management.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

IT INTERNAL AUDITOR SR 9132 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3K1 Regulatory Compliance Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

accounting, business administration, information systems or related area; Master's degree or professional certification as a Certified Information Systems Auditor (CISA) is preferred. Five (5) years IT audit experience. Healthcare or higher 

education industry experience is highly desirable. Job Duties  1.Performs IT and integrated internal audits, follow-up reviews and IT consulting engagements relative to new system implementations and IT process improvements. Reviews IT 

operations of the company against IT generally accepted IT control frameworks and determine the adequacy of internal controls and compliance with company policies and procedures.2.Prepares and reviews audit  programs and work papers 

to ensure findings and recommendations are adequately documented and audit work is performed according to appropriate auditing standards and prescribed Internal Audit departmental policies.3.Develops and reviews IT audit reports or 

memorandum to support audit conclusions and provide summary of consulting engagements with particular regard to achieving understandability of technical IT audit issues and recommendations by all levels of management and the 

board.4.Performs data analytics as part of internal audits, investigations, continuous monitoring or upon special requests.5.Conducts and/or participates in meetings with clients, UTSW administration and department personnel to discuss 

audits, consulting engagements, system implementations or other matters. Establishes and maintains effective working relations with clients and department personnel.6.Assists audit management in the development of the IT Audit risk 

assessment and IT audit plan and serves as technical subject matter expert to assist audit management in providing technical guidance to audit team and business management.7.Provides working supervision to assigned auditors, including 

performance evaluations at completion of each audit.8.Conducts investigations of suspected theft or defalcations and performs special reviews or analyses as requested by management and/or Director.  **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

IVR SPECIALIST 9351 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D3 Prof Svcs-IR InfraServices TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Computer Science, Business Administration, basic sciences, or computer related field and three (3) years of experience working with and maintaining large database environments, including experience with MS SQL database manipulation 

required.  At least five (5) years of experience working in a customer service environment required.  Must have some knowledge of the Genesys CTI platform.  Genesys/Nuance certification and experience supporting a Genesys environment 

within an IT or Contact Center application preferred. Job Duties  Responsible for the planning, development, modifications, and support of the computer-telephone and Interactive Voice Response (IVR) systems to meet the needs of the clients 

at UT Southwestern Medical Center.1.Designs, implements, and evaluates existing or new database applications and recommends improvements.2.Work closely with internal call centers and members to support issues related to Genesys Call 

Routing and IVR.3.Test the system internally for ability to deal with a variety of scenarios.4.Analysis of issues and trends to identify gaps (technical defects, processes, documentation and etc.).5.Periodically review the IVR system to determine 

whether needs have changed and whether further enhancements are necessary.6.Support issues related to Call Routing and IVR.7.Participate in on-call rotation to provide support on a 24x7 basis.8.Lead Root Cause Analysis through 

engagement with internal and external stakeholders with focus on learning and continuous improvement.9.Lead and participate in change management when necessary.10.Monitor and create proactive notification within Genesys and Nuance 

application systems.11.Work with project leaders and advise on efficient usage of database files.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.



JOINT CARE PROGRAM COORDINATOR U5374 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3A25 Specialized Nurse-RN Coord Jr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SUMMARYThe Joint Care Program Coordinator is 

responsible for the management of total joint participants from the pre-operative education and course of treatment through the discharge and the post-operative process. The Coordinator will use a multidisciplinary approach to design, 

organize, and deliver a comprehensive program that will engage community, patients, family and the health care team. The Coordinator will act in a clinical role and help to assure quality, competency, and compassionate care. The Coordinator 

will collaborate with all members of the health care team as it relates to the entirety of the joint care program.Graduate of an accredited Nursing program, BSN required. Current Texas (or BNE Compact State) license. Must be able to read, 

write and communicate in English.A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Minimum three (3) years' experience in orthopedic nursing required. 

ESSENTIAL FUNCTIONSJob Duties:Will assist with ensuring the joint care program is in compliance with all regulatory, state and federal guidelines/requirements and facilitate coordinating activities to meet the objectives of special certifications 

such as the Center of Excellence initiatives. Will assist with the development and administration of a comprehensive pre-operative education program for patients and their families undergoing total joint care and/or replacement. Will assist 

with the coordination of scheduling the required education sessions along with the surgery dates/times for total joint care patients.Will serve as a liaison between patients/family and health care providers including but not limited to pre-

admission, OR, inpatient stay and discharge destination. Will coordinate and administer any additional inpatient education, discharge planning and coordination/support for total joint care patients/family.Will answers patient questions and 

ensure the appropriate coordination of the patient activities are completed. Orders and schedules patient appointments with providers and ancillary services. Receives, responds to, and directs patient communication, including phone calls, 

emails, and other interactions. Gathers needed medical information such as records, slides, films, and ancillary tests to assist in the coordination of patient needs.Will assess, plan, coordinate and execute discharge plans to assure 

patient/family needs are met for timely and successful discharge.Actively assists department leadership in continuous process improvement which includes audits of patient care satisfaction, workflow and throughput, record review, staffing 

education, staff development and successful monitoring of patient reported outcome measures (PROMs) related to the joint care program. Assists with ensuring the joint care program is in compliance with all regulatory, state and federal 

guidelines/requirements.Collaborates with other organizational employees to create an environment that is conducive to retention of qualified personnel. Assists with staff meetings, special projects and the development, implementation and 

evaluation of performance improvement activities. Communicates data and solicits input from staff regarding performance and quality improvement i.e. Patient safety, infection control. Actively participates on hospital work groups.Duties 

performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing 

or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.KNOWLEDGE, SKILLS, & 

ABILITIESAbility to work with windows-based computer systems and necessary software applications.Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative 

alternatives and suggestions to workflow constraints. Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.WORKING CONDITIONSWork is performed primarily in a hospital or 

hospital clinic environment. Routine walking, climbing, lifting. Work may require sitting for long periods of time while staying fully alert; This position is security-sensitive and thereby subject to the provisions of Texas Education Code 

51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

KERATOREFRACTIVE TECHNICIAN 1760 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3B16 Prof Technologist-Vas Tech ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

accredited approved two-year (2) program for Ophthalmic Techs, one (1) year experience as Ophthalmic Tech, Assistant or equivalent, and/or certification as Ophthalmic Techs by Joint Commission of Allied Health Personnel in Ophthalmology; 

ORHigh School graduation or equivalent, and one (1) year experience as Ophthalmic Tech, Assistant or equivalent; AND

Certification in Keratome, VISX, Ladar, or Intralase required. Job Duties  Acquires complete patient history.  Acquires and records visual functions including acuity, color vision, color comparison, stereo acuity, retinoscopy and wavescan as 

indicated.      Participates with patient screening to determine if refractive error qualifies them as potential candidate for refractive surgery.       Consents patient, obtains appropriate paperwork, and provides pre- and post-operative 

instructions.  Prepares and escorts patients into surgery suite and into post-op examination room.      Enters patient data into Laser.  Performs site and parameter verification with surgeon.  Calibrates Laser or Intralase on each surgery day.      

Assists with intra-operative pachymetry.  Acts as surgery circulator during procedures.  Sets up sterile field with required instruments and medication.  Calibrates, and sets blade for microkeratome.     Cleans and autoclaves instruments after 

procedure.        Contributes to marketing meetings and provides necessary support data reports.       Maintains database of laser center patients and candidates.        Maintains all inventory and supplies, and orders in timely manner (including 

post-op packs for patients).  Trains and assists other ophthalmic staff as needed.      Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or 

caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting 

human-subjects research records.  Performs other related duties as required.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

KERATOREFRACTIVE TECHNICIAN SR 1767 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 5G11 Clin Supp Svcs-Micros/Laser ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAssociates degree in 

related field, Bachelor's degree preferred, and three (3) years of experience as a keratorefractive technician. Certification as a Certified Ophthalmic Tech (COA), Certified Ophthalmic Technician (COT), or Certified Ophthalmic Medical Technologist 

(COMT) by Joint Commission of Allied Health Personnel in Ophthalmology. Certification in Keratome, VISX, Ladar, or Intralase required. May consider additional related years of experience in lieu of education.Job DutiesAssists Refractive 

Practice Manager in setting priorities, tasks, and responsibilities.Serves as lead or may supervise other refractive technicians. Monitors work for accuracy. Mentors, trains, and coaches other laser center staff on refractive equipment and 

practices to achieve a high level of performance and standards of safety. Acquires complete patient history. Acquires and records visual functions including acuity, color vision, color comparison, stereo acuity, retinoscopy and wavescan as 

indicated. Participates with patient screening to determine if refractive error qualifies them as potential candidate for refractive surgery. Consents patient, obtains appropriate paperwork, and provides pre- and post-operative instructions. 

Prepares and escorts patients into surgery suite and into post-op examination room. Reviews LASIK procedures with patients and follows up with them. Enters patient data into Laser. Performs site and parameter verification with surgeon. 

Calibrates Laser or Intralase on each surgery day. Assists with intra-operative pachymetry. Acts as surgery circulator during procedures. Sets up sterile field with required instruments and medication. Calibrates, and sets blade for 

microkeratome. Cleans and autoclaves instruments after procedure. Contributes to marketing meetings and provides necessary support data reports. Maintains database of laser center patients and candidates. Maintains all inventory, 

supplies, and medications. Places orders in timely manner (including post-op packs for patients). Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly 

interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records. Performs other related duties as required. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of refractive error and corresponding laser corrective 

procedures. Sterilization techniques, eye physiology and anatomy.Work requires knowledge of refractive surgery.Work requires knowledge of presbyopia at different ages and distances.Work requires skill in acquiring complete and concise 

patient history.Work requires ability to interact with patients in compassionate and respectful manner.Work requires stamina to work 8 to 12 hour shifts. Work requires ability to deal with high levels of stress and frequent changes. Working 

ConditionsWork is performed in clinical area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LAB COORD 2035 N 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1D Supervisor RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

ensure efficient operations of lab. Experience and EducationBachelor degree in Biology, Chemistry, or related scientific field, and Two (2) years of relevant experience to include one (1) year experience with state/federal regulatory requirements, 

such as: Biosafety in Microbiological and Biomedical Laboratories (BMBL) guidelinesOne or more of the following Good Laboratory Practices (GLPs)/Good Clinical Practices (GCPs) / Good Manufacturing Practices(GMPs), Occupational Safety and 

Health Administration (OSHA) requirementsLocal requirements (chemical and biohazardous waste disposal, etc.)Some supervisory experience preferred. Work experience may be considered in lieu of education.Must meet education and 

experience certification and training guidelines for equipment and tests used and performed in particular laboratory, as required under federal regulations.Job DutiesCoordinates duties, schedules, project activities, equipment usage, operating 

time, research studies, billing, and space for group of people ensuring efficient operation of a research laboratory. Coordinates availability of technical assistance, appropriate chemicals, and special equipment to ensure timely preparation or 

completion of research projects. Oversight of all laboratory and office personnel, maintains personnel records, ensures completion of performance evaluations, and recruits and trains both clerical and technical support using managerial skills 

according to departmental and university guidelines.Ensures all personnel and laboratory compliance with regulatory requirements appropriate to the laboratory space.Oversight of all research orders and allocates all laboratory supplies, 

materials, and equipment; maintains adequate inventory to ensure efficient operation of projects. Manages Research Assets and information on warranties, service contracts, operating manuals, licenses and permits; oversees maintenance of 

laboratory equipment in order to ensure compliance with all regulations and safety standards. Manages the laboratory Business Continuity Plan. Troubleshoots problems and designs training according to government regulations. Laboratory 

liaison to the Department/Center administration.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to multi-task, be organized, efficient and detail oriented.Work requires ability to work with a team.Work 

requires excellent communication skills.Work requires ability to independently perform work of considerable complexity in order to achieve general results by interpretation of policy and using ingenuity, initiative, and good judgment, and/or 

precedents to work problems having broad implications.Work requires interpretation of policy and application of relevant procedures or practices. Working ConditionsWork is performed primarily in laboratory area. Working conditions involve 

moderate exposure to one or more disagreeable elements or hazardous equipment or materials.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status.

LAB INV COORD L4524 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5H2A

Aux Supp Svcs-Materials 

Coord ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent. Familiarity with data entry via computer workstation preferred. Previous experience performing related duties preferred. Strong attention to details required.Job DutiesMaintains adequate inventory levels, appropriate rotation of 

stock, and current dating for supplies. Responsible for defining, ordering, receiving, stocking, and tracking of supplies. Maintains temperature sensitive supplies upon receipt and distribution. Maintains storage areas designated for laboratory 

suppliesEnsure delivery of goods to specified lab department locations. Coordinates returns.Coordinates purchase order f or repairs, services, or other identified requests. Assists in the setup of standing orders for defined supplies. Assists with 

the requisitioning and product searches for special request items. Provides information related to materials in stock and unit prices.Assists in the development of inventory management in each laboratory section. Assists with the inventory 

recall process. Coordinates purchase order and receipt for Laboratory proficiency testing (CAP) for all laboratory sections.Coordinates laboratory specific supplies to clinic labs and lab reference clients.Demonstrates financial accountability 

through accurate documentation of workload, efficient use of time, and appropriate purchasing of regular and special items. Meets departmental standards for productivity, accuracy, and quality.Develops and maintains relationships with 

Vendors, Purchasing and Materials Management departments.Assist with laboratory departments in maintaining off-site storage of CLS materials (specimens and documents).Meets department standards for productivity, accuracy, and 

quality.Performs other duties as assigned. WORKING CONDITIONSMust be able to lift and carry 50 pounds. Consistent exposure to extreme variations in temperature. Position requires repetitive standing, walking, stooping, bending, reaching 

and lifting including the use of laddersAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-

sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LABORATORY HELPER 4495 08 $26,000.00 $32,500.00 $39,000.00 $2,166.67 $2,708.34 $3,250.00 $100.00 $125.00 $150.00 $12.50 $15.63 $18.75 N 3E9 Prof Research-Assistant RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Completion of the 

8th grade, no experience required.      Job Duties  Cleans and sterilizes laboratory equipment such as slides, pipettes, culture dishes, test tubes and other similar items.       Prepares more routine chemical solutions such as formalin, saline, 

alcohol, etc.       Makes up specimen sets for a variety of laboratory procedures in accordance with specific and detailed instructions.       Maintains laboratory supplies in neat and orderly condition.        Cleans, dusts, and mops, laboratory 

counters, floors, sinks, and related work areas.       Operates sterilizers, autoclaves, and other simple laboratory equipment.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LABORATORY INVENTORY COORDINATOR 4524 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5H2A

Aux Supp Svcs-Materials 

Coord ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent. Familiarity with data entry via computer workstation preferred. Previous experience performing related duties preferred. Strong attention to details required.Job Duties1.Maintains adequate inventory levels, rotation of stock, and 

current dating for laboratory supplies. Responsible for ordering, receiving, stocking and tracking of laboratory supplies. Maintains temperature sensitive supplies upon receipt and distribution. Temperatures can be room temperature, 

refrigerated or frozen. Maintenance includes walk-in coolers and chemical storage areas within the laboratory.2. Deliver goods to lab department locations; stocks common supply shelves. Provides information related to materials in stock and 

unit prices.3. Coordinates purchase order for Laboratory proficiency testing (CAP) for all laboratory departments. Initiates the creation of Purchase Orders for emergency repairs / service. Assists in setting up standing orders for lab specific 

supplies4. Assists in the development of inventory management in each laboratory department. Assists with the inventory recall process as required5. Coordinates laboratory specific supplies to clinic labs and lab reference clients.6. Meets 

departmental standards for productivity, accuracy, and quality.7. Assist with laboratory departments in maintaining off-site storage of CLS materials (specimens and documents).8. Demonstrates financial accountability through accurate 

documentation of workload and efficient use of reagents and supplies.9. Participation in continuing education programs.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

LABORATORY TECHNICAL ASSISTANT I 4482 09 $27,300.00 $34,100.00 $40,900.00 $2,275.00 $2,841.67 $3,408.33 $105.00 $131.16 $157.31 $13.13 $16.39 $19.66 N 3E9 Prof Research-Assistant RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent, and no experience required.     Job Duties  Prepares laboratory specimens.        Assembles and operates standard laboratory equipment.        Collects and records data which may involve arithmetic computations.       

Prepares standard reagents and culture media.        Examines experimentally infected laboratory animals to detect and record symptoms associated with variety of animal diseases.       Weighs, positions, and performs pre-operative shaving of 

animals.        Takes vital signs of animals.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

LABORATORY TECHNICAL ASSISTANT II 4481 10 $28,600.00 $35,800.00 $43,000.00 $2,383.33 $2,983.33 $3,583.33 $110.00 $137.69 $165.38 $13.75 $17.21 $20.67 N 3E9 Prof Research-Assistant RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent, and one year experience in laboratory work as Laboratory Technical Assistant I or equivalent.    Job Duties  Prepares laboratory specimens.        Assembles and operates standard laboratory equipment.        Collects 

and records data which may involve arithmetic computations.       Prepares standard reagents and culture media.        Examines experimentally infected laboratory animals to detect and record symptoms associated with variety of animal 

diseases.       Draws blood from animals by cardiac puncture.        Prepares animals for surgery or intravenous injection.        Prepares anesthesia agents and induces anesthesia in animals.        Performs other duties as assigned.          **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LANGUAGE DISPATCHER U2601 T12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 5H4 Aux Supp Services-Lang Int PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleLanguage Dispatcher- U2601SalarySalary Negotiable 

Experience and EducationHigh School diploma o equivalent required. 2 years associate college degree preferred.MINIMUM EXPERIENCE:1-2 years of job related experience in a healthcare setting strongly preferred.Job DutiesReceives requests 

via telephone, email, and/or through department pagers, for interpretation assistance, entering the requests into the Language Services dispatching tool and dispatching interpreters to the requests based on the urgency and location of the 

call.Responsible for maintaining complete and accurate data for each record entered though researching hospital systems (EPIC) or from the interpreter scheduling reports.Responsible for assisting with other minor duties as assigned such as 

assisting with Appointment Requests, and miscellaneous clerical requests from management.Responsible for supporting efficient department operations, facilitating a good flow of services and providing interpretation services in a timely 

manner by handling all of the incoming calls.Performs other duties as assigned.Knowledge, Skills & AbilitiesMust possess proficient computer skills - must have very good computer skills with knowledge of Microsoft Office Suite including Excel 

and ten - key is a plusMust possess fluency in reading, writing and speaking English; and the demonstrated use of good written and verbal communication skillsMust possess the ability to communicate with others in a clear, understandable 

and professional manner on the phone and in person; must exhibit and consistently use excellent customer service skillsMust possess the ability to interact with peers, executives, patient families and other vendors in a manner that represents 

UTSW in a positive mannerMust be able to demonstrate patient centered behaviors with a focus on dispatch quickly to calls for servicesMust have excellent interpersonal skills and demonstrated ability to serve patients, families, clinicians and 

physiciansMust possess the ability to maintain regular, reliable and punctual attendanceMust possess the ability to learn and apply new information, knowledge and experiences in a timely mannerMust possess the ability to be flexible and 

adaptable to changeMust possess the ability to work on multiple tasks and projectsWorking ConditionsWork is performed primarily at an office in a healthcare setting. Good general health and stress coping ability. Full mobility and ability to 

participate in vigorous activity as needed. Ability to speak and hear, to allow communication with patients, families, peers and external customers. Possess vision acuity for accurate utilization of equipment and accurate recording of sensitive 

and confidential information and records. Must be physically able to lift, support and move objects and light equipment. If history of back injury or problem is detected on employee physical, a physician release must be obtained in order to be 

eligible for employment.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and 

thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LANGUAGE INTER II U2608 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5H4 Aux Supp Services-Lang Int PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision of 

Manager Language Services Department.Experience and EducationFour (4) years of job-related experience in a health care setting preferred, to include two years of interpretation experience with use of medical terminology and excellent 

customer service skills. Two-year Associate's degree or equivalent experience required. Four-year college degree preferred. Must speak, read, and write English and target language fluently. Medical Interpreter National Certification by an NCCA 

accredited organization preferred. If not completed at the time of hire, the expectation is to achieve the Medical Interpretation National Certification within the first 18 months of employment.Job DutiesMust be able to accurately interpret 

medical and health care information/instructions from physicians, nurses, or other health care staff to patients/families; and accurately interpret questions and/or concerns from patients/families to physicians, nurses, or health care 

staff.Must be able to speak, read and write both English and a second language.Must be able to communicate effectively both verbally and in writing, with patients, families, and hospital staff.Translate consent forms, discharge orders, teaching 

protocols, and similar from English to target language (s).Assist in obtaining patients/families signature where appropriate.Provide information regarding health care related cultural issues/needs of limited English proficient patients/families to 

hospital staff to develop sensitivity.Must adhere to the Medical Interpreter Code of Ethics and Standards of Practice. Must be able to demonstrate patient centered behaviors with a focus on responding quickly to calls for services. Must have 

excellent interpersonal skills and demonstrated ability to serve patients, families, clinicians, and physicians.Assist with varying departmental activities and projects as requested.Document in EPIC all daily patient sessions, including University 

hospitals, hospital based and ambulatory clinics in an accurate and timely manner.Keep an accurate list of interpretation sessions and enter this information by the end of each using the RedCap application in Epic per Language Services 

Department standards of practice.Ability to meet physical and non-physical demands as outlined in the job description is an essential function of the job. Proactively search for ways to improve service.Performs other duties and special 

projects as assigned.Assumes the Team Lead role as needed to support Language Services departmental operations.Knowledge, Skills & AbilitiesWork requires the ability to translate accurately written materials between English and the target 

language(s).Work requires good general health and stress coping ability.Work requires the ability to speak and listen; retain information and interpret in the target language, to allow discussions with patients, families, peers, and external 

customers.Work requires the ability to work using a PC, or a tablet, for the accurate recording of patient sessions and data related to patient encounters. Ability to be mobile, walk long distances, and access shuttle services during a regular 

shift (8 hours). If history of injury or problem is detected on employee physical, a physician release must be obtained in order to be eligible for employment.Working ConditionsWork is performed primarily in a hospital or hospital clinic 

environment. Walking, standing, bending, turning, and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex,&iquest;sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, 

citizenship status, or veteran status.

LANGUAGE INTERPRETER U2606 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5H4 Aux Supp Services-Lang Int PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision of 

Manager Language Services Department.Experience and EducationTwo (2) years of job-related experience in a health care setting preferred, to include one (1) year of interpretation experience with use of medical terminology and excellent 

customer service skills. HS diploma required. Two-year Associate's degree or equivalent experience preferred. Must speak, read, and write English and target language fluently.Job DutiesMust be able to accurately interpret medical and health 

care information/instructions from physicians, nurses, or other health care staff to patients/families; and accurately interpret questions and/or concerns from patients/families to physicians, nurses, or health care staff.Must be able to speak, 

read and write both English and a second language.Must be able to communicate effectively both verbally and in writing, with patients, families, and hospital staff.Translate consent forms, discharge orders, teaching protocols, and similar from 

English to target language (s).Assist in obtaining patients/families signature where appropriate.Provide information regarding health care related cultural issues/needs of limited English proficient patients/families to hospital staff to develop 

sensitivity.Must adhere to the Medical Interpreter Code of Ethics and Standards of Practice. Must be able to demonstrate patient centered behaviors with a focus on responding quickly to calls for services. Must have excellent interpersonal 

skills and demonstrated ability to serve patients, families, clinicians, and physicians.Assist with varying departmental activities and projects as requested.Document in EPIC all daily patient sessions, including University hospitals, hospital based 

and ambulatory clinics in an accurate and timely manner.Keep an accurate list of interpretation sessions and enter this information by the end of each using the RedCap application in Epic per Language Services Department standards of 

practice.Ability to meet physical and non-physical demands as outlined in the job description is an essential function of the job. Proactively search for ways to improve service.Performs other duties and special projects as assigned.Knowledge, 

Skills & AbilitiesWork requires the ability to translate accurately written materials between English and the target language(s).Work requires good general health and stress coping ability.Work requires the ability to speak and listen; retain 

information and interpret in the target language, to allow discussions with patients, families, peers, and external customers.Work requires the ability to work using a PC, or a tablet, for the accurate recording of patient sessions and data 

related to patient encounters. Ability to be mobile, walk long distances, and access shuttle services during a regular shift (8 hours). If history of injury or problem is detected on employee physical, a physician release must be obtained to be 

eligible for employment.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning, and stooping. Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, 

sex,&iquest;sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

LANUDRY LINEN ATTENDANT U4015 T11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 7B Service-Housekeeping/Enviro SKILL HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent strongly preferred.  No experience required, will train. Job Duties  Maintains required records, reports and statistics as directed. Keeps log of completed work and disposition of unusable materials. Keeps records of linen 

distribution by department.  Keeps daily log of soiled linen pounds sent to laundry and cleans linen pounds received from laundry.    Receives and collects soiled linen.  Sorts laundry according to type, condition and weight, and records weight.       

Plans, organizes and coordinates functions and activities of linen department to supply clean, sanitary and quality linens to all departments ensuring quality patient care.  Checks floor linen supplies and lists linen usage by department.  Counts 

and stocks linens for distribution or places them in supply storage.  Reports linen supply shortages to supervisor.  Delivers linens to user departments according to preestablished par levels and schedules. Distributes emergency supplies as 

needed. Folds, sorts and stacks both large and small articles.  Examines articles for stains, tears, or other imperfections.  Takes supply requests and delivers them.      Assists in care and maintenance of department facilities, equip- ment and 

supplies.  Performs cleaning duties.  Establishes and maintains safety, environmental and infection control policies and procedures.  Keeps linen room neat and orderly.  Cleans delivery equipment and assists with other cleaning duties in 

laundry and linen department.  Assists with other Environmental Services deparment schedules and responsibilities as required.  Maintains established departmental policies and procedures, objec- tives, quality improvement program, 

environmental and infection control standards.  Completes and maintains job performance requirements and standards as established in Career Ladder Program. Maintains standards as required in Disciplinary Action Section of Career Ladder 

Program.  Participates in educational programs and in-service meetings.  Attends meetings as required.  Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.



LCSW ADV CARE COORDTN U9808 Y T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3A32 Specialized Nurse-SW PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleLCSW ADV - CARE COORDTN - U9808SalarySalary 

Negotiable Experience and EducationMinimum of two (2) years experience required. Experience in Emergency Department preferred.Graduate of an Institution certified by the Council of Social Work Education with a Masters in Social Work; 

LCSW preferred or LMSW actively pursuing LCSW.Current license is required by the Texas State Board of Social Work ExaminersJob Duties1. Performs social work assessment and crisis intervention for patients and family members presenting 

to the Emergency Department for care.  2. Anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with assessment to help develop appropriate plan of care for patient.  3. In collaboration with the 

psychiatrist on call, identifies psychiatric emergencies. Assesses the potential for self harm/suicidal ideation and coordinates voluntary and involuntary treatment/commitment procedures.   4. Works closely with the primary responder, the ED 

physician and nursing staff and consults with, legal authorities, military commanders, school districts and other community entities as assigned or required.   5. Assists Emergency Room staff in evaluation and stabilization of patients. 

Facilitates admission and transfer processes to appropriate facilities, as indicated.   6. Identifies psychosocial risk factors that may prevent a safe return to the community. These risk factors may include suspected abuse, neglect, trauma, 

interpersonal violence, behavioral health concerns, homelessness, and limited resources, etc.  7. Provides information and/or education to patient's and/or patient's families. Completes accurate and timely documentation of all education 

provided. Obtains feedback and evaluation of understanding from patient and/or family. Demonstrates effective communication with children, adolescents, adults and older adults.  8. Refers patients to out-patient programs and communities 

resources as indicated to assist the patient in meeting their health care needs and medication procurement. 9. Maintains timely documentation; consistently meets department and UH documentation standards.  10. Serves as patient and/or 

family advocate. Responds to patient's and/or patient's family's complaints and reports them to supervisor. Utilizes chain of command to resolve patient, operational, or personal work related problems.  11. Maintains HIPPA privacy of all 

patients. Accesses only medical records for patients that are assigned or that present to the ED and are screened for potential social work interventions.  12. Performs other duties as assigned. Acts as a resource for the department for 

complicated mental health processes as related to Order of Protective Custody (OPC) and Apprehension by Police Officer without Warrant (APOWW).KNOWLEDGE, SKILLS, & ABILITIESGood general health and stress coping ability. Full mobility 

and ability to participate in vigorous activity. Ability to speak and hear to allow discussions with physicians, patients and other members of the healthcare team. Possess near vision for accurate reading of computer screens and recording on 

patient charts. Must be able to walk reasonable distances to cover multiple nursing units.Proficient computer skills and knowledge; able to meet EHR clinical documentation and department communication standards. WORKING 

CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, 

religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

LEAD ADMINISTRATOR HOSPITAL U1831 Y T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 4A6A

Off-Admin Supp-Admin 

Coord ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Healthcare Administration, or directly related field.Five (5) years of experience in healthcare environment. Two (2) years of supervisory experience preferred.Job DutiesManages and maintains the Hospital Position 

Control Process. This includes, reviewing new position, changes to existing requests, daily position control reconciliation to ensure all departments remain within budget allocation. Mentor and train clinical leaders on their specific unit(s) 

position control process. Creating all new hospital position numbers in PeopleSoft. Serve as the Lead Administrator for the Hospital Administration department for all tasks related to PeopleSoft, which includes financial approval of requisitions 

as well as HCM transactions. Serve as the Manager of the Hospital Administration department as it relates to approval workflow in PeopleSoft. Serve as the person to contact regarding all things position related.Process check requests from 

the legal department for patient reimbursement.Provides professional support on special projects, which may include tasks such as: collection, organization, analysis of relevant data, preparation of time lines, writing reports, and capital 

project request processing. Develop and maintain the Executive on-call schedule in Qgenda. Develop quarterly travel and expense report for the C-Suite executives, which is submitted to the EVP Business Affairs.Prepares or directs preparation 

of charts, graphs, slides, and administrative reports and delivers special presentations to Executive Administration such as the Clinical Financial Affairs, VP OPS and Department Director presentations.Coordinates and maintain budget for 

activity, program, or project following appropriate accounting practices and procedures to ensure all work of activity or program is within budget; prepares and submits budget reports.May supervise clerical and administrative employees. 

Trains administrative employees; plans, directs, and apportions their work, provides input to their performance appraisals, and makes recommendations regarding personnel actions. Ensures appropriate coverage of the C-suite.Manage and 

monitor Kronos payroll for Administration, Finance, and Reimbursement departments.Coordinates leader(s)' daily calendar and schedule; triages phone calls from colleagues, patients, visitors, and vendors. Makes travel arrangements; plans 

meeting itineraries, etc. for leaders, outside visitors, and official guests. Completes all activities related to travel reports (compilation and submission for departmental leaders; approval and follow-up for all University Hospital personnel and 

some physicians). Provide administration support all leaders under the Chief Financial Officer, to include the Controller, Director or Reimbursement, Director, Home Health, and Manager Language ServicesIdentifies operational problems and 

provides suggested solutions. Reviews departmental policies, manuals, organizational charts, etc. periodically and provides input and suggestions to update and improve policies and procedures related to workflow and effectiveness. Examines 

correspondence, determines work priority, engages in obtaining and dispersing information as appropriate. Lots of revenue cycle mail coming to one central place so we can track and disseminate to appropriate individuals in timely manner. 

Manage and maintain all hospital contracts to ensure requested new contracts and renewals are submitted to the C-suite executives for approval. This provides for assurance that there is proper review and approval of contracts entered into 

for services and affiliations.Annual Attestation and other University required documentation coordination - The Annual Attestation, Audit requirements etc. are expected by UTSW to be completed by the Department Administrator. Fluent in 

PeopleSoft, Hyperion, Kronos, Qgenda, Concur, DocuSign, Power BI, and all Microsoft programs. Notarize documents as requested.Oversee the management of all of the hospital conference rooms.Performs other duties as 

assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires extensive experience with spreadsheet, word processing, and database software.Work requires strong written and verbal communication skills.Work requires ability to organize and 

prioritize work to meet deadlines.Work requires ability to use common office equipment such as computer, copier, fax, etc.Work requires personal and telephone contact with all levels of internal external personnel and organizations.Work 

may require sitting and standing for long periods of time.Work requires ability to read, write, analyze data and develop plans, procedures, and coordinate persons and other resources to accomplish goals.Work requires responsibility for 

reviewing, developing, recommending, and implementing policies and procedures relating to assigned activity, program, or function.Work requires responsibility for maintenance and tracking of accounts assigned to projects or programs.The 

following is the acronym, "PACT", and is fundamental to all non-clinical positions at UT Southwestern Medical Center:P-Problem Solving: Employees take ownership in solving problems effectively, efficiently, and to the satisfaction of 

customers, or managers. They show initiative in addressing areas of concern before they become problems.A-Ability, Attitude and Accountability: Employees exhibit ability to perform their job and conduct themselves in a professional and 

positive manner reflecting a professional environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who are our Customers? Anyone who requests our help, needs our 

work product, or receives our services. Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely delivery and communication. Sharing ideas with others helps 

expand our contribution to department goals.T-Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work product and customer service, and in maintaining a satisfying, 

caring environment for each other.WORKING CONDITIONSWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human 

LEAD ADVANCED PRACTICE PROVIDER 1757 Y 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 3A1 Adv Pract Provider-NP APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides administrative supervision of 

assigned Advanced Practice Providers (APPs) such as Physician Assistants (PAs) and/or Advanced Practice Registered Nurses (APRNs) in addition to maintaining clinical practice within their designated department or specialty area. Experience 

and EducationEDUCATIONMaster's degree or higher in nursing, documentation of completion of accredited Advanced Practice Education Program. Graduate education and related Texas Board of Nursing authorization must be consistent with 

clinical practice area and patient population. &shy;- OR - Graduate of a master's degree or higher Accreditation Review Commission on Education for the Physician, inc. (ARC-PA) accredited Physician Assistant 

programLICENSURE/CERTIFICATIONLicensure as Advanced Practice Registered Nurse by Texas State Board of Nursing. Authorization for prescriptive authority by the Texas Board of Nursing - OR- Certification by the National Commission of 

Certification of Physician Assistants (NCCPA) Certification required. Licensed by the Texas Physician Assistant Board, with registered supervisor and delegation to prescribe. Must hold and maintain current applicable life support certification(s) 

based on UT Southwestern guidelines for Advanced Practice Providers.EXPERIENCEMinimum of three years of experience in advanced practice provider role required, with demonstrated increasing responsibility.Prior leadership experience 

preferred.Job DutiesOversees and manages coverage schedules for both inpatient and outpatient Advanced Practice Provider (APP), as appropriate/ applicable. Generate APP specific data surrounding the performance and productivity of 

supervised staff. Reviews current deployment of APP staff, and identifies opportunities for future optimization. Conducts annual performance evaluations of assigned APP staff, in conjunction with division chief or medical director, faculty, and 

Office of Advanced Practice.Reviews safety events or issues related to APP clinical practice quality and safety for assigned team, and as designated by leadership. Reports observed APP events affecting access, productivity, and/or clinical 

practice. Discusses any identified barriers to providing optimal care. Supports collaborative correction or remediation, where appropriate.Contributes to the development, implementation, and evaluation of quality improvement initiatives 

pertaining to the APPs and within the assigned clinical program(s). Conducts regular team meetings with APP staff to identify barriers to patient care, and lead discussions to develop resolutions to such barriers. Reviews meeting results with 

advanced practice leadership, division chief, medical director, and/or faculty, as appropriate. Promotes APP participation in departmental and institutional continuing medical education opportunities.In the clinical setting, will provide 

diagnostic and therapeutic management of patients within their scope of practice, licensure, and privileges. Conducts and documents comprehensive initial and ongoing physical examinations based on age and diagnosis, including 

psychological status. Synthesizes data and utilizes evidence to develop, implement, and evaluate the patient plan of care, including ordering and interpreting laboratory, radiology, and other diagnostic studies/results.Demonstrates proficiency 

in technical/procedural skills, as appropriate and based on specialty and training.Provides relevant management, referrals, counseling, and education to patients, families, and caregivers related to current care and preventive health measures. 

Facilitates/participates in quality related initiatives and/or clinical research protocols through planned group processes, workshops, seminars, and staff meetings, to improve clinical and system practice performance. Collaborates in research 

projects and protocols, as appropriate; and routinely applies evidence based best practices to patient carePerforms other duties as assigned.Knowledge, Skills & AbilitiesAccuracy and ability to exercise considerable judgment.Ability to maintain 

current customer service, clinical, and technical skills.Ability to identify opportunities and provide suggestions for improvements in departmental policy, procedures, and protocols.Proficient use of EMR in the delivery of careWorking 

ConditionsWork is performed primarily in a clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of 

Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

LEAD ADVANCED PRACTICE PROVIDER 1757ER Y 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 3A1 Adv Pract Provider-NP APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationEDUCATION: Master's 

degree or higher in nursing, documentation of completion of accredited Advanced Practice Education Program. Graduate education and related Texas Board of Nursing authorization must be consistent with clinical practice area and patient 

population. &shy;- OR - Graduate of a master's degree or higher Accreditation Review Commission on Education for the Physician, inc. (ARC-PA) accredited Physician Assistant programLICENSURE/CERTIFICATION:Licensure as Advanced Practice 

Registered Nurse by Texas State Board of Nursing. Authorization for prescriptive authority by the Texas Board of Nursing - OR- Certification by the National Commission of Certification of Physician Assistants (NCCPA) Certification required. 

Licensed by the Texas Physician Assistant Board, with registered supervisor and delegation to prescribe. Must hold and maintain current applicable American Heart Association Life Support certification(s) based on UT Southwestern policy for 

Advanced Practice Providers.EXPERIENCE: Minimum of three years of experience in advanced practice provider role required, with demonstrated increasing responsibility.Prior leadership experience preferred.Job 

Duties_____________________________________________________________________________________________________Oversees and manages coverage schedules for both inpatient and outpatient Advanced Practice Provider (APP), as 

appropriate/ applicable. Generate APP specific data surrounding the performance and productivity of supervised staff. Reviews current deployment of APP staff, and identifies opportunities for future optimization. Conducts annual 

performance evaluations of assigned APP staff, in conjunction with division chief or medical director, faculty, and Office of Advanced Practice.Reviews safety events or issues related to APP clinical practice quality and safety for assigned team, 

and as designated by leadership. Reports observed APP events affecting access, productivity, and/or clinical practice. Discusses any identified barriers to providing optimal care. Supports collaborative correction or remediation, where 

appropriate.Contributes to the development, implementation, and evaluation of quality improvement initiatives pertaining to the APPs and within the assigned clinical program(s). Conducts regular team meetings with APP staff to identify 

barriers to patient care, and lead discussions to develop resolutions to such barriers. Reviews meeting results with advanced practice leadership, division chief, medical director, and/or faculty, as appropriate. Promotes APP participation in 

departmental and institutional continuing medical education opportunities.In the clinical setting, will provide diagnostic and therapeutic management of patients within their scope of practice, licensure, and privileges. Conducts and 

documents comprehensive initial and ongoing physical examinations based on age and diagnosis, including psychological status. Synthesizes data and utilizes evidence to develop, implement, and evaluate the patient plan of care, including 

ordering and interpreting laboratory, radiology, and other diagnostic studies/results.Demonstrates proficiency in technical/procedural skills, as appropriate and based on specialty and training.Provides relevant management, referrals, 

counseling, and education to patients, families, and caregivers related to current care and preventive health measures. Facilitates/participates in quality related initiatives and/or clinical research protocols through planned group processes, 

workshops, seminars, and staff meetings, to improve clinical and system practice performance. Collaborates in research projects and protocols, as appropriate; and routinely applies evidence based best practices to patient carePerforms other 

duties as assigned.Knowledge, Skills, & Abilities_______________________________________________________________________________________________________Accuracy and ability to exercise considerable judgment.Ability to maintain 

current customer service, clinical, and technical skills.Ability to identify opportunities and provide suggestions for improvements in departmental policy, procedures, and protocols.Proficient use of EMR in the delivery of careWorking 

Conditions___________________________________________________________________________________________________________________Work is performed primarily in a clinical environment. The incumbent may be exposed to body 

fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President of Human Resources, or his/her designee.UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

LEAD ADVANCED PRACTICE PROVIDER U1757 T27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 3A1 Adv Pract Provider-NP APP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides administrative supervision of 

assigned Advanced Practice Providers (APPs) such as Physician Assistants (PAs) and/or Advanced Practice Registered Nurses (APRNs) in addition to maintaining clinical practice within their designated department or specialty area. Experience 

and EducationEDUCATIONMaster's degree or higher in nursing, documentation of completion of accredited Advanced Practice Education Program. Graduate education and related Texas Board of Nursing authorization must be consistent with 

clinical practice area and patient population. &shy;- OR - Graduate of a master's degree or higher Accreditation Review Commission on Education for the Physician, inc. (ARC-PA) accredited Physician Assistant 

programLICENSURE/CERTIFICATIONLicensure as Advanced Practice Registered Nurse by Texas State Board of Nursing. Authorization for prescriptive authority by the Texas Board of Nursing - OR- Certification by the National Commission of 

Certification of Physician Assistants (NCCPA) Certification required. Licensed by the Texas Physician Assistant Board, with registered supervisor and delegation to prescribe. Must hold and maintain current applicable life support certification(s) 

based on UT Southwestern guidelines for Advanced Practice Providers.EXPERIENCEMinimum of three years of experience in advanced practice provider role required, with demonstrated increasing responsibility.Prior leadership experience 

preferred.Job DutiesOversees and manages coverage schedules for both inpatient and outpatient Advanced Practice Provider (APP), as appropriate/ applicable. Generate APP specific data surrounding the performance and productivity of 

supervised staff. Reviews current deployment of APP staff and identifies opportunities for future optimization. Conducts annual performance evaluations of assigned APP staff, in conjunction with division chief or medical director, faculty, and 

Office of Advanced Practice.Reviews safety events or issues related to APP clinical practice quality and safety for assigned team, and as designated by leadership. Reports observed APP events affecting access, productivity, and/or clinical 

practice. Discusses any identified barriers to providing optimal care. Supports collaborative correction or remediation, where appropriate.Contributes to the development, implementation, and evaluation of quality improvement initiatives 

pertaining to the APPs and within the assigned clinical program(s). Conducts regular team meetings with APP staff to identify barriers to patient care, and lead discussions to develop resolutions to such barriers. Reviews meeting results with 

advanced practice leadership, division chief, medical director, and/or faculty, as appropriate. Promotes APP participation in departmental and institutional continuing medical education opportunities.In the clinical setting, will provide 

diagnostic and therapeutic management of patients within their scope of practice, licensure, and privileges. Conducts and documents comprehensive initial and ongoing physical examinations based on age and diagnosis, including 

psychological status. Synthesizes data and utilizes evidence to develop, implement, and evaluate the patient plan of care, including ordering and interpreting laboratory, radiology, and other diagnostic studies/results.Demonstrates proficiency 

in technical/procedural skills, as appropriate and based on specialty and training.Provides relevant management, referrals, counseling, and education to patients, families, and caregivers related to current care and preventive health measures. 

Facilitates/participates in quality related initiatives and/or clinical research protocols through planned group processes, workshops, seminars, and staff meetings, to improve clinical and system practice performance. Collaborates in research 

projects and protocols, as appropriate; and routinely applies evidence based best practices to patient care.Performs other duties as assigned.Knowledge, Skills & AbilitiesAccuracy and ability to exercise considerable judgment.Ability to 

maintain current customer service, clinical, and technical skills.Ability to identify opportunities and provide suggestions for improvements in departmental policy, procedures, and protocols.Proficient use of EMR in the delivery of careWorking 

ConditionsWork is performed primarily in a clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of 

Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.
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Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree in 

social work is required. Seven to Nine ( 7 - 9) years of social work experience, 4 - 5 years of transplant experience is required.  One to Two years_in a leadership role is preferred.   Job Duties  Assists in development and implementation of Case 

Management. Provides expertise in area of social work as it pertains to management of petient.      Assists in coordination of client care through formulation of appropriate plan of care via accurate assessment of patient's social, financial and 

insurance situation.      Develops short and long term plans to facilitate patient care and discharge.       Utilizes crisis intervention and problem solving skills to facilitate and enhance patient and family's ability to meet acute and ongoing 

medical and psychosocial needs.      Networks with community agencies to assure appropriate client access.       Maintains documentation and meets department and Zale Lipshy Uni- University Hospital documentation standards.       Identifies 

cases with ethical and legal considerations, and makes referrals.  Confers with supervisor.       Assists the patient through the University system to facilitate the patient treatment plan.  Interfaces with other hospital depts.; communicates with 

other health care providers, patients, families, other hospital personnel, and visitors.  Demonstrates effective communication with adolescents, adults and older adults.    Mentors staff and educates other departments to facilitate compliance 

with transplant regulatory policies related to social work, nutrition services and pharmacy.  Promotes inter and intra department relationships.     Staffs area, monitors all Human Resource functions.  Reviews work- flows on an ongoing basis to 

eliminate waste & improve efficiency. Works with staff to identify and achieve cost savings.      Active participant in QA/PI activities.  Monitors progress, looks for trends.  Assists Quality Manager/Team with development, implementation & 

evaluation of action plans.  Maintains system for tracking placement of patients after discharge.  Attends at least 80% of scheduled staff meetings and 100% of mandatory education sessions.   Structures a learning environment & makes time 

for staff to attend education activities on campus.  Develops an orientation plan for each new employee, provides coaching for preceptors and monitors staff progress & documentation of competency achievement.  Provides coaching 

throughout the year and conducts annual performance reviews and goal setting. Performs other duties as assigned.    **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

LEAD CARDIO VAS INTERVENTIONAL RAD TECH U5415 RA4 $58,363.00 $89,038.00 $119,711.00 $4,863.58 $7,419.83 $9,975.92 $224.47 $342.45 $460.43 $28.06 $42.81 $57.55 N 3B1 Prof Technologist-Card ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under general supervision to 

plan, coordinate and schedule all technical aspects of cardiovascular interventional radiology (CVIR) services.Experience and EducationGraduate of an accredited Invasive Cardiovascular Technology or Radiology program with an Associate's 

degree. Bachelor's degree highly preferred. 8-10 years Interventional Radiologyor Cardiac Cath Lab experience. Supervisory/Management experience preferred. Registered by the American Registry of Radiological Technologists and licensed by 

the Texas Medical Board (MRT). BLS and ACLS, course accredited by the American Heart Association (AHA) is required.Certification in Vascular Interventional Radiology (VIR) or Cardiac Interventional (CI) is preferred.Job Duties1. Plans, 

coordinates and schedules all technical aspects of interventional radiology services. Coordinates all technologists' within CVIR and their work assignments to ensure proper distribution of workload. Ensures adequate staffing and utilization of 

equipment. Makes policy recommendations within scope of responsibility.2. Ensures technical competency of all technologists assigned to CVIR with oversight in the operation. Ensures all technical staff are capable of operating all equipment 

to consistently produce quality radiographic imaging. Establishes radiation safety policies working with the University RSO. Processes images, digitizes/transmits films as needed. Ensures quality of images and data integrity in PACS. Ensures 

continuity of radiographic methods and procedures.3. Establishes and standardizes technical operational protocols and procedures. Assists with establishing technical research protocols, processes and accounts. Assists with budgets, 

marketing and future departmental planning.4. Coordinates scheduling of add-on patients and emergency procedures. Maintains room turnover time at or below set standards.5. Ensures a neat, clean and safe environment; and, performs 

quality control testing as needed. Ensures all equipment is in proper working order, performs minor repairs; and, reports defective and malfunctioning equipment as needed. Communicates and coordinates with vendors, quality assurance of 

equipment and scheduling down time. Works with physicist regarding documentation of all reports and suggested or requested actions.6. Responsible for establishing and maintaining technical interventional supply par levels. Recommends 

the procurement of supplies and equipment.7. Provides guidance to all CVIR technologists and provides radiographic advice and solutions to work problems. Plans, coordinates and participates in all in-service educational training of 

technologists.8. Provides timely reports, as needed, on section operations, volume of examinations, budget, operational problems, etc.9. Responsible for the training and orientation of all new technical CVIR employees and technical 

students.10. Responsible for all technical CVIR performance improvement initiatives and identifying and resolving technical and operational issues.11. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational 

sessions. Displays adaptability, flexibility, creativity, priority setting and assistance to all staff, management and physicians.12.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for 

patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, 

bending, turning and stooping.Able to lift at least 20 lbs and Stand for extended periods of time. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

LEAD CLINICAL QUALITY DATA COORDINATOR 9768 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3J1 Quality Assurance-Not PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryMust have the ability to work 

independently in a highly complex environment while coordinating efforts in providing quality clinical data and analytical support. Ensures reporting compliance in accordance with required guidelines from governmental, state, certifying 

bodies, national databases, and institutional initiatives. Experience and EducationA combination of education, experience and skill sets are required: Bachelor's degree or 8 years equivalent experience: registry, clinical or healthcare data 

management; Master's Degree preferredRN or LVN preferredEpic experience required Data platform experience requiredAdvanced experience with using Microsoft Office Applications Job DutiesEmploy knowledge of Quality Improvement 

methodologies to lead highly complex projects and monitor status, timelines, and deliverablesUtilize expert knowledge to critically examine information, coordinate resources, plan strategies, and make informed 

decisions/recommendationsCultivate positive relationships with stakeholders, clinical leadership, departmental personnel, and executive sponsors by facilitating trust and transparencyAssist managerial staff in consensus building through a 

combination of leadership and facilitationParticipate and collaborate in developing strategies, processes, and resources with multi-disciplinary teamsProvide coaching and mentoring in the collection, interpretation, and analysis of clinical data 

to support organizational decision making, clinical and quality initiatives, and strategic planning activities for improving clinical outcomes Fulfill department expectations, deadlines, and goalsAssist manager with daily operationsSupervise 

lower-level Quality Coordinators. Assess performance levels by monitoring results, productivity, and providing positive and constructive feedback. Significantly contribute to employee performance evaluationsUtilize appropriate resources to 

advance team performance and productivityDevelop and initiate departmental onboardingSupport staff with registry abstraction, reports, and meetings as needed Coach staff through preparing and analyzing reports, identifying performance 

improvement opportunities, and providing presentations for physician champion and medical departmentsDemonstrate leadership qualities in providing appropriate feedback when mentoring/coaching teammatesPerform other duties as 

assignedKnowledge, Skills & AbilitiesDemonstrate excellent written and verbal communication, organizational, and critical thinking skillsExhibit self-supervision and leadership abilities related to his/her specialized knowledge and 

experienceAttain recognition within the broader organization as an expert in multiple subject areasImplement team building and relationship management skills and abilities that include:Promoting organization culture that fosters teamwork; 

Encouraging high level commitment to the purpose of the organization; Actively engaging and providing meaningful inputFoster excellent customer service skills, professionalism, and diplomacy Collaborate with multi-disciplinary groups to 

support rich diversity of perspectives, backgrounds, and experiencesEnhance professional growth through ongoing education and experienceProactively take initiative by identifying and promoting good ideas/solutions to solve problems 

efficiently and effectively to the satisfaction of all stakeholdersEvaluate and analyze data/processes to make sound judgments, recommendations, and apply evidence-based practices to improve patient outcomes Working ConditionsWork is 

performed primarily remotely. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President forHuman Resources Administration or his/her delegate. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.
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SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Lead Coder is responsible to review 

inpatient and/or outpatient University of Texas Southwestern Medical Center (UTSW) hospital medical records, for coding accuracy, claim edits, denials, DNB and Stop Bill reviews, combined accounts, DRG Validation & Mismatch reviews, and 

Coder questions. The UTSW medical records are maintained in electronic format and reviews will be in accordance with current coding guidelines, and in compliance with organizational, departmental, and regulatory requirements. The Lead 

Coder is identified as the highest level coding subject matter expert due to education, training, and experience and as such will receive assignments in accordance with that level of expertise. Additionally, the Lead Coder may be asked to mentor 

and proctor employees at the Coding Specialist I, II, and III levels. Experience and EducationRequired three to five (3-5) years acute hospital-based coding experience. An equivalent combination of education and experience may be considered. 

Experience working in a remote environment preferred.Required Registered Health Information Administrator (RHIA), or Registered Health Information Technician (RHIT), or AHIMA Certified Coding Specialist (CCS), or AAPC credential - Certified 

Professional Coder (CPC) (Prior to 2014); or Certified Outpatient Coder (COC) (excludes AAPC Apprentice)Preferred Bachelor's Degree or Associate Degree in Health Information Management and/or closely related fieldJob DutiesResponsible for 

reviewing inpatient and/or outpatient accounts using ICD-10 CM and/or I10-PCS or CPT, in compliance with the Official Coding Guidelines and conventions.Accurately identifies most appropriate Principal Diagnosis, Reason for Visit, and 

Procedures, for the DRG or APC, and all secondary diagnoses to accurately reflect all CC/MCC's, POA status, Severity of Illness & Risk of Mortality, SDOH, and HCC's. Accurately reviews abstracting for required data elements including, discharge 

disposition, discharge destination, procedure dates and physician(s), and other designated data. Identifies when a physician query is appropriate for further clarification. Recognizes when the documentation is missing or incomplete and routes 

appropriately. Support the Quality Standards set by UTSW/HIM Coding.Mentor/train on designated coding service lines as requested to ensure quality.Maintains an expert level of knowledge of coding related guidelines and practices.Other 

duties as assignedKnowledge, Skills & AbilitiesWork requires strong analytical and critical thinking skills.Work requires excellent customer service, interpersonal, and communication skills (verbal and written).Work requires organizational skills 

along with a high level of accuracy and attention to detail.Work requires ability to report and problem solve using discretion, judgment, and professionalism.Work requires ability to handle multiple tasks, show initiative, and adjust to changes 

as appropriate under a stressful environment. Work requires ability to perform in a conservative, fast-paced, and quality driven environment.Work requires ability to comprehend, understand, and follow established policies, procedures, and 

other guidelines of some complexity.Work requires self-motivation, maturity, and being a team player.Working ConditionsThis job is 100% remote.Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of the Vice President for Human Resources Administration, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender 

expression,¿age, disability, genetic information, citizenship status, or veteran status.

LEAD COMPLIANCE INVESTIGATOR 9216 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Lead Compliance Investigator is 

tasked with conducting prompt, equitable and impartial investigations of alleged non-compliance with federal and state laws and University policies and procedures. The Lead Investigator is responsible for effective case management of 

reported concerns and conducts workplace investigations with the goal of ensuring institutional compliance with applicable laws and regulations. The Lead Investigator also assists the Office of Compliance and Internal Audit leadership team in 

developing and facilitating appropriate educational programming and outreach activities to all students and employees on campus. Provides guidance to other compliance professionals. Leads initiatives that require high-level oversight with 

general instruction provided on new or more complex compliance or internal audit work by the AVP of Compliance and Internal Audit Operations. Experience and EducationBachelor's degree in business administration, healthcare 

administration, criminal justice field, or relevant study. Master's degree in related field or Juris Doctor preferred. Five (5) years of experience in the healthcare regulatory space required, with previous supervisory experience strongly preferred. 

Background in investigations and training obtained with the state or federal agency highly preferred. Previous conflict resolution experience preferred. Demonstrates superior verbal and written communication skills, and ability to 

communicate complex concepts at comprehension levels appropriate to target learner groups. Has strong analytic abilities and demonstrates wise independent judgement, detail-oriented and a strategic thinker.Job DutiesServes as a subject-

matter expert on requirements of and compliance with related federal and state laws and University policies and procedures. Oversees the Compliance Hotline including the triage and management of cases and investigations.Investigates and 

ensures timely resolution of all reports of non-compliance involving members of the UT Southwestern community.Develops and maintains a comprehensive case-management system and accurately logs all reports and concerns of non-

compliance and related complaints. Independently analyzes complaints, develops investigative plans, conducts fact-finding, reviews documents, conducts related research, prepares any related correspondence, and submits confidential reports 

containing investigative findings.Provides the analysis and/or preparation of reports indicating complaint trends based on data collected for the AVP on a periodic basis and on demand.Informal Resolution/Mediation: Meets with complaining 

parties and uses independent judgment to offer conflict resolution and problem-solving alternatives, when appropriate and applicable.Manages compliance dashboards and communicates results to results to Clinical Departments, Division 

Administrators, and revenue cycle operations, on a routine basis.Provides direct supervision to subordinate Investigator positions, including performance appraisals, training, scheduling and handling various personnel issues as needed. 

Conducts analysis regarding methods to enhance overall compliance with regulatory guidance specific to compliance and internal audit operations.Provides input on compliance or internal audit-related standards, policies and procedures and 

its related activities to prevent, detect, identify and mitigate illegal, unethical or improper conduct.Assures the effectiveness of the compliance and internal audit investigations per the UTSW Office of Compliance and the UT System-wide 

Compliance Program.Directs identified compliance or internal audit issues to the appropriate existing channels for evaluation and resolution; operational areas to improve the compliance of processes, coordinates and prepares reports and 

assessments.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to ensure adherence to all policies and procedures of university.Work requires ability to effectively interpret and apply organizational policies, 

procedures, and systems.Work requires proven supervisory, customer service, written and verbal communication skills. Effective negotiating skills to communicate and interact with senior management team physicians.Work requires proven 

ability to handle multiple complex assignments. Planning and problem skills with results driven solutions.Work requires knowledge of personal computers.Work requires ability to plan, organize, coordinate, and supervise work of employees as 

necessary to ensure desired results are achieved.Work may require telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to work with confidential information as 

appropriate.Working ConditionsWork is performed primarily in general office environment. UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

LEAD INTAKE U2142 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4C1 Office-Pat Admiss-Pat Intake ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Two years of college 

and three to five (3-5) years of collection or financial counselor or verification experience; OR Bachelor's degree and two (2) years experience; OR Licensed Vocational Nurse is required.   Job Duties  Provides direction, development and guidance 

to staff.  Reviews daily, edits and performs necessary updates.  Reports any applicable updates, corrections or system concerns.  Maintains pro-active approach with addressing and implementing changes impacting various processes within 

Patient Access Department.    Leads, trains and motivates staff to achieve goals and objectives. Assists Manager with daily operations and department schedule. Assures staff coverage for all shifts.  Assumes supervisory decision making in 

absence of Director and Manager.     Identifies and obtains all essential information pertaining to intake, verification and pre-certification of applicable patient accounts with 98% accuracy rate.  Revises information in computer system as 

needed.  Documents pertinent information and efforts in computer system based upon department documentation standards. Maintains department productivity standards.   Verifies and determines insurance coverage and benefits for 

phases of transplant.  Inputs necessary information into database.  Works with Case Manager if separate letter of agreement is needed.      Coordinates with Case Management and/or physican's office regarding any additional information 

needed on their part to obtain pre-authorization.      Reverifies emergency room, observation, surgical observation and day surgery patients when converted to inpatient status and initiates verification and pre-certification.      Coordinates with 

Financial Counselor to identify funding source, additional information needed to secure accurate third party billing and/or patient financial responsibility and revises system as necessary.     Works in collaborative manner with peers and other 

hospital departments.  Attends meetings and actively participates.       Assists managers in timely and accurate manner.  Distributes and completes relevant departmental reports.  Tracks key performance indicators as designed by department 

Director.      Maintains current policies and procedures.  Assures compliance with local, state and federal rules and regulations and assists Director with JCAHO preparation.      Completes special projects as assigned.        Completes other duties 

as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LEAD INTAKE SPECIALIST 2142 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4C1 Office-Pat Admiss-Pat Intake ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

maintain high level of customer service to all internal and external customers. Oversees performance of tasks within function of clinic (patient appointments, coordination with other departments/clinics, scheduling, financial clearance etc.). 

Provides complex operational support for in patient care setting.Experience and EducationBachelor's degree and two (2) years of experience; or two years of college and three to five (3-5) years of collection or financial counselor, verification, or 

patient access/scheduling experience. Job DutiesProvides direction, development, and guidance to staff. Reviews daily, edits and performs necessary updates. Reports any applicable updates, corrections, or system concerns. Maintains pro-

active approach with addressing and implementing changes impacting various processes. Leads, trains, and motivates staff to achieve goals and objectives. Assists Manager with daily operations and department schedule. Assures staff 

coverage for all shifts. May assumes supervisory decision making in absence of Director and Manager.Identifies and obtains all essential information pertaining to intake, verification, and pre-certification of applicable patient accounts. Revises 

information in computer system as needed. Documents pertinent information and efforts in computer system based upon department documentation standards. Maintains department productivity standards.Coordinates with physician's 

office regarding any additional information needed on their part to obtain pre-authorization. Coordinates with Financial Counselor to identify funding source, additional information needed to secure accurate third-party billing and/or patient 

financial responsibility and revises system as necessary.Works in collaborative manner with peers and other clinics. Attends meetings and actively participates. Assists managers in timely and accurate manner. Distributes and completes 

relevant departmental reports. Tracks key performance indicators as designed by department Director.Maintains current policies and procedures. Assures compliance with local, state, and federal rules and regulations and assists Director with 

JCAHO preparation.Completes special projects as assigned. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires solid customer service skills.Work requires comprehensive understanding of medical terminology.Work 

requires excellent verbal, written, interpersonal and listening skills.Work requires data entry skills and PC proficiency.Work requires ability to ensure adherence to all policies and procedures of university.Working ConditionsWork is performed 

primarily in clinic and/or general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

LEAD OPHTHALMIC TECHNICAL COORDINATOR 1724 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3B8 Prof Technologist-Ophthalmo CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

and a current certification as a Certified Ophthalmic Assistant (COA) or higher.  Two (2) years of experience in an ophthalmic or optometric practice is required and one (1) year in a lead position as an ophthalmic tech. Job Duties  1. Analyzes, 

evaluates and coordinates a subspecialty clinical practice in the Department of Ophthalmology to include patient scheduling (outpatient visits and surgery), physician schedules, patient information, and communication to referring physicians, 

and related services.2. Develops, cultivates, and maintains working relationships with community referring physicians and UT Southwestern faculty; monitors, coordinates, and documents responses to referring physicians.3. In coordination 

with a ophthalmological subspecialty faculty, establishes goals and objectives for optimum services to patients and designated family members.  monitors coordination success and notes areas of improvement to include matters such as 

timely response to referring physicians, physician lab results and appointment availability; makes recommendations for areas of improvements within the coordinating networks.4. Designs and executes an effective system of internal controls 

to ensure efficient clinic patient flow, timeliness of lab results received and reviewed by physicians, and timeliness of referring physician letters mailed with notification to patients when appropriate.5. Ensures patient flow within the clinical 

areas is efficient and effective to maintain synergetic faculty-patient scheduling.6. Assists faculty in answering technical medical questions from patients to ensure all patient questions and concerns are handled in an efficient and effective 

manner.7. Adheres to established protocols when communicating the need for an office visit to patients.8. In coordination with Clinic Manager, subspecialty Ophthalmic faculty, clinic staff supervisors, and department Marketing and 

Communications Manager disseminate effective and timely educational materials to patients.9. Assists Ophthalmological subspecialty faculty in completion of medical and insurance paperwork as needed for patients.10. Handles patient 

concerns and obtains effective resolution.11. May perform one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c)  

Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LEAD PATHOLOGIST ASSISTANT 1770 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3F17 Prof Med Services-Path Assist ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision of 

physician to lead team of Pathologist Assistants responsible for providing preparation, gross description and dissection of human tissue surgical specimens. Performs duties of specialized training which would otherwise be performed by 

physician but do not constitute practice of medicine.Experience and EducationMaster's degree as Pathologists' Assistant, certification as a Pathologists' Assistant by American Association of Pathologists' Assistants or other recognized 

accrediting agency, and five (5) years progressively responsible experience as Pathologist Assistant required. Job DutiesCreates, monitors, updates and maintains Pathologist Assistant (PA) and resident work schedules; monitors work 

productivity including providing daily workflow monitoring ensuring timely turnaround for patient specimens; prepares or assigns PA to prepare daily available specimens email to residentsSupervises and trains new PA's and Residents; 

responsible for PA annual performance appraisals, personnel management, and annual PA competencies and certifications. Trains (under faculty supervision) new employees in performance of autopsy and surgical gross dissections, specimen 

photography, and trimming in tissue blocks for histology.Coordinates patient care and teaching conferences including retrieval of clinical and laboratory data, radiographic studies, pathologic materials and specimen photographs. Assisting in 

the organization and coordination of anatomic pathology conferences.Responsible for preparation, gross description and dissection of human tissue surgical specimens including a) assuring appropriate specimen accessioning; b) obtaining 

pertinent clinical information and history, including scans, x-rays, lab data, etc.; c) describing gross anatomic features of surgical specimens, preparing tissues for histological processing, obtaining biological samples such as blood, tissue and 

toxicological material for studies such as flow cytometry, image analysis, immunohistochemistry, etc. and performing requisite special procedures; d) preparing and submitting appropriate tissue sections for light microscopy as well as special 

procedures such as frozen section, electron microscopy and immunofluorescence microscopy; e) photographing appropriate specimens and microscopic slides.Assists pathologists or pathology residents in gross and microscopic examination of 

surgical and autopsy specimens, including specimen photography and tissue blocking. Conferring with the attending pathologist(s) to identify any special techniques and procedures to be utilized in the completion of examination (e.g. cultures 

smears; histochemical, immunofluorescence, toxicological, viral or electron microscopic studies, etc.), and notifying all personnel directly involved.Maintains banks of fixed frozen tissues. Maintain databases of specimens, photographs, 

conference proceedings, and teaching materials.Acts as liaison for pathologists, surgical suites, and Anatomic Pathology Histology Lab; assists management with organizational restructures. Develop best practices for surgical pathology 

specimen processing, Coordinates monthly meetings, including preparing agenda and meeting minutes for gross room activities (Beaker, Dragon. Etc.), and Anatomical Pathology Coordinator meetings. Develops and maintains quality 

control/quality assurance programs.Assures proper maintenance of equipment, provision of adequate supplies, and cleanliness of laboratory area.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires proficiency in use 

of all medical and surgical instruments and equipment specific to job duties.Work requires extreme accuracy in all phases of work.Work requires ability to exercise considerable judgment in recording, interpreting, and evaluating medical 

histories and physical data of patients, recommending treatments and medications, counseling patients, and recognizing conditions of patients that require immediate attention of physician.Work may requirecontact with patients to take 

medical histories, conduct physical examinations, and counsel.Working ConditionsWork is performed primarily in private office or examination room.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

LEAD PATIENT SERVICE REPRESENTATIVE 1958 Y 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4E1

Guest & Pat Svcs-Pt Svc Rep 

Jr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED and six (6) month experience required. Incumbent must obtain CPR certification within 90 days of employment. CPR certification must be current for duration of employment within department. Incumbent must obtain Notary Public 

certification within 120 days of employment. Notary Public certification must be current for duration of employment.Job DutiesPlans, monitors and directs Patient Services Representatives at assigned site for proper work habits and daily 

tasks. Assigns tasks to Patient Services Representatives and reviews accuracy of work completed.In coordination with the Guest & Patient Services Training Supervisor, ensures Patient Services Representatives are fully trained and is 

responsible for site specific training duties. Works closely with Guest & Patient Services Operations Supervisors to ensure all business operations needs are met.Builds solid working relationships with all Patient Service Representatives. 

Responsible for coaching and counseling of Patient Service Representatives at their assigned site.Identifies and resolves problems in a timely manner, displays willingness to make decisions, exhibits sound and accurate judgment, uses 

discretion to make decisions or seeks advice from Operations or Training Supervisors.Responsible to coordinate with other Lead Patient Services Representatives to ensure consistent business operations and policy enforcement at all 

locations.Works with department supervisors to solve specific problems either on a one to one basis or in groups.Demonstrates attention to detail, maintains confidentiality, demonstrates accuracy and thoroughness, follows policies and 

procedures, follows instructions, responds to leadership direction and arrives to work, meetings and appointments on time.Provides assistance with electronic and in person patient check in located at the applicable Guest and Patient Services 

desks across campus.Communicates changes effectively, prepares and supports those affected by change.Provides a welcoming presence at all entrances. Greets patients, their families and guests, in building lobbies or other patient care areas; 

provides escorts and wheelchair/gurney assistance, ensuring patient comfort and safety at all times.Seeks to understand the needs of the internal and external customers meeting and exceeding those needs. Serves as a liaison between 

patients, their families, friends and our medical staff.Responds to patients or staff inquiries for information in person and over the telephone providing information regarding health care services; provides directions to various facilities and 

services (restrooms, dining, etc.).Keeps current on UT Southwestern Campus information in order to answer phones, respond to requests & providing appropriate information as required. Respectfully interacts with emotionally ill patients and 

family members. Assists with arranging for services requested by patients, family or internal customers by working with other departments.Rotates with supervisory and leadership staff to provide weekend and holiday coverage or at any time 

as needed.Listens, apologizes, finds a solution and follows through when resolving guest problems and staffing issues.Gives personal attention, takes personal responsibility and uses teamwork when providing guest services.Duties performed 

may include one or more of the following core functions: a) Directly interacting with or caring for patients b) Directly interacting with or caring for human subject research participants.Performs other duties as assigned.**Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LEAD REGISTERED DIETITIAN U4531 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F2 Prof Med Services-Reg Diet ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general supervision to 

provide medical nutrition therapy for patients and assists clinical manager in leading clinical team. Experience and EducationOne (1) year experience in a healthcare settingBachelor Science in Nutrition or Dietetics. Master's degree 

preferred.Registered Dietitian by Commission on Dietetic Registration; Licensed Dietitian in Texas; if awaiting examination/credentialing at time of hire, must be obtained within 6 months of hire dateAdditional Advance Certification preferred 

by one of the following: Certified Nutrition Support (CNSC), Oncology Certificate (CSO), Diabetes Educator (CDES), Obesity and Weight Management (CSOWM), Pediatric Nutrition (CSP), Pediatric Critical Care Nutrition (CSPCC), Sports Dietetics 

(CSSD), Gerontological Nutrition Certificate (CSG), Renal Certificate (CSR), or Nutrition Wound Care Certified (NWCC).Job DutiesCoordinates and provides individualized medical nutrition therapy for patients with consideration of any age-related 

factors for pediatric, adolescent, and geriatric patients. Demonstrates knowledge of complications associated with medical/surgical procedures, and effectively identifies predictable problems and plans for the provision of patient care. Assesses 

learning needs of all patients and provides appropriate education as a component of the nutrition care plan.Supervises, motivates, rewards, directs, and counsels employees as appropriate, ensuring that department policies, procedures and 

time and duties are followed.Coordinates all departmental payroll activities which includes time keeping, payroll reporting, and attendance log. Creates employee schedule as assigned.Monitors Performance Improvement, QA, overtime, and 

helps control cost. Leads clinical team in the absence of the Clinical Nutrition Manager, including but not limited to activities such as leading team meetings and conducting productivity reporting. Acts as an education resource for students, 

clinics, hospital staff, other RDs and Nutrition department staff and provides feedback and guidance when appropriate. Coordinates and provides student evaluations. Communicates student and staff issues/performance to 

department/program director/clinical manager as appropriate.Supports relevant committees and/or programs as assigned. Including planning, rounding, participating, coordinating, and follow up for aspects of the committee.Collaborates with 

other members of the healthcare team to complete nutrition consultations. Attends meetings/conferences with medical team, nursing, clinics, social services, and other allied health professional personnel concerning patient care and Nutrition 

department initiatives.Actively works on process improvement, data collection, and research related to Clinical Nutrition and overall Nutrition department initiatives and in support of the Nutrition Committee.Programs and audits as needed 

or directed the HealthTouch Patient Nutrition Software Tool and the Epic interface, if applicable. Notifies the diet office of new diet requirements or of changes to diets as needed.Maintains established department productivity standards. 

Documents all relevant aspects of nutritional care for patients in accordance with departmental standards.Attends continuing education programs to remain current in the field. Regularly updates knowledge of assessment techniques and 

regulations appropriate to the age of patients served.Edits, tracks, writes, and maintains established new department policies, procedures, objectives, and performance improvement projects. Maintains established objective and performance 

improvement monitors by maintaining appropriate records, environment, reviews of staff/data, reports, and statistics to achieve Joint Commission/Clinical Gold Check standards.Plans, develops, and conducts formal and informal educational 

nutrition programs for medical and nursing staff and students. Is actively involved in department, community, and retail programs.Provides support and direct participation in patient satisfaction to influence the Press Ganey scores for the 

Nutrition Services department.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge to accurately assess nutritional status.Work requires the ability to provide appropriate medical nutrition therapy.Work 

requires computer skills. Work requires effective communication skills.Work requires the ability to use hands to key, handle, or feel.Work requires the ability to walk and lift up to 10 pounds.Work requires ability to read, write, and understand 

English.Work requires the ability to apply arithmetic, mathematical reasoning and analyze data and/or report information.Work requires the ability to develop and implement new goals or plans.Working ConditionsWork is performed primarily 

in a clinical setting.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

LEAD RN TRANSPLANT COORDINATOR U6038 P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

medical field required. Bachelor's degree in Nursing preferred. Three - four years of Medical/Surgical or Intensive Care experience required. 7 - 9 years of clinical transplant experience preferred. Computer skills and skills with basic medical 

equipment such as defibrillators, heart monitors, and pulse oximeters.Job DutiesCollects relevant clinical data using a systematic and continuous process. Interprets tests and procedures based on established evidence based standard of 

care.Anticipates patient's and/or patient's family's expectations and needs and utilizes them in conjunction with assessment to develop appropriate plan of care for patient. Synthesizes data and patient information relevant to organ specific 

transplantation. Utilizes critical thinking skills in planning and prioritizing nursing care.Identifies and implements appropriate nursing interventions based on assessment. Completes documentation of interventions. Coordinates 

interdisciplinary plan of care. Communicates plan of care with family, patient and transplant team members.Prioritizes nursing interventions based upon assessment. Identifies changes in condition as evidenced by assessment,labs, x-rays, etc. 

Reports changes and takes follow-up action as appropriate.Evaluates effectiveness of planned strategies in relation to the patient's attainment of expected outcomes. Uses ongoing assessment data to revise the plan of care and expected 

outcomes. Documents interventions and modifications to plan of care.Adheres to appropriate policies, procedures, clinical pathways, and nationally accepted standards of nursing practice while delivering care to patients. Suggests practices to 

enhance nursing care based on current literature and research.Provides transplant specific health teaching that addresses patient self monitoring and promotes self care. Completes documentation of all education provided. Obtains feedback 

and evaluation of understanding from patient and family. Demonstrates effective communication with children, adolescents, adults, and older adults.Assists the patient through the University system to facilitate the patient treatment plan. 

Develops patient calendars detailing all transplant and/or outpatient appointments for transplant services. Interfaces with other hospital departments and physicians to facilitate testing and/or the admission process.Mentors staff and 

educates other depts to facilitate compliance with transplant regulatory policies related to organ allocation, candidate listing, and ABO and UNOS ID verification for living donors and/or recipients. Advocates for the patient's medical & legal 

rights & promotes the informed consent process. Coordinates Selection Committee(s) & clinical policy/guideline review/revision to ensure adherence with evidence based medicine & regulatory requirements. Promotes inter and intra dept 

relationships.Staffs area, monitors all Human Resource functions. Reviews workflows on an ongoing basis to eliminate waste and improve efficiency. Works with staff to identify and achieve cost savings.Active participant in QA/PI activities. 

Monitors progress, looks for trends. Assists Quality Manager/Team with development, implementation & evaluation of action plans. Attends at least 80% of scheduled staff meetings & 100% of mandatory education sessions.Structures a 

learning environment & makes time for staff to attend education activities on campus. Develops an orientation plan for each new employee, provides coaching for preceptors & monitors staff progress & documentation of competency 

achievement. Provides coaching throughout the year and conducts annual performance reviews & goal setting. Performs other duties as assigned **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.



LEAN SIX SIGMA SPECIALIST I 2332 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3K1 Regulatory Compliance Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis individual contributor works with 

direct supervision to perform duties related to Lean Six Sigma and Health System performance improvement functions under the leadership of the Quality & Operational Excellence department. Experience and Education     Required:Bachelor's 

degree in Business Administration, Public Health, Management Science, Nursing, Social Sciences, or similar degree with limited to five years (0-5) of relevant experience.Preferred:Master's degree in a related field or prior internship/fellowship 

experience in a healthcare setting preferred. Green Belt certification in Lean Six Sigma or equivalent preferred.Job DutiesLeads and facilitates process improvement teams utilizing a standard data driven approach such as Lean Six Sigma.Utilizes 

tools such as process mapping, data collection, system analysis, problem solving, testing solutions, implementation, and control planning and tracking.Guides labor management processes / workload analysis / productivity monitoring and 

collaborates with multidisciplinary process improvement teams.Helps establish project success measures, techniques to gather data, and use of appropriate statistical tools. Utilizes Lean Six Sigma and project management tools in their 

projects to analyze processes and eliminate wastes and defects.Helps develop and foster a culture of Lean Six Sigma, under mentorship from a more experienced Lean Six Sigma Specialist or Management Engineer.Collects, interprets, and 

analyzes data and makes recommendations or changes for improvement; interprets data for the purpose of determining past performance and/or to project probability of desired outcomes in support of organizational efforts.Researches 

evidence-based practices to guide information discovery, including internal and industry benchmarks to analyze trends, and offers recommendations to enable effective decision making for stakeholders.Executes workplan tasks as 

assigned.May perform project management activities that include project team development and success.Safeguards the integrity and security of institutional data.Expands knowledge of Lean Six Sigma tools, Statistical Process Control 

technology, and Artificial Intelligence.Utilizes Lean Six Sigma and project management tools in their projects to analyze processes and eliminate waste, defects and reduce process variation.Collaborates and supports a performance excellence 

culture.Supports patient safety concepts, methods, and high-reliability principles.Performs other duties as assigned. Knowledge, Skills & AbilitiesContent Knowledge:Understands and discusses terminology, concepts, principles, and issues 

related to quality and performance improvementUtilizes the full range of reference and resource materialsApplies and enhances knowledgeDevelops understanding of the Quality Assurance and Performance Improvement (QAPI) structure and 

Balanced ScorecardFacilitation Skills:Participates in training; training facilitation is expected later within this roleFacilitates conversations and brainstorming to develop process maps and other tools with teamsTechnical Skills:Skilled with Excel 

or another super-user analytic toolsSkilled with Visio - able to produce basic process maps Consistently and reliably produces accurate analyses, limiting avoidable errorsFamiliar with or able to learn how to conduct time studies and data 

modeling in excelFamiliar with or able to learn statistical tools such as Minitab, ISigma, or QI macrosUnderstands basic Lean toolsGains Six Sigma Green Belt training if not already acquiredOrganizational SkillsExecutes work plan tasks as 

assignedUtilizes DMAIC or PDSA cyles. Develops Charter with assistance from more experienced Lean Six Sigma Specialist/Management Engineer or department ManagerUtilizes A3 with assistance from more experienced Lean Six Sigma 

Specialist/Management Engineer or department ManagerLearning/RememberingReceives facts, terms, concepts, and guidelinesAttends to information and recognizes it as something usefulUnderstands the difference between value-add and 

non-value add activitiesAbility to distinguish relevant from irrelevant informationDevelops awareness of strengths and limitationsSets reasonable goals for self and project teamTeam Building and Relationship Management SkillsDemonstrates 

effective inter-personal relationsUnderstands organizational structure and relationshipsUses factual data to produce and deliver credible and understandable reports; andPresents findings to supervisor or mentorExhibits self-awareness of 

different communication and learning stylesCoaching/Mentoring/Development Develops self through self-study and formal trainingSeeks mentoring relationships to facilitate own developmentLeadershipExhibits professionalism and self-

confidenceCommunicates clearly and conciselyFollows through on commitmentsCapable of assuming greater challengesWorking ConditionsWork is performed primarily in an office environment.Any qualifications to be considered as 

equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

LEAN SIX SIGMA SPECIALIST II 2331 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3M Prof Svcs-Strat/Phys Rltns Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis individual contributor works with 

minimal supervision to perform duties related to Lean Six Sigma and Health System performance improvement functions under the leadership of the Quality & Operational Excellence department. Experience and Education     

Required:Bachelor's degree in business administration, Public Health, Management Science, Nursing, Social Sciences, or similar degree with five (5+) or more years of relevant experience.Lean Six Sigma Black Belt certification required. 

Preferred:Master's degree in a related field preferred.Prior experience in a healthcare setting preferred. Job DutiesAssists leadership with internal consulting services and Lean Six SigmaFacilitates system designs/redesigns using a variety of 

broad system approaches such with Lean Six Sigma and DMAIC format. Facilitates Lean Six Sigma knowledge transfer across the organization, to include but not limited to training, poster Coaching, and Consulting. Trains others in a classroom 

setting and as part of project teams in basic concepts of process improvement.Provides guidance as well as coaching to members of the Quality & Operational Excellence office as well as cross-functional teams in Lean Six Sigma tools, 

techniques, and methodologies to promote a culture of continuous quality improvement.Manages and leads large-scale LSS activities on behalf of the Health System and Quality & Operational Excellence Department.Designs and implements 

effective LSS projects to improve the quality of care and ensure compliance with nationally recognized quality outcomes. Prepares written and oral presentations for a variety of internal and external audiences and disseminates progress 

reports to Health System leadership.Communicates project escalations, barriers, and resource needs to manager. Performs project management activities that include project team development and success.Educates others on the use of Lean 

Six Sigma skills and may provide mentoring and guidance to less experienced staff.Safeguards the integrity and security of institutional data.Acts as a team leader responsible formeasuring, analyzing, improving, and controlling key processes 

that influence customer satisfaction and/or productivity or business growth.May develop work measurement standards and workforce assessments, identifies labor improvement opportunities and partners with stakeholders on tactics to 

meet productivity and business goals.Facilitates clinical and non-clinical teams with process improvement methods across the continuum of care and all healthcare settings.Guides information discovery and offers recommendations to enable 

effective decision making.Acts as an organizational patient safety champion, and supports patient safety concepts, methods, and high reliability principles.Performs other duties as assigned.Knowledge, Skills & AbilitiesContent 

KnowledgeRecognized within the Quality & OpEx team as "a person to ask" when questions arise regarding performance improvement toolsUtilizes the full range of reference and resource materials and bring additional knowledge to the 

teamApplies and enhances knowledgeUnderstands and uses the Quality Assurance and Performance Improvement (QAPI) structure and Balanced ScorecardFacilitation SkillsConfidently facilitates sensitive discussions with Executives and senior 

leadersFacilitates process mapping, Kaizens, rapid improvement events, etc. with teams using Lean Six Sigma toolsTrains others in a classroom setting and as a part of a project teams in basic concepts of performance improvementTechnical 

SkillsHighly skilled in Excel or other super-user analytic toolsHighly skilled in Visio - able to produce process maps and Value Stream MapsConsistently and reliably produces accurate analyses, limiting avoidable errorsSkilled in time studies and 

data modeling in Excel or other platformsOrganizational SkillsDevelops and executes project tasks independentlyDesigns, develops and implements analytic approaches and technical methodologyUtilizes DMAIC or PDSA cycles. Independently 

develops charters and creates A3Remembering and AnalyzingInterprets and analyzes facts, terms, concepts, and guidelinesDissects information apart and explores relationshipsDistinguishes relevant from irrelevant informationSkillfully 

eliminates waste and reduces variationSelf-aware and exhibits emotional intelligenceIdentifies how a system design accommodates business processesTeam Building and Relationship ManagementEncourages and demonstrates high-level 

commitment to the purpose and values of the organizationProfessionally prepares and delivers business communications including meeting agendas, presentations, business reports and project communications plansAnticipates stakeholder 

needs/expectations and seeks input from all members of the project teamAttends meetings with external stakeholders and contributes subject matter expertiseIncorporates different communication and learning styles of the team in meetings 

and communicationCoaching/Mentoring/DevelopmentDevelops self through self-study and formal training.Seeks mentoring relationships to facilitate own development.Coaches and develops other team members, acting as a resource of 

knowledge and guidanceGain membership and advance in the Academy for Performance ExcellenceLeadershipHandles difficult situations with emotional maturityUses sound reasoning and logical thinking to effectively influenceExcels in critical 

problem-solving and defining solutionsSupports departmental decisions surrounding policy and procedures among staffWorking ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of 

stated minimum require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

LEAN SIX SIGMA SPECIALIST III 2400 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SUMMARYThis individual contributor works 

collaboratively with the Quality & Operational Excellence Leadership team to create and implement a performance improvement strategy for the organization. Experience and EducationMaster's degree in business administration, Public Health, 

Management Science, Nursing, Social Sciences, or similar degree with ten (10+) or more years of relevant experience.Lean Six Sigma Master Black Belt or Manager of Quality/Organizational Excellence certification required. Prior experience in a 

healthcare setting required. Prior experience supervising process improvement projects required.Job DutiesCollaborates with Health System executives and other stakeholders to determine specific organizational and business goals. Assists 

leadership with internal consulting services and project management providing technical lean six sigma and business guidance on most complex projects. Implements Lean Six Sigma practices into processes and organizational culture. Creates 

and deploys a Lean Six Sigma strategy for an organization. Advises Health System leadership and other stakeholders to determine specific goals and lead the Lean Six Sigma Specialist team toward reaching them. Executes highly complex or 

specialized LSS projects; adapts precedent and may make significant departures from traditional approaches to develop solutions for the organization. Mentors others in developing visually managed performance metrics and business 

intelligence tools, sustaining scorecards and dashboards and turns data into information/knowledge. Analyzes complex data and develops projects to improve the organizational practices of UTSW.  Serves as a guide and mentor to the rest of 

the Lean Six Sigma Specialist and Management Engineering team to make sure staff is appropriately trained and is effectively using LSS improvement tools. Provides guidance as well as coaching to members of the Quality & Operational 

Excellence department as well as cross-functional teams in Lean Six Sigma tools, techniques, and methodologies to promote a culture of Lean Six Sigma. Prepares written and oral presentations for a variety of internal and external audiences 

and disseminates progress reports to Health System leadership. Monitor all Lean Six Sigma and process improvement training curriculum; recommends changes to curriculum when needed or to stay current with technology and Artificial 

Intelligence changes. Leads Lean Six Sigma and process improvement knowledge transfer across the organization, to include but not limited to training, poster coaching, mentoring, and consulting. Trains and mentors others in a classroom 

setting and as part of project teams in basic concepts of process improvement. Monitors the advancement and education of the Lean Six Sigma Specialist team as they progress through Lean Six Sigma Belt certification, monitors progress via a 

tollgate/milestone methodology.  Trains, mentors, and guides information discovery and offers recommendations to enable effective decision makings. Safeguards the integrity and security of institutional data. Performs other duties as 

assigned. Knowledge, Skills & AbilitiesContent KnowledgeRecognized within the broader organization as a true expert in Lean Six Sigma, High Reliability and/or process improvementProvides guidance, troubleshooting and problem solving for 

lesser experienced team membersDemonstrates consistent excellence in applying expertise across multiple projects and/or organizationsCreates new applications or approaches for and/or leads the development of reference and resource 

materials for the organizationExplains the relevant process elements and issues in relation to organizational issues and trends in sufficient detail during discussions and presentations to foster a greater understanding among internal and 

external colleagues and constituentsFacilitation SkillsShares knowledge, teaches, trains and mentors othersLeads training and contributes material as a content expert Facilitates sensitive conversations and/or complex, interdepartmental 

committees or projectsTrains others in classroom setting and as a part of project teams in basic and advanced concepts of Lean Six Sigma, High Reliability and/or process improvementTechnical SkillsExpert in Excel or other super-user analytic 

toolsExpert in Visio - able to produce complex, interdependent process maps and Value Stream MapsExceptionally produce accurate statistical data analyses and able to explain technical information to non-technical staffExpert in time studies 

and data modeling in Excel or other software/platformsOrganizational SkillsDevelops and executes on multiple, advanced, complex project plans with aggressive goals and timelinesDesigns, develops and implements analytic approaches and 

technical methodologyUtilizes best practices such as Artificial Intelligence and simulationsFormally or informally mentors others on the immediate team and expanded team, as well as through training opportunitiesLeads and validates 

tollgates for projectsDemonstrates expertise in all aspects of quality managementAnalyzing and EvaluatingDissects information and explores relationships; able to categorize, examine, compare/contrast, and organize the information in a 

logical mannerIdentifies how a system design accommodates business processesAnalyzes and evaluates information to support a decision or recommendationExpertly teaches others how to eliminate waste and reduce variation of 

processesCritically examines information and makes judgements regarding risk management, feasibility and sustainabilityAnticipates and plans strategies for overcoming risks and barriersTeam Building and Relationship ManagementPrimary 

liaison in managing multiple stakeholder and departmental relationships Actively engages in meetings with external stakeholders, providing collaborative direction and inputAble to coalesce actionable insights into presentations that support 

compelling cases for change that guide organizational goals and strategy Must be able to effectively communicate with a teamCoaching/Mentoring/DevelopmentProvide input to the Lean Six Sigma Specialist and Management Engineers team 

regarding departmental goals and visionEnsures department staff are developing technical and analytic skill sets that will prepare the department to meet future needs and prioritiesTrains, coaches, and develops Health System staff, Faculty, 

LEARNING CONSULTANT 9563 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3H7 Prof Services-HR-OD&T Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

human resource management, organizational development, or related field. Three to five (3-5) years of professional experience in organizational development or training. Master's degree preferred. Job Duties  Serves as consultant in the area 

of learning and development to Human Resources in support of all University departments.Researches, designs, and develops management development training curriculum for a broad-based targeted employee population.Facilitates training 

programs.Determines project scope, designs, and delivers just-in-time training programs targeted for specific organizational needs.Conducts departmental retreats and/or team building activities.Conducts analysis on the effectiveness of 

training curriculum and facilitation and makes recommendations on future training offerings.Designs and implements metrics instruments to evaluate the effectiveness of training curriculum.Researches external learning and development 

vendor solutions and provides options and pricing for offerings to bridge curriculum gaps.Stays abreast of industry trends and practices to ensure that the latest technologies and techniques are employed to engage learners and enhance 

learner outcomes.Develops, facilitates, and continuously improves the new employee orientation process, materials, and facilitated experience.Conducts peer reviews of deliverables for instructional quality and soundness.  **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LEARNING CONSULTANT SR 9564 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H7 Prof Services-HR-OD&T Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Education, Human Resources, Public Administration, or related field or equivalent experience, and six (6) years of experience in field of assignment.  Master's degree preferred. Job Duties  Conducts needs assessments 

in partnership with OD and business leaders to develop learning objectives; determines best practice instructional strategies to best teach learning objectives.Facilitates learning and development curricula and evaluates delivery method, 

materials, and outcomes to continually improve learner experience and outcomes.Builds scalable, repeatable training courses using best-practice instructional design techniques, including facilitator guides, participant materials, assessments, 

and job aids.Evaluates innovative learning and development methods and best practices to incorporate into existing offerings as well as address unmet organizational capabilities; makes improvements to continuously improve and evolve 

curricula.Develops and facilitates customized learning workshops, retreats and team building experiences for groups.Assesses existing learning offerings and builds methods to blend learning using technology to drive user application and 

outcomes.Manages project plans to develop pilots, curriculum maps and deployment plans for new initiatives.Stays abreast of industry trends and practices to ensure that the latest technologies and techniques are employed to engage 

learners and enhance learner outcomes.Researches external learning and development vendor solutions and provides options and pricing for offerings to bridge curriculum gaps.Conducts peer reviews of deliverables for instructional quality 

and soundness.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LEARNING COORDINATOR 9567 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H7 Prof Services-HR-OD&T Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School or GED, 

and three (3) years of experience working in related field Job Duties  1.Responsible for the application of the Learning Management System, including creating and maintaining online and ILT learning activities, learning plans, closing out all 

training sessions and serving as a resource for end-users of the Learning Management System.2.Serves as the first level customer-service resource for answering ACE, Taleo, Skillsoft and general learning questions for all employees, via phone 

and ACE email box.3.Consults with clients to understand eLearning needs, and charts out learning objectives and format to deliver solutions.4.Creates eLearning using contemporary adult learning methodologies, and software publishing 

tools.5.Updates existing eLearning content based on enhanced quality standards, organizational changes, system changes/updates and end-user feedback.6.Maintains frequent and appropriate communication with management and staff 

regarding training classes and OD initiatives.7.Assists with projects and programs for Organizational Development & Training, including retreat arrangements and materials, ensuring all tasks are completed by established 

deadlines.8.Coordinates leadership development programming from end-to-end, including scheduling, ordering materials, creating participant materials, sign in sheets, audio visual equipment, required evaluation reports, etc.9.Responsible for 

inventory tracking of training materials and supplies in a timely and efficient manner.10.Supports orientation programs including new employee, new leader, and summer interns.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LEAVE ADMINISTRATION REPRESENTATIVE 9507 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 4A11 Off-Admin Supp-Leave Admin PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's Degree in 

Human Resource Management, Business Administration, or related field and three (3) to five (5) years of professional experience in one or more areas of human resource management, including at least three (3) years in assigned area. May 

consider additional years of experience in lieu of education.Job Duties1. Provides the focal point for all questions and problems relative to Family Medical leave (FMLA), State Parental Leave, Catastrophic Leave (CSL) and Military Leave (MLT) 

issues by way of verbal and written communication with supervisors, managers, and employees. As a single incumbent to this position, this focal point covers all departments within the university and the hospitals.2. Serves as a "source" of 

information and interpretation for FMLA, Parental Leave, CSL and MLT regulations and related UT Southwestern Medical Center policies and practices. Receives Requests for FMLA, Parental Leave, CSL and MLT from all departments in UT 

Southwestern Medical Center. Receives medical documentation completed by the employee's treating physician. Contacts supervisors to clarify missing, incomplete or confusing information presented as part of the request form or medical 

documentation.3. Reviews all assigned requests for FMLA, Parental Leave and CSL along with the associated medical documentation to determine if the employee's service and the specific illness combine to make the employee eligible for 

Family Medical Leave. Provide written response to the supervisor and the employee that approves or denies the employee's request.4. Reviews the assigned "return to work" notices to determine if adjustments to the leave dates are necessary 

and provide revisions by way of new designation notices to the supervisor and the employee.5. Researches questions and/or uncharacteristic situations that occur, via sources of Department of Labor literature, FMLA manuals, the Department 

of Labor phone contacts, other universities in the UT System, etc.6. Provides training for small to medium size groups of supervisors and managers on the subject of Family and Medical Leave, as necessary.**Other Duties: Performs other 

duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LEAVE ADMINISTRATION SPECIALIST 9549 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4A4 Off-Admin Supp-HR Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Human Resources Management, Business Administration, or related field and one (1) year of professional experience in human resources or related field. Must have strong proficiency in Microsoft office (Word, Excel and PowerPoint). 

Experience with HR databases, SharePoint and HRIS systems, preferred. May consider additional years of experience in lieu of education.Job Duties1. Serves as the point of contact for Leave Administration via telephone, e-mail and with on site 

visitors to research a resolve inquiries, provide guidance and/or assistance regarding leave related matters.2. Coordinates indexing of leave requests and medical certifications with the creation of employee records to assign cases for Leave 

Administration Representatives. Processes all outgoing leave mail.3. Processes all FMLA and Parental Leave exhaustion notices for appropriate closure of leave files.4. Computes employee intermittent FMLA usage from the Intermittent 

Tracking Form queue and for the transferring of sick leave to the Catastrophic Sick Leave Pool.5. Reviews FMLA requests independently and determines eligibility based on the Department of Labor regulations to process employee eligibility 

notices accordingly. Serves as backup to process leave requests for birth of child under FMLA and Parental Leave.6. Determines approvals or denials of requests for Sick Leave Donations from one employee to another.7. Approves or denies 

Leave of Absence requests from the PeopleSoft HCM Worklist for submission to the HRIS analysts for final determination and processing.8. Prepares case files for litigation, subpoena or open record requests for the Office of Legal Affairs. 

Completes and coordinates complex projects as requested by the supervisor, which may require use of various computer software applications.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

LEGAL ASSISTANT 9410 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H1A Prof Services-Legal Assist PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryProvides legal and administrative 

support to multiple attorneys in the Office of Legal Affairs, including document management, claims processing, legal correspondence, and litigation management. Experience and EducationBachelor's degree in Business Administration or a 

related field, or certification as paralegal from a recognized entity (e.g., Texas Board of Legal Specialization (or other state equivalent), National Federation of Paralegal Associations, National Association of Legal Assistants (NALA); and a 

minimum of one (1) year work experience in legal setting.Job DutiesPerforms intake and processing of all requests received from outside attorneys, in coordination with Medical Risk Management attorneys.Handles credentialing requests from 

other health care and licensing entities and accurately answers general malpractice insurance plan questions. Coordinates attorney calendars and scheduling for meetings, depositions, court appearances, and litigation deadlines.Maintains 

internal litigation hold system and coordinates gathering potentially responsive material, evidence, and information from internal and external sources.Maintains and monitors claim and litigation case files and legal correspondence.May 

provide working supervision to administrative staff to ensure smooth department workflow.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires utilization of Microsoft 365Work requires ability to communicate 

effectively with variety of professionals and non-professionals.Work requires ability to organize and prioritize work and to follow through on all projects.Work requires ability to understand legal concepts and evaluate facts related to legal 

issues.Working ConditionsWork is performed mostly in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status.

LEGAL ASSISTANT SR 9411 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3H1A Prof Services-Legal Assist PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision of 

attorney to perform duties related to legal issues or proceedings.Experience and EducationRequired: Bachelor's degree in Health Care Administration, Business Administration, or related field and a minimum of four (4) years' experience 

working in a law office, legal department, or similar setting. Paralegal certification from the Texas Board of Legal Specialization (TBS) (or other state equivalent), the National Federation of Paralegal Associations (NFPA), or the National 

Association of Legal Assistants (NALA) is strongly preferred. Preferred: Associate Nursing Degree or other relevant work experience in healthcare; degree in paralegal studies from an accredited institution.Job DutiesProvides legal support to 

attorneys and nurse risk managers in the Division of Medical Risk Management in the Office of Legal Affairs; core practice areas include patient care complaints, grievances and terminations; medical licensure and credentialing; professional 

liability and malpractice litigation; and, risk liability associated with patient care and treatment. Coordinates gathering of documents, medical records, information, and evidence concerning legal issues from a variety of internal and external 

sources. Drafts legal documents, memoranda, correspondence, affidavits, pleadings, written discovery, responses to subpoenas, etc., for review by attorneys. Responsible for maintaining legal files and recordkeeping; design, develop and 

maintain document management systems and databases; maintains and monitors electronic and hard copy files. Performs legal research and analysis of applicable laws, regulations, statues, licensing board rules, etc. Supports patient 

grievance, complaint and termination processes; coordinates with Patient Assistant Office to resolve complaints from patients who are dissatisfied with care; prepares correspondence to patients.Coordinates with attorneys and paralegals in 

the Office of General Counsel, Office of the Attorney General, and outside law firms concerning all aspects of medical malpractice lawsuits and claims against the University and its providers. Assists attorneys with University's response to 

complaints, investigations, and subpoenas from licensing bodies.Provides legal support to attorneys serving on institutional committees (e.g., prepare agendas, meeting minutes, presentation materials); perform other legal and administrative 

support functions, as assigned by attorneys and nurse risk managers. Acts as a resource for faculty, residents, and students with questions pertaining to professional liability coverage, including requirements for the purchase of additional 

limits of professional liability coverage. Communicates with University of Texas System Office of General Counsel regarding professional liability coverage issues.Independently prepares high-quality letters, memoranda and other written 

documents with minimal attorney oversight; proofreads and cite checks legal documents for attorneys. Ensures UT System Medical Malpractice Plan participants comply with mandatory risk management education; assists attorneys with 

developing and delivering educational programs.Knowledge, Skills & AbilitiesWork requires experience with spreadsheet, word-processing, and database software.Work requires ability to communicate effectively with variety of professionals 

and non-professionals.Work requires ability to organize and prioritize work and to follow through on all projects.Work requires ability to understand legal concepts and evaluate facts related to legal issues.Working ConditionsWork is 

performed mostly in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT&iquest;Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

LEGAL CONTRACT SPECIALIST 9622 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 4D2 Office-Contracts-Exempt Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Legal Contract Specialist is primarily 

responsible for supporting contracting and purchasing personnel to employ best practices in all contracting activities related to UTSW business transactions. Secondarily, the Legal Contract Specialist provides assistance with drafting, 

negotiation, modification, implementation and monitoring maintenance of contractual agreements to ensure contracting functions comply with all applicable laws, regulations, and rules. The Legal Contract Specialist works under limited 

supervision to lead projects and assist with higher level project management activities to maximize efficiency and productivity of the contracting function within the Department of Supply Chain Management.Experience and 

EducationBachelor's degree in business administration, public administration, legal administration or related field and six (6) years of experience in a legal environment or in general business with primary responsibility for reviewing, analyzing, 

drafting and negotiating contracts, finance, or public administration with emphasis on customer service. Texas CTCM certification required within eighteen (18) months of employment.Preferred Qualifications Advanced legal, finance, or 

business degree (e.g., J.D.).Job DutiesHas responsibilities performing tasks at the advanced level for the business contract services in Supply Chain Management.Assists procurement and non-procurement personnel in drafting, negotiating, and 

reviewing contracts with various suppliers, stakeholders and agencies utilizing approved templates and terms and conditions.Provides guidance, assistance, and training to procurement staff as necessary for implementation and negotiation of 

contracts.Leads the development of processes and procedures, including process improvement, for the area of expertise related to overall contract drafting and management activities.Collaborates with attorneys in the Office of Legal Affairs 

on: Contracting best practicesTraining and development of contracting competenciesEfficient use of Legal Affairs' attorneys to meet contracting prioritiesRisk assessment and mitigation strategiesRegular communication with Legal Affairs, as 

needed, to ensure contracts comply with law, protect the University, and meet business needs. Monitors status of contracts for completion; ensures contracts move through the process from intake to execution in a timely manner.Drafts 

internal and external correspondence related to contracting activities.Accurately spots issues, interprets complex contract terms and conditions, and obtains legal guidance from attorneys in the Office of Legal Affairs, as needed.Applies 

extensive knowledge of the entire contracting lifecycle to meet business needs.Provides assistance gathering information and acts as liaison with Legal Affairs when legal issues arise during the contracting process.Assists providing 

transactional documentation for program reports or as needed for institutional audits.Makes presentations and leads the development of training on behalf of Procurement.Drafts, negotiates and completes revenue generating business 

contracts and education agreements (Affiliation, Program, GME and clinical education), in coordination with Legal Affairs. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires 

clear written and oral communication skills.Work requires analytical and critical thinking skillsWork requires working knowledge of spreadsheets and word-processing software. Working ConditionsWork is performed primarily in office area.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



LEGAL CONTRACT SPECIALIST SENIOR 9623 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 4D1 Office-Contracts-Exempt Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Senior Legal Contract Specialist is 

primarily responsible for supporting contracting and purchasing personnel to employ best practices in all contracting activities related to complex, high risk and high profile UTSW business transactions. Secondarily, the position aids with 

drafting, negotiation, modification, implementation and monitoring maintenance of contractual agreements to ensure contracting functions comply with all applicable laws, regulations, and rules. The Senior Legal Contract Specialist works 

under limited supervision to lead projects and assist with higher level project management activities to maximize efficiency and productivity of the contracting function within the Department of Supply Chain Management.Experience and 

EducationBachelor's degree in business administration, public administration, legal administration, or related field and eight (8) years of experience in a legal environment or in general business with primary responsibility for reviewing, 

analyzing, drafting and negotiating contracts, finance, or public administration with emphasis on customer service. Texas CTCM certification required within eighteen (18) months of employment.Job DutiesHas responsibilities performing tasks 

at an advanced and high profile level for the business contract services in Supply Chain Management.Assists procurement personnel in drafting, negotiating, and reviewing complex, high risk, and high profile contracts with various suppliers, 

stakeholders and agencies.Provides guidance, assistance, and training to procurement staff and team members within Legal Contract Services as necessary for implementation and negotiation of contracts.Leads the development of processes 

and procedures, including process improvement, for the area of expertise related to overall contract drafting and management activities.Collaborates with attorneys in the Office of Legal Affairs on: Contracting best practices;Training and 

development of contracting competencies;Efficient use of Legal Affairs' attorneys to meet contracting priorities;Risk assessment and mitigation strategies;Regular communication with Legal Affairs, as needed, to ensure contracts comply with 

law, protect the University, and meet business needs. Monitors status of contracts for completion; ensures contracts move through the process from intake to execution in a timely manner.Drafts internal and external correspondence related 

to contracting activities.Accurately spots issues, interprets complex contract terms and conditions, and obtains legal guidance from attorneys in the Office of Legal Affairs, as needed.Applies extensive knowledge of the entire contracting 

lifecycle to meet business needs.Provides assistance gathering information and acts as liaison with Legal Affairs when legal issues arise during the contracting process.Assists providing transactional documentation for program reports or as 

needed for institutional audits.Makes presentations and leads the development of training on behalf of Procurement.Drafts, negotiates and completes revenue generating business contracts and education agreements (Affiliation, Program, 

GME and clinical education), in coordination with Legal Affairs. Other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires clear written and oral communication skills.Work requires analytical 

and critical thinking skillsWork requires working knowledge of spreadsheets and word-processing software. Working ConditionsWork is performed primarily in an office area.Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

LETTER OF AGREEMENT ADMNRT U5495 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3G4E

Prof Fee Sched-Insuran Spec 

Sr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe LOA Administrator will be 

responsible for negotiating letter of agreements for patients with non-contracted plans. The Administrator will provide support and education related to non-contracted plans and LOA expectations. EDUCATIONBachelor's Degree plus three (2) 

years' applicable work experience. Applicants without the stated degree, but with significant additional related experience may be considered. Required Certifications/Membership - within 1 year of promotion/hire.CHAA - NAHAMNAHAM - 

Associate MembershipTECHNICAL EXPERIENCEEmail Server Tool(s): 4-6 yearsMicrosoft Tools: 4-6 years Office Equipment/Fax/Copier: 4-6 yearsJOB DUTIESResponsible for managing the LOA process for patients with non-contracted plans for 

University hospitals, physicians, and clinics. Creates and reviews cost estimatesResponsible for negotiating reimbursement rates with non-contracted carriers for specific visits and episodes of care Assists in updating and managing the 

database for payer network status and LOA requirements for UTSW hospitals and clinics.Acts as a subject matter expert to the Revenue Cycle team on non-contracted plans and LOA requirements Assists in educating Revenue Cycle team 

members, leadership, and campus partners on LOA requirements and the LOA process Aids in updating the Insurance Accepted Information page on the UTSW website Responsible for tracking and reporting on LOA trends Escalates issues as 

needed Provides guidance related to policy development or policy revisions related to the non-contracted and LOA process Demonstrates ongoing competency skills, above level problem solving skills and decision-making abilities. Takes 

accountability and demonstrates technical proficiency. Articulates views clearly and directlyDemonstrates ongoing competency skills including above level problem solving skills and decision-making abilities. Ability to communicate verbally 

with all levels of Associates and management and with physicians.Provides support to the Payer Plan Manager Performs other duties as assigned.KNOWLEDGE, SKILLS AND ABILITIESHigh level computer keyboard skillsEffective oral and written 

communication skills Excellent internal and external customer service skillsAbility to work with confidential information on a daily basisEffective and efficient Problem SolvingAbility to multitaskUnderstand and follow established policies and 

proceduresStrong Analytical SkillsThe use of initiative, strong independent judgement, and resourcefulness are inherent in the jobAbility to be self-supervisingAbility to identify needs and develop policies and procedures for use within the 

department. Good general health and stress coping ability. Ability to speak and hear to allow discussions with patients, co-workers and publicWORKING CONDITIONSWork is performed primarily in an office environment. Light lifting (requires 

lifting 20 lbs., with frequent carrying of up to 20 lbs.) Possess near vision acuity for accurate reading of computer screensAny qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for 

Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion/.

LIBRARY ASSISTANT I 8072 11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 5D Technicians-Interviewer PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent, and two years of fulltime general clerical experience.     Job Duties  In Circulation Department, checks out books and audiovisual software.       May also perform higher level shelving duties and collect data for 

shelving studies.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LIBRARY ASSISTANT II 8070 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5D Technicians-Interviewer PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent, and three years of fulltime clerical experience including one year as Library Assistant I or equivalent.    Job Duties  In Circulation/ILL Department, checks out books and audiovisual materials, helps clients locate 

materials, answers directional questions and refers clients to appropriate Library Department. Maintains variety of computer files, processes overdue and temporary reserve material; locates and photocopies journal articles to be sent to other 

libraries; may also coordinate shelving operations.  In Cataloging Department, processes books and audio-visual materials, handles name and subject authority verification using OCLC and CLSL; may also edit records on CLSI or OCLC.      In 

Serials Department, checks-in serials, government documents and audio-visuals on CLSI PERLINE system, claims missing issues; may also sort library mail and pull and process materials for binding.     May provide working supervision to Library 

Assistant Is or other clerical employees of lower grade.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

LIBRARY ASSISTANT III 8069 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4A7

Off-Admin Supp-Admin Assist 

Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent, and four years of full- time general clerical and library experience including one year as a Library Assistant II or equivalent.    Job Duties  In Cataloging Department, performs complex OCLC and CLSI Systems editing, 

including for bibliographic records and authority records.      In Serials Department, performs complex editing on CLSI system, or Bindery System, verifies serial title information, reports library holdings to variety of national systems; may also 

serve as operations coordinator for Serials Department work flow, including researching problems in databases and assuring expedient journal check-in.   In Circulation/ILL Department performs most complex searching for verification of 

materials, and acts as work flow coordinator for ILL unit. May supervise stacks mainatinence operations including coordination of special projects; may coordinate library photocopy operations.    In Reference Department, answers relatively 

complex reference questions, requiring solid knowledge of many medical reference tools, retrieves information from variety of computerized databases and help clients use database; may also specialize in knowledge of History of Health 

Sciences materials and handles maintenance of files in HHS.   In Learning Resources Center, helps clients use variety of microcomputer and audio-visual software and equipment; maintains computerized databases and performs simple 

maintenance of equipment ; may pre-process audio-visual materials for Catalog Department.     In Acquisitions Department, orders journal, serial, A-V, government documents and monograph materials for library and other departments using 

library computerized systems as well as UT Southwestern on-line purchasing system.     Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

LIBRARY INFORMATION SPECIALIST 8013 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3H16 Prof Services-Other PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and no previous experience.      Job Duties  Performs reference services, including both quick reference and more complex searching.       Uses full spectrum of Library resources to answer patron queries.        Contributes to Library's 

educational activities by teaching classes, leading orientations and tours, and assisting in development of new classes.      Consults with patrons, on individual basis, in offices, labs, and specific departments; provides variety of reference, 

instructional, and computer assistance.      Serves Library patrons.        Assists patrons wishing to borrow Library materials.        Performs variety of computer related tasks including basic troubleshooting, searching of bibliographic databases, 

internet searching and evaluation of sites.      Uses various online ordering and cataloging programs to ensure that Library resources are properly purchased, received, and processed.      Collects and organizes data; generates statistical reports.        

Improves workflows.        Monitors service agreements, notifies Library staff of any changes in these agreements.       Creates, maintains, oversees local databases.  Performs other duties as assigned.         **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LIBRARY INFORMATION SPECIALIST SR 8012 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4A8

Off-Admin Supp-Admin Assist 

Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

in related field and three years library experience.     Job Duties  Performs duties independently and has primary responsibility for various Library operations and tasks.       Advises Library clients on questions in accurate manner, either by 

telephone, e-mail, or in writing, using in-depth biomedical knowledge found in Library resources.      Instructs Library clients on most efficient and effective use of Library resources.       Originates new procedures for improved public and 

technical services.       Creates workflows, improves existing processes, promotes new approaches to longstanding problems.       Provides high level of computer hardware and software support. Contributes to discussions on prospective 

purchases, prepares documentation and supporting materials.      Works with unit manager to provide general guidance and advice to unit.  This advice may include personnel, budgetary, and operational issues.      Assists in training new staff 

members by following established training plan.       May provide working supervision to staff.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

LICENSE AND CERTIFICATION SPECIALIST 9673 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4A4A Off-Admin Supp-HR Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

perform duties related to the licensing and certifications for Classified, A&P, and PRN employees.Experience and EducationBachelor's Degree and one (1) year of relevant experience.OR,High School diploma or GED and four (4) years of 

experience in one or more of the following areas: back-office operational processing, auditing, customer service, or administrative. Preferred: Prior licensing and certification experience in a healthcare setting.Job DutiesAssists with licensing, 

certifications & re-certifications for classified employees (excluding employees monitored under the Credentialing department). Ensures that classified employees maintain credentials required per the employee's job description and that they 

are set up correctly to be monitored in the HR System of record (Peoplesoft and PreCheck).Works with departments, Employee Relations Consultants, and Office of Risk Management to ensure employees are not permitted to work with 

expired credentials. This includes overseeing the removal from duty process.Ensures the accuracy and timeliness of license and certification documents. Maintains the database of applicants and licensees including essential elements of data. 

Prepares periodic reports of licensing activity, regulatory and legal actions. Assists, as needed, with Human Resources point of contact for any regulatory or accreditation audits/surveys i.e., Joint Commission. Counsels, advises, and works with 

staff, supervisors, and managers to identify and resolve personnel issues and improve workforce performance and effectiveness as it relates to ongoing license and certification monitoring.Provides guidance to staff and management regarding 

interpretation of policies and practices related to licenses and certifications.Provides various reports upon request. Assists with statistical reports. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires work ability to 

interpret policy and procedures and apply techniques/practices to work problems.Work requires effective written and verbal communication skills.Work requires utilization of Microsoft Office Suite. Work requires telephone and personal 

contact with all levels of Human Resources staff and the personnel of other Departments, to obtain or provide information or to explain or coordinate factors essential to the accurate management of human resources issues.Work requires 

strong reading/writing skills, simple to advanced arithmetic, data analysis, statistical report preparation, interpretation of policies and procedures, and the flexibility as well as the organizational skills to meet goals.Working ConditionsWork is 

performed primarily in general office area or remote.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

LICENSE AND CERTIFICATION SPECIALIST SR 9674 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 4A4 Off-Admin Supp-HR Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

perform duties related to the licensing and certifications, required per the job description, for Classified, A&P, and PRN employees.Experience and EducationBachelor's degree in Human Resources Management, Business Administration, or 

related field and three (3) years of professional experience in one or more areas of human resources.OR,High School diploma or GED and seven (7) years of experience in one or more of the following areas in a healthcare setting: licensing and 

certification, accreditation, compliance/audits.Preferred: Prior licensing and certification experience in a healthcare setting.Job DutiesManages licensing, certifications & re-certifications for classified employees (excluding employees monitored 

under the Credentialing department). Ensures that classified employees maintain credentials required per the employee's job description and that they are set up correctly to be monitored in the HR System of record (Peoplesoft and 

PreCheck).Works with departments, Employee Relations Consultants, and Office of Risk Management to ensure employees are not permitted to work with expired credentials. This includes overseeing the removal from duty process.Ensures 

the accuracy and timeliness of renewal for license and certification documents. Maintains the database of applicants and licenses including essential elements of data. Prepares periodic reports of licensing activity, regulatory and legal actions. 

Serves as Human Resources point of contact for any regulatory or accreditation audits/surveys i.e., Joint Commission. Organizes HR response to requests for HR employees' records (current job description, job required credentials, 

performance appraisals, competencies) related to regulatory compliance or surveys.Counsels, advises, and works with staff, supervisors, and managers to identify and resolve personnel issues and improve workforce performance and 

effectiveness as it relates to ongoing license and certification monitoring.Provides guidance to staff and management regarding interpretation of policies and practices related to licenses and certifications.Provides various reports upon request. 

Assists with statistical reports. Assists in ensuring accuracy of information. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires work ability to interpret policy and procedures and apply techniques/practices to work 

problems.Work requires effective written and verbal communication skills.Work requires utilization of Microsoft Office Suite. Work requires telephone and personal contact with all levels of Human Resources staff and the personnel of other 

Departments, to obtain or provide information or to explain or coordinate factors essential to the accurate management of human resources issues.Work requires strong reading/writing skills, simple to advanced arithmetic, data analysis, 

statistical report preparation, interpretation of policies and procedures, and the flexibility as well as the organizational skills to meet goals. Working ConditionsWork is performed primarily in general office area or remote. Any qualifications to 

be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

LIEUTENANT 6319 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Required1.At the 

time the promotional process is undertaken, applicant must have accrued a minimum of 90 credit hours from an accredited institution of higher education.  Possess an Intermediate Certification from the Texas Commission on Law 

Enforcement Officer Standards and Education.  Must hold Peace Officer Commission, University of Texas System.  Must possess a valid Texas driver's license not subject to suspension and must be eligible to drive a University of Texas owned or 

leased vehicle.  Must successfully complete minimum six (6) month probationary review period immediately following date of promotion.  Must successfully pass an approved promotional process administered by the Director of Police, or 

designee.2.  At the time the promotional examination is taken, applicant must be currently serving as a UTSP sergeant who has completed probation (following promotion) successfully and either five years' UTSP experience or three years' 

UTSP service and two years' in another full service law enforcement agency as a full time commissioned peace officer.3.  All offers of employment are contingent upon a verified negative drug screen.PreferredPossess Advanced and Instructor 

Certification from the Texas Commission on Law Enforcement Officer Standards and Education at the time the promotional examination is taken; possess a Bachelor's degree.Six years' experience as a commissioned police officer, which 

includes at least three years of experience as a University of Texas Police Officer and no less than two years¿ experience in the next lower rank. Job Duties  1.  Plans, organizes, assigns, and supervises departmental activities including the 

enforcement of criminal law, Rules and Regulations of Board of Regents, and Policies of the Office of the Director of Police.2.  Supervises the conduct of subordinates.  Checks performance, appearance, and conduct of subordinates.3.  Provides 

guidance and direction to staff on policies, procedures, and rules and regulations.4.  Receives and relays directives, assignments, and special orders to subordinates.5.  Makes evaluations and analyses concerning accomplishments of 

department goals and objectives. Observes and evaluates departmental operations for efficiency and effectiveness.6.  Prepares and revises various reports and makes recommendations.7.  Performs line inspections.8.  Develops and 

administers training programs.10.  Conducts investigations, writes reports, and recommends appropriate actions.11.  May be required to perform direct law enforcement activities, including preventing or suppressing crime and making 

arrests.12.  Serves as an Incident Commander as required.13.  Confers with University administrators, faculty, staff and students; and other law enforcement, court and governmental officials on matters of mutual interest.14.  Prepares work 

schedules and assigns overtime; approves the use of vacation leave.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

LIEUTENANT 6319PD 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H14 Prof Services-Intl Staff Svcs CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Required1.At the 

time the promotional process is undertaken, applicant must have accrued a minimum of 90 credit hours from an accredited institution of higher education.  Possess an Intermediate Certification from the Texas Commission on Law 

Enforcement Officer Standards and Education.  Must hold Peace Officer Commission, University of Texas System.  Must possess a valid Texas driver's license not subject to suspension and must be eligible to drive a University of Texas owned or 

leased vehicle.  Must successfully complete minimum six (6) month probationary review period immediately following date of promotion.  Must successfully pass an approved promotional process administered by the Director of Police, or 

designee.2.  At the time the promotional examination is taken, applicant must be currently serving as a UTSP sergeant who has completed probation (following promotion) successfully and either five years' UTSP experience or three years' 

UTSP service and two years' in another full service law enforcement agency as a full time commissioned peace officer.3.  All offers of employment are contingent upon a verified negative drug screen.PreferredPossess Advanced and Instructor 

Certification from the Texas Commission on Law Enforcement Officer Standards and Education at the time the promotional examination is taken; possess a Bachelor's degree.Six years' experience as a commissioned police officer, which 

includes at least three years of experience as a University of Texas Police Officer and no less than two years¿ experience in the next lower rank. Job Duties  1.  Plans, organizes, assigns, and supervises departmental activities including the 

enforcement of criminal law, Rules and Regulations of Board of Regents, and Policies of the Office of the Director of Police.2.  Supervises the conduct of subordinates.  Checks performance, appearance, and conduct of subordinates.3.  Provides 

guidance and direction to staff on policies, procedures, and rules and regulations.4.  Receives and relays directives, assignments, and special orders to subordinates.5.  Makes evaluations and analyses concerning accomplishments of 

department goals and objectives. Observes and evaluates departmental operations for efficiency and effectiveness.6.  Prepares and revises various reports and makes recommendations.7.  Performs line inspections.8.  Develops and 

administers training programs.9.  Investigates circumstances surrounding violations of laws and University regulations and policies.10.  Conducts investigations, writes reports, and recommends appropriate actions.11.  May be required to 

perform direct law enforcement activities, including preventing or suppressing crime and making arrests.12.  Serves as an Incident Commander as required.13.  Confers with University administrators, faculty, staff and students; and other law 

enforcement, court and governmental officials on matters of mutual interest.14.  Prepares work schedules and assigns overtime; approves the use of vacation leave.  **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LOCKSMITH 5368 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school or vocational school and three (3) years experience as journeyman locksmith in a commercial, institution or healthcare setting. TX State Locksmith License preferred, not requiredJob DutiesAssists in preparing plans and specifications for 

lock security systems, coordinating with departments concerned in determining kinds of controls required for security purposes and monitors transition from former key system to new one.Maintains established key control systems, making 

changes when necessary either by issuing new keys or recoding locks.Makes keys for padlocks, doors, cabinets, lockers, and desks selecting blanks, cutting and fitting keys locks.Unlocks locks when keys are lost or stolen. Repairs and renovates 

locks on periodic basis or as needed.Installs, maintains, adjusts, services and resets all types of locks and locking equipment. Adjusts and installs door closures and hinges.Builds key tree systems for various renovations and projects.Develops 

new master systems as needed for security purposes.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

LOCKSMITH SR 5365 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school or vocational school and five (5) years experience as a Locksmith in a commercial, institution, or healthcare setting. TX state locksmith license preferred, not required.Job Duties1. Performs journeyman level work maintaining electronic 

hardware by installing, repairing, and troubleshooting panic/exit devices of all kinds.2. Maintains established key control system as makes changes when necessary by issuing keys or recoding locks.3. Maintains electronic hardware such as 

lever sets, panic hardware and keypads.4. Accesses safes without combinations, changes combinations, and repairs safes.5. In the supervisor's absence, takes the lead and responsibility of the Key Shop.**Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LOGISTICS COORDINATOR 4009 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5H1 Aux Supp Services-Logistics PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

provide logistics support to the clinics and department with facilities service requests, inventory management, vendor management and common areas support.Experience and EducationAssociate's Degree and 2 years of experience in a 

hospital or multi-hospital system supply chain management, with a strong background in a clinical setting. Requires valid Texas driver's license, possession/maintenance of acceptable UT System driver rating. Will consider experience in lieu of 

education.Job DutiesUtilizes internal asset management systems effectively to facilitate achievement of performance objectives, as well as reporting lost and missing assets. Coordinating reporting with Accounting when necessary.Assists in 

the daily coordination of workflow between nursing, therapy, administration, and support services.Assists in maintaining asset database, including acquisitions, maintenance management, service calls, and transfers of all equipment.Evaluates 

assets and equipment to assist in developing, monitoring, and maintaining PAR level standards for items needed.Assists clinical and support staff with locations of current items and location of missing items.Works with biomed routine 

maintenance, repair, and installation of new and existing equipment.Assists with data collection and analysis, facilitating resolution of issues between all systems and parties - Asset Management, Accounting and Decision Support.Coordinates 

the distribution of new and existing equipment.Assists with reduction of rental rates with assistance to department for location of current unused assets/equipment.Assists program manager with data for tracking, replacement business plan, 

and service for immovable assets and update the department asset database.Manages installation, repairs, and maintenance of department facilities, including submission of service requests, contacting vendors, scheduling & coordinating 

times.Primary department contact for support services, such as cafeteria, vending machines, valet, facilities, telecom, clinic support services, and housekeeping.Ensures facilities meet standards and codes. Manages service requests necessary 

to address any issues. Assists during monthly QA activities, such as crash cart reviews, biomed compliance, pacemaker documentation and badge distribution.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of 

desktop computer terminal, multi-line telephone, copiers, fax machines and other related office equipment.Work require ability to speak and hear, to allow discussions with peers.Work requires near vision acuity for accurate reading.Work 

requires using ERP Systems, Microsoft Outlook, Excel, Word and Internet.Work requires knowledge of all UT System Rules and Regulations and state and federal laws pertaining to surplus property.Work requires accuracy in maintenance of 

inventory, shipping, and receiving records. Work requires telephone and personal contact with various levels of internal and external personnel and organizations.Work requires ability to effectively interpret and apply organizational policies, 

procedures, and systems.Work requires good interpersonal, organizational, and analytical skills.Work requires ability to communicate clearly.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. 

Walking, standing, bending, turning and stooping. Must be physically able to lift boxes of supplies and be able to place on shelves and/or carts.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.



LOGISTICS COORDINATOR - ASSETS U2004 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5H1A

Aux Supp Svcs-Logistics 

Coord PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Minimum Bachelors 

Degree preferred, additional experience in lieu of degree will be considered. Minimum of 1 to 3 years experience in a hospital or multi-hospital system supply chain management, with a strong background in a clinical setting.  Minimum of 1 

year experience in management. Job Duties  1. Utilize asset management systems effectively to facilitate achievement of performance objectives, as well as reporting lost and missing assets.  Coordinating reporting with Accounting when 

necessary.2. Assist in the daily coordination of workflow between nursing and support service.3. Assist in maintaining asset database, including : acquisitions, maintenance management, service calls, transfers, and valuations of all 

equipment.4. Evaluation of assets and  equipment to assist in developing, monitoring, and maintaining PAR level standards for items needed.5. Assist clinical and support staff with locations of current items and location of missing items.6. 

Assist Bio-Med in reports for routine maintenance, repair and installation of new and existing equipment.7. Assist with data collection and analysis, facilitating resolution of issues between all systems and parties - Asset Management, 

Accounting and Decision Support.8. Coordinates the distribution of new and existing equipment.9. Assist with reduction of rental rates with assistance to department for location of current unused assets/equipment.10. Assist logistics 

manager with data for tracking, replacement business plan, and service for immovable assets and update the asset database.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

LOGISTICS COORDINATOR - TRANSPORT U2005 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5H1A

Aux Supp Svcs-Logistics 

Coord PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum Bachelor's 

Degree preferred. Additional experience in lieu of degree will be considered. Minimum of 3 to 5 years' experience in a hospital or multi-hospital system supply chain management, with a strong background in a clinical setting. Minimum of 1 

year of experience in a lead role.Valid Texas Driver's LicenseJob Duties1.  Utilization of the asset and bed management systems effectively for tracking patients, transport staff, patient transfers, room turnover, EVS cleaning scheduled, and 

times, etc.2.  Assist in the daily coordination of workflow between nursing and support services (room cleaning, equipment cleaning/deployment, telemetry monitoring equipment/cables, oxygen, wheelchairs, etc.).3. Demonstrate consistent 

improvements in performance metrics, providing daily, weekly, and monthly reports to facilitate daily operations and identify improvement opportunities4.  Coordinate with laboratory and departments for tracking and delivery of all 

specimens, supplies, equipment, etc.5.  Coordinate with Logistics Coordinator -assets for patient transfers, discharges, and admissions for room set up and equipment distribution. Included but not limited to telemetry and telemetry cables, 

oxygen equipment, wheelchairs, etc.6. Coordinate with laboratory and departments for tracking and delivery of all specimens.7.  Assist the logistics manager with data for a monthly reconciliation with metrics recalled via the asset 

management system.8.  Evaluation of assets and equipment to assist in developing, monitoring, and maintaining PAR level standards for items needed for transport equipment.9.  Assures patients/specimens/supplies/equipment arrive at 

correct location consistently achieving correlated performance metrics.10.  Assures availability of effectively trained transportation team members as necessary to accomplish performance objectives.11. Performs other duties as 

assigned.Work requires effective communication skills Work requires accurate computer skills Work requires the use of multi-line telephones, copiers, fax machines and other related office equipment. Work requires near vision acuity for 

accurate reading. Work requires physical ability to lift boxes and place in carts and shelves.KNOWLEDGE, SKILLS, & ABILITIESWORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, 

bending, turning, lifting and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-

sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

LOGISTICS LEAD U9680 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5H1 Aux Supp Services-Logistics PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  -  High School 

Diploma- Minimum of one (1) year experience in Logistics and One (1) to Two (2) years Leadership experience Job Duties  Leads the day to day frontline operation for asset monitoring, tracking and replenishment for hospital units.Completes 

departmental task such as, but not limited to, payroll, employee appreciation events, disciplinary action, organizing schedules and other related tasks.First line of contact for all issues regarding timeliness of asset allocation and patient safety 

concerns with hospital assets.Flexible with offering leading frontline operations of other departments as needed depending on hospital capacity needs.Participates in selected steering committees when frontline input is requested for various 

hospital improvement initiatives.Assists in maintaining adequate records and metrics on external vender performance and service against preset milestones.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

LOGISTICS TECHN U9341 T12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 5H1 Aux Supp Services-Logistics SKILL HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationOn the Job Training. 

Experience in a commercial food service operation preferred. High School DiplomaJob DutiesCompletes and maintains all job performance requirements and standards as outlined by UT Southwestern and Department policies.Provides 

outstanding Customer Service by following the ICARES Behaviours.Performs a variety of semi-skilled and skilled work in the logistics departmentResponsible for assembling, tracking, and restocking specialized equipmentDelivers and picks up 

dirty tray carts on each floor according to established policies and proceduresDelivers patient trays in accordance with the 45 minute set standard for Room Service.Participates in breaking down trayline and dishroom cleaning as outlined in 

time and duties. Collects, processes, and disposes, performs proper warewashingDepartment Goal of 95 on Press Ganey attained. (79 and below =1, 80-89=2, 90 and above=3).Participates and completes all mandatory UT and Sodexo training 

(MyLearning, FOSS, ICARE, Walk the Talk, Food Safety, physical safety, TOPS, etc.)Promptly alerts supervisor immediately of any issues with patients, equipment, or food. Follows up to ensure patient issue was resolved to patient 

satisfaction.Assist in the maintenance and cleaning of food delivery carts and equipment for Room Service. Ensure Cart Cleaning Log is initialed. Alerts management of any issues.Assures patient safety by adhering to the two patient ID method 

of verifying the MRN# and the patient's name on the medical ID bracelet. Verbally verifies patient name with patient and alerts nursing of insulin trays, diet office, and supervisor on duty if potential issues arise or the information does not 

correspond. Employee ensures they carry a spectraphone.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects 

research participants; c) Regularly maintaining, modifying, releasing, or similarly affecting patient records (including patient financial records); or 3) Regularly maintaining, modifying, releasing, or similarly affecting human-subjects research 

records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MAGNETIC RESONANCE IMAGING TECHNOLOGIST 1161 RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B11 Prof Technologist-MRI ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAmerican Registry of 

Radiologic Technologists - ARRT (MR) or American Registry of Magnetic Resonance Imaging Technologists (ARMRIT). Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) 

by first day of employment is required. Two years of MRI experience is preferred. Job DutiesReview physician orders for accuracy, diagnosis, sedation, and applicability to the MRI protocol. Screen patients for MRI appropriateness and review 

any contraindications for exams including implants, metallic devices, or other foreign objects, which would prohibit or modify the MRI exam. Discuss findings with the physicist and radiologist as applicable. If modification of a MRI protocol is 

necessary consult with radiologist to determine appropriate sequences, parameters, etc. Document changes as appropriate in electronic health record. Ensure other resources such as nursing have been schedule accordingly.Interviews patient 

(two patient identifier), conducts patient screening and obtains medical history pertaining to procedure's clinical criteria. Explains procedure and instructs patient on necessary requirements needed to provide diagnostic images. Answers 

questions/screening concerning procedures and IV contrast for relevant exams. Assists the physician as needed in performing procedures. Ensures that images and records are properly completed with patient identification data and 

appropriate labeling. Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria. Completes exam charges and image documentation in a timely manner. Administers 

intravenous injections of contrast material as appropriate, observes patients for adverse reactions. Performs MRI ensuring that patient meets safety requirements to MRI contraindications. Assist patient in dressing for exam and attends to 

patient's physical well-being while transporting to and from exam room and positioning for exam. Instructs/communicates with patient and/or patient's family (as appropriate) regarding the tests to be performed and evaluates the patient's 

ability to tolerate.Performs QC testing and reports problems with MRI systems and workstations to the service engineer/biomed, with additional correspondence sent to the physicist and imaging leadership.Maintains various data sets (ex. 

Baseline scans, 12 month scans, 24 month scans) and archives. Performs data calculations, scoring and statistical analyses while following established QC standards for digital images. Participates in accreditation imaging 

requirements.Performs post processing on MRI systems and remote workstations. May include, but not limited to, MIPing, MPR, 3-D rendering, qualitative and color mapping for breast imaging, ADC mapping and color mapping of diffusion 

scans, cardiac analysis to assess cardiac function including ejection fractions and wall thickness, spectroscopy analysis, and calculation of T1 and T2 values. Must be able to lift 40-50lbs. Responds to inquiries/calls/emails in a timely and 

professional manner. Communicates shift hand off regarding workflow issues with equipment or pending exams with oncoming staff. Engages in equitable distribution of departmental workloads. Actively participates in providing orientation 

and training for new hires and students ensuring that procedures are performed according to set standards. Functions in the department as a part of an interdisciplinary team, and collaborates in the care and service delivery process of patient 

care through effective communication with other service lines. Prioritizes exams with scheduling exams to ensure smooth workflow, minimize wait times and address stat and urgent requests. Adheres to hospital policies, regulatory 

compliance, new yearly metrics/department goals, patient satisfaction, and fiscally responsible with regards to equipment, supplies scheduling, overtime, etc. Maintains patient confidentiality and ensures that all processes and procedures are 

maintained to secure and protect all workstations in all work areas.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for human-subjects research participants; b) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, 

procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT 

standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to 

build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in clinic or laboratory area with exposure to disagreeable elements or hazardous equipment, such as 

exposure to X-ray radiation, respiratory infection from patients, etcUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MAGNETIC RESONANCE IMAGING TECHNOLOGIST U1161 RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B11 Prof Technologist-MRI ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAmerican Registry of 

Radiologic Technologists - ARRT (MR) or American Registry of Magnetic Resonance Imaging Technologists (ARMRIT). Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) 

by first day of employment is required. Two years of MRI experience is preferred. Job DutiesReview physician orders for accuracy, diagnosis, sedation, and applicability to the MRI protocol. Screen patients for MRI appropriateness and review 

any contraindications for exams including implants, metallic devices, or other foreign objects, which would prohibit or modify the MRI exam. Discuss findings with the physicist and radiologist as applicable. If modification of a MRI protocol is 

necessary consult with radiologist to determine appropriate sequences, parameters, etc. Document changes as appropriate in electronic health record. Ensure other resources such as nursing have been schedule accordingly.Interviews patient 

(two patient identifier), conducts patient screening and obtains medical history pertaining to procedure's clinical criteria. Explains procedure and instructs patient on necessary requirements needed to provide diagnostic images. Answers 

questions/screening concerning procedures and IV contrast for relevant exams. Assists the physician as needed in performing procedures. Ensures that images and records are properly completed with patient identification data and 

appropriate labeling. Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria. Completes exam charges and image documentation in a timely manner. Administers 

intravenous injections of contrast material as appropriate, observes patients for adverse reactions. Performs MRI ensuring that patient meets safety requirements to MRI contraindications. Assist patient in dressing for exam and attends to 

patient's physical well-being while transporting to and from exam room and positioning for exam. Instructs/communicates with patient and/or patient's family (as appropriate) regarding the tests to be performed and evaluates the patient's 

ability to tolerate.Performs QC testing and reports problems with MRI systems and workstations to the service engineer/biomed, with additional correspondence sent to the physicist and imaging leadership.Maintains various data sets (ex. 

Baseline scans, 12 month scans, 24 month scans) and archives. Performs data calculations, scoring and statistical analyses while following established QC standards for digital images. Participates in accreditation imaging 

requirements.Performs post processing on MRI systems and remote workstations. May include, but not limited to, MIPing, MPR, 3-D rendering, qualitative and color mapping for breast imaging, ADC mapping and color mapping of diffusion 

scans, cardiac analysis to assess cardiac function including ejection fractions and wall thickness, spectroscopy analysis, and calculation of T1 and T2 values. Must be able to lift 40-50lbs. Responds to inquiries/calls/emails in a timely and 

professional manner. Communicates shift hand off regarding workflow issues with equipment or pending exams with oncoming staff. Engages in equitable distribution of departmental workloads. Actively participates in providing orientation 

and training for new hires and students ensuring that procedures are performed according to set standards. Functions in the department as a part of an interdisciplinary team, and collaborates in the care and service delivery process of patient 

care through effective communication with other service lines. Prioritizes exams with scheduling exams to ensure smooth workflow, minimize wait times and address stat and urgent requests. Adheres to hospital policies, regulatory 

compliance, new yearly metrics/department goals, patient satisfaction, and fiscally responsible with regards to equipment, supplies scheduling, overtime, etc. Maintains patient confidentiality and ensures that all processes and procedures are 

maintained to secure and protect all workstations in all work areas.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for human-subjects research participants; b) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, 

procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT 

standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to 

build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MAGNETOENCEPHALOGRAPHY TECHNICIAN 9837 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5E22 Medical Technician-NeuroDx ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

perform basic standard Magnetoencephalography (MEG) procedures.Experience and EducationAssociate's degree or higher. Prior experience with patients or research subjects or prior administrative experience and/or administrative manager 

experience is strongly preferred. Current BCLS. Certified (or eligible for certification) by American Board of Registered Electroneurodiagnostic Technologists in EEG and/or Evoked potentials. May consider additional years of experience in lieu of 

education.Job DutiesMEG Equipment SpecificPerforms quality control on assigned equipment and reports issues in a timely fashion.Checks equipment and accessories to ensure proper working order prior to exams, performs troubleshooting if 

not operating, and notifies appropriate personnel for repairs.Assists with scheduling and coordinating exams as appropriate to ensure smooth work flow.Responds to scheduling inquiries/calls from researchersEnsures clinical and research 

schedules are updated to avoid double bookingPerforms supply inventory and orders supplies as neededMaintains list of supplies used per clinical case and study in order to provide cost estimate of disposable supplies per case. Investigates 

and finds supplies to fit needsCommunicates supply changes/needs to contractors (i.e. Linens company)Monitors and trains students and/or researchers in all areas of current competencies.Stays abreast of the latest developments, 

advancements, and trends in the field of MEG by attending seminars/workshops, reading professional journals, and maintaining certification. Integrates knowledge gained into current work practices. Patient and Research Subject Interaction: 

Communicates with patients/subjects clearly and in a professional manner.Ensures proper patient/subject preparation, verifies screening protocols, and answers questions. Evaluates patient/subject history and symptoms for the procedures 

clinical criteria.Assist patient/subject in dressing for exam and attends to patients physical well-being while transporting to and from exam room and table, and positioning for exam.Instructs/communicates with patient/subject and/or 

patients/subjects family (as appropriate) regarding the tests to be performed and assesses the patient's/subject's ability to tolerate exam.Exam Performance for Clinical and Research studies:Performs standard and complex MEG procedures, 

utilizing routine and research protocols. Ensures that scans and records are properly completed with patient/subject identification data and appropriate labeling.Utilizes technical knowledge and skills to perform procedures accurately and in a 

timely manner in accordance with age specific criteria.Clinical Specific:Abstracts relevant information from patient's clinical record and questions patient for additional information Verifies the requisition/chart for valid written order, priority 

date, ordering comments, physicians notes, precautions and patient consent forms. Observes and notes clinical phenomena occurring during patient's/subject's procedureCompletes exam charges and documentation and forwards to physician 

in a timely ResearchVerifies research protocol with study team, and ensures consent is completeAssists the MEG Scientist as needed in performing additional imaging procedures.Participates in various accreditation processes as 

directed.General Job Responsibilities:Attends departmental and facility meetings/classes (minimum 90% attendance).Performs pertinent duties in the best interest of patients, personnel and the facility as assigned.Adheres to departmental 

time, attendance and tardiness guidelines.Wears employee ID and follows dress code policy.As appropriate, may assume supervisory responsibilities in the absence of the designated supervisor.Identifies ways to improve work processes and 

improve customer satisfaction.Participates in all regulatory compliance activities.Performs other duties as needed.Knowledge, Skills & AbilitiesKnowledge of basic functional operation and principles of MEG and EEG equipment.Knowledge of 

medical terminology.Interpersonal/human relation skills.Ability to analyze and interpret data and prepare reports.Ability to maintain confidentiality.Ability to organize/prioritize duties.Ability to navigate electronic medical records.Working 

ConditionsWork is performed primarily in laboratory area with exposure to blood or blood products, other body fluids and some hazardous chemicals, collodion, and acetone.UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, 

color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

MAGNETOENCEPHALOGRAPHY TECHNOLOGIST SR 9827 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 3B11 Prof Technologist-MRI ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryPerforms standard and complex MEG 

procedures with a higher than average quality skillset as judged by supervisor and faculty.Experience and EducationAssociate's degree and four (4) years' experience as a registered EEG Technologist (R EEG T. and/or R EP T. credential within the 

first two years in the position. At least one year experience as a MEG technologist. The Sr. MEG technologist will be expected to obtain their MEG technologist certification (CMEG) from ABRET within 1 year of hire. May consider additional 

years of experience in lieu of education.Job DutiesPre-MEG Exam Functions: Screens patients and obtains and documents pertinent medical history from patients and referring facilities. Demonstrates knowledge of neuroanatomy, physiology, 

basic electronics, electrical safety, instrumentation, pattern recognition, and various medical and pharmacological conditions that may influence MEG procedures. Reviews informed consent form with patients and families. Reviews patient 

orders and medical records for pre-exam preparation. Conducts reminder calls to scheduled patients and educates them on procedural expectations. Competent selection and co-registration of MRI prior to MEG Exam. MEG Exam Funcions: 

Determination of the best EEG application method for the patient. Proficent in EEG, coil, and additional electrode application methods. Instructs, prepares and monitors patients through MEG procedures.by demonstrating independence in 

advanced spontaneous and evoked MEG recordings. Proper identification of artifacts and issues during the exam with quick resolution to the problem. Efficient identification of clinical events related to patient care and ability to take 

appropriate action during an emergency situation while ensuring safety to the patient and staff. Post-MEG Exam Functions:Processes collected Data for preparation of physiciain review. Reviews, edits and provides technical descriptions of all 

MEG related procedures and prepares detailed factual reports of all procedures. Demonstrates the ability to access, navigate, and document in multiple software applications (Microsoft Office suites, Remote Citrix, Epic, Peoplesoft). Uploads 

diagnostic MEG images to patient electronic medical records. Co-registers Magnetic Resonance Imaging (MRI) images and uses current software to make DICOM images. Initiates and manages any changes to workflow or reporting with Epic, 

Peoplesoft, and PACs teams. Attend patient care planning meetings to present this information, either in person or virtually.Demonstrates independence in performing advanced spontaneous and evoked MEG data analysis. Compiles 

processed data in a draft report for physician and scientist review.Additional MEG Clinic Functions: Responsible for daily MEG system upkeep procedures. Ensures medical gases are ordered and refilled. Performs system checks, troubleshoots 

equipment problems, and reports problems to appropriate personnel. Maintains and sets up peripheral MEG equipment. Is the primary contact for equipment vendors when communicating issues or purchasing. Acts as a resource for the 

department in evaluating new equipment, ordering supplies, assessing effectiveness of current policy and standard of care. Provides input to the MEG director, department manager and others regarding quality and patient care issues as 

needed.Assists with the coordination of patient flow with regards to scheduling arrangements, readouts, and additional pending procedures that coincide with the MEG. Functions as a point person for the Epilepsy Coordinator, Nurse 

Practioners, ordering providers and interpreting physicians. Actively assists department leadership in continuous process improvement which includes audits of charges/billing reconciliation, ensuring that research studies and clinical studies 

are properly coded to for correct billing, record review, staff orientation and training, staff development and successful monitoring and documentation of employee competencies. Works with other department leaders and care team members 

on projects related to MEG as assigned by manager, including community events, accreditation activities, nursing and other care team coordination, improvement of coordination of care, training and learning initiatives.Participates in startup 

meetings for new protocols. Designs or assists researchers with design of technical setup for new protocols. Trains researchers to set-up and acquire MEG for studies, and assists researchers with analysis and data transfer.Supervises, 

evaluates, trains, and mentors MEG technicians and MEG technologists in every day functions. Orients new staff and students to work areas. Collaborates with other hospital employees to create an environment that is conducive to retention 

of qualified personnel. Educates Resident Physician and Fellows on MEG as requested by faculty. Performs additional and advanced MEG Procedures as instructed. Expands knowledge by participation in research projects, conferences, in-

services, and independent study.The MEG technologist may be asked to help provide tours, demonstrate the new technology, or speak to various departments about the technology. They will interface with internal personnel as well as donors 

and outside universities.Performs routine database checks and prunes, clips and archives files as needed according to department policy. Communicates computational and storage needs with neuroimaging systems engineer.Provides feedback 

on charge reconciliation as requested by managementPerforms other duties as assigned.Knowledge, Skills & AbilitiesKnowledge of functional operation and principles of MEG and EEG equipment.Knowledge of medical 

terminology.Interpersonal/human relation skills.Ability to analyze and interpret data and prepare reports.Ability to maintain confidentiality.Ability to organize/prioritize duties.Ability to navigate electronic medical records.Working 

ConditionsWork is performed primarily in laboratory area with exposure to blood or blood products, other body fluids and some hazardous chemicals, collodion, and acetone.UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, 

MAINTENANCE FOREMAN 5145 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 6C1

Maintenance/Craft-

MaintForeman SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school, vocational school or GED, Five (5) years skilled or journeyman level experience in assigned area including five (5) years experience in supervisory position. Must possess valid State of Texas Driver's License. Job DutiesAssists assigned 

crew members in resolving work related problems and questions.Confers with personnel, such as management, engineering, quality control, customers, and co-workers to coordinate work activities and resolve problems.Examines objects, 

system, or facilities such as HVAC or utility systems and analyzes information, to determine installation, service, or repair needed.Recommends or initiates personnel actions, such as employment, performance evaluations, promotions, 

transfers, discharges, and disciplinary measures.Requisitions materials and supplies, such as tools, equipment, and replacement parts for work activities.Trains workers in methods, procedures, and use of equipment and work aids, such as 

drawings, hand tools, and test equipment.Ensures quality and quantity of work performed by assigned crew is appropriate.Ensures client is satisfied with work.Performs work of crew members, when necessary.Assumes duties of supervisor in 

his/her absence according to supervisor's instructions.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MAINTENANCE WORKER 5289 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 6E1 Mainten/Craft-Semi-Skill Mid SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum 8th grade 

education. Two years experience in performing variety of semi-skilled maintenance and repair work preferred. Basic knowledge of use and safety with hand tools and power. Must have and maintain a State of Texas driver's license.Job 

DutiesInstalls and/or repairs locks, door closures and window shades.Performs rough painting, concrete laying and patch plastering.Assists plumbers by unstopping sinks, commodes, hand basins and sewer lines.Performs semi-skilled tasks in 

construction, repair and maintenance of wooden structures and articles.Makes minor repairs and adjustments to electrical equipment and appliances.Assists with the replacement of belts, filters, couplings, gaskets, pulleys, bearings and 

motors on a variety of mechanical equipment utilizing the tools of the trade.Assists with the repairs and/or replacement of valves, fittings, pipes, controls, heat exchangers and associated components of steam, chill water and hot water 

systems.Makes minor adjustments to equipment such as belt and pulley alignments, coupling alignments and ensuring that mechanical areas are kept clean and tidy.Monitors and maintains equipment daily while performing general 

maintenance tasks such as corrosion control and painting.Assists other shops with clean-ups and general support as needed.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MAMMOGRAPHY TECHNOLOGIST 1114 RA2 $49,821.00 $79,231.00 $105,033.00 $4,151.75 $6,602.58 $8,752.75 $191.62 $304.73 $403.97 $23.95 $38.09 $50.50 N 3B9

Prof Technologist-

Mammography ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates degree in 

radiologic technology. American Registry of Radiologic Technologist  ARRT (R)Medical Radiologic Technologist (MRT) by Texas Department of State Health Services (TDSHS)BLS Accredited by the American Heart Association for HealthcareTwo (2) 

years experience in mammography preferred; clinical training at UTSW may be considered as experience. ARRT mammography registry highly desired. Job Duties  I.General Job Responsibilities:Maintains work area in a clean and orderly 

condition and ensures that it is properly supplied for procedures.Demonstrates conscious effort to be good stewards of hospital resources to ensure facility financial goals are met.Checks equipment and accessories to ensure proper working 

order and notifies appropriate personnel for repairs.Responds to inquiries/calls regarding procedures in a timely manner. Communicates problems on shift with equipment or pending exams with appropriate staff.Engages in equitable 

distribution of departmental workloads.Participates in a learning experience with new employees and students.Assists with scheduling and coordinating exams as appropriate to ensure smooth work flow.Performs quality control on assigned 

equipment and reports issues timely.Attends departmental and facility meetings/classes (minimum 90% attendance).Completes required courses/modules on time.Performs pertinent duties in the best interest of patients, personnel and the 

facility as assigned.Adheres to departmental time, attendance and tardiness guidelines.Wears employee ID and follows dress code policy.As appropriate, may assume supervisory responsibilities in the absence of the designated 

supervisor.Participates in all regulatory compliance activities.2.  Patient Interaction:Verifies the patients identification using the forms of ID as outlined in the hospital policies.Communicates with patients clearly and in a professional 

manner.Ensures proper patient preparation, verifies screening protocols, and answers questions.  Evaluates patients history and symptoms for the procedures clinical criteria.Assist patient in dressing for exam and attends to patients physical 

well-being while transporting to and from exam room and table, and positioning for exam.Instructs/communicates with patient and/or patients family (as appropriate) regarding the tests to be performed and assesses the patients ability to 

tolerate exam.Must demonstrate and maintain current knowledge, continued education and skills to provide appropriate care for the following age groups (specific to department):  newborn, pediatric, young adult, adult and geriatric.3.Exam 

Performance:Verifies the requisition/chart for valid written order, priority date, ordering comments, physicians notes, precautions and patient consent forms.Performs high quality imaging examinations according to exam protocol in a timely 

manner.  Assists the physician as needed in performing additional imaging or biopsy procedures.Ensures that images and records are properly completed with patient identification data and appropriate labeling.Utilizes technical knowledge 

and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria.Completes exam charges and image documentation and forwards to radiologist in a timely manner.Administers intravenous injections 

of contrast material as appropriate, observes patients for adverse reactions.4.    Job Performance May Include:Monitors and trains students in all areas of current competencies.Assists in the orientation and training of new staff.Leads the work 

of technologists ensuring that procedures are performed according to standards.Participates in the modality specific QA/QC program and ensures compliance with regulations.Participates in various accreditation processes as directed.Assures 

PACT (problem solve, ability, communication, teamwork) customer service and excellent guest relations skills with all with all patients, staff and co-workers.      Assist in maintaining supply levels, and recommend the procurement of supplies 

and equipment.  Ensures ordering of supplies is completed in absence of lead technologist.      Assist in data collection for reports, as needed, on section operations, volume of examinations, budget, operational problems, etc., as requested by 

the clinic manager or director.      Assume technical responsibilities, in the absence of the lead technologist, to ensure efficient operations within their section.      Performs other duties as assigned.          **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MAMMOGRAPHY TECHNOLOGIST U1114 RA2 $49,821.00 $79,231.00 $105,033.00 $4,151.75 $6,602.58 $8,752.75 $191.62 $304.73 $403.97 $23.95 $38.09 $50.50 N 3B9

Prof Technologist-

Mammography ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates degree in 

radiologic technology. Certification by American Registry of Radiologic Technologists (ARRT), licensure by State of Texas, Mammography certified ARRT(M).Certified by Texas Medical Board (TMB), and CPR Certified.Two (2) years experience in 

mammography preferred; clinical training at UTSW may be considered as experience. ARRT mammography registry highly desired. Job Duties  1. General Job Responsibilities:Maintains work area in a clean and orderly condition and ensures 

that it is properly supplied for procedures. Demonstrates conscious effort to be good stewards of hospital resources to ensure facility financial goals are met. Checks equipment and accessories to ensure proper working order and notifies 

appropriate personnel for repairs. Responds to inquiries/calls regarding procedures in a timely manner. Communicates problems on shift with equipment or pending exams with appropriate staff. Engages in equitable distribution of 

departmental workloads. Participates in a learning experience with new employees and students. Assists with scheduling and coordinating exams as appropriate to ensure smooth work flow. Performs quality control on assigned equipment 

and reports issues timely. Attends departmental and facility meetings/classes (minimum 90% attendance). Completes required courses/modules on time. Performs pertinent duties in the best interest of patients, personnel and the facility as 

assigned. Adheres to departmental time, attendance and tardiness guidelines. Wears employee ID and follows dress code policy. As appropriate, may assume supervisory responsibilities in the absence of the designated supervisor. Participates 

in all regulatory compliance activities.2. Patient Interaction:Verifies the patients identification using the forms of ID as outlined in the hospital policies. Communicates with patients clearly and in a professional manner. Ensures proper patient 

preparation, verifies screening protocols, and answers questions. Evaluates patients history and symptoms for the procedures clinical criteria. Assist patient in dressing for exam and attends to patients physical well-being while transporting to 

and from exam room and table, and positioning for exam. Instructs/communicates with patient and/or patients family (as appropriate) regarding the tests to be performed and assesses the patients ability to tolerate exam. Must demonstrate 

and maintain current knowledge, continued education and skills to provide appropriate care for the following age groups (specific to department):  newborn, pediatric, young adult, adult and geriatric.3. Exam Performance:Verifies the 

requisition/chart for valid written order, priority date, ordering comments, physicians notes, precautions and patient consent forms. Performs high quality imaging examinations according to exam protocol in a timely manner.  Assists the 

physician as needed in performing additional imaging or biopsy procedures. Ensures that images and records are properly completed with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform 

procedures accurately and in a timely manner in accordance with age specific criteria. Completes exam charges and image documentation and forwards to radiologist in a timely manner. Administers intravenous injections of contrast material 

as appropriate, observes patients for adverse reactions.4. Job Performance May Include:Monitors and trains students in all areas of current competencies. Assists in the orientation and training of new staff. Leads the work of technologists 

ensuring that procedures are performed according to standards. Participates in the modality specific QA/QC program and ensures compliance with regulations. Participates in various accreditation processes as directed.Adheres to patient 

privacy act HIPAA, and confidentiality policy at all times.       Ensure adherence to prescribed procedures, protocols and policies noting deviations and suggesting possible improvements.  Ensure adherence to safety rules and regulations, both 

for patients and technologists.  Ensures compliance with applicable laws, regulations, policies and procedures.    Assures PACT (problem solve, ability, communication, teamwork) customer service and excellent guest relations skills with all 

patients, staff and co-workers.      Assist in maintaining supply levels, and recommend the procurement of supplies and equipment.  Ensures ordering of supplies is completed in absence of lead technologist.      Assist in data collection for 

reports, as needed, on section operations, volume of examinations, budget, operational problems, etc., as requested by the clinic manager or director.      Assume technical responsibilities, in the absence of the lead technologist, to ensure 

efficient operations within their section.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MANAGEMENT ANALYST 9262 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H31 Prof Services-Campus Ops PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business administration, management information systems, or related field and five (5) years experience in performing analysis of automated procedures and designing procedure manuals to support transaction processing.   Job Duties  

Conducts analysis to ascertain the most efficient, effective and productive processes to accomplish department goals and objectives.       Recommends methods to ensure maximum utilization of facilities and human resources.  Identifies 

systems specifications and/or technical changes to procedures for transition and/or development of automated processes.     Documents business and systems requirements of departments for use in development of processes and systems.       

Plans equipment layout, work flow, and other measures (e.g. accident prevention measures) to maintain efficient and safe utilization of department.      Provides guidance in procedural development process to department administration.       

Develops desktop procedure manuals and process controls to ensure effective transaction processing.       Prepares cost estimates for assigned projects.        Manages multiple projects determining project scope, assigning, monitoring and 

directing the work responsibilities of other project team members, teaching/training team members techniques on financial data analysis, develops project plan strategy and implements the work plan to achieve financial goals.    Performs 

other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGEMENT ANALYST SR 9289 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H31 Prof Services-Campus Ops PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks with leadership to analyze 

processes and systems, determine optimum operational levels and develop solutions to maximize efficiency. Performs a variety of assignments in work measurement to accomplish objectives.Experience and EducationBachelor's degree in 

business administration, management information systems, or related field and seven (7) years' experience in performing analysis of automated procedures and designing procedure manuals to support transaction processing. Job 

DutiesCollaborates with leadership to identify and resolve conflicts and barriers to quality and process improvement.Collaborates with business process owners and provide data project scoping direction and set up. Manages multiple projects 

determining project scope, assigning, monitoring and directing the work responsibilities of other project team members, teaching/training team members' techniques on financial data analysis, develops project plan strategy and implements 

the work plan to achieve financial goals.Responsible for conducting analysis to ascertain the most efficient, effective and productive processes to accomplish department goals and objectives. Facilitates methods to ensure maximum utilization 

of facilities and human resources. Identifies systems specifications and/or technical changes to procedures for transition and/or development of automated processes.Oversees the documentation of business and systems requirements of 

departments for use in development of processes and systems.Plans and facilitates equipment layout, workflow, and other measures to maintain efficient and safe utilization of department.Provides guidance in procedural development 

process to department administration.Monitors monthly reports and data to identify opportunities and trends for improvement.Oversees the development of procedure manuals and process controls to ensure effective transaction 

processing.Prepares, reviews and monitors cost estimates for assigned projects.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to use PC based word-processing, spreadsheets, and databases.Work requires 

telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to read; write; organize, analyze, and coordinate data and other resources to accomplish goals.Work requires working 

with departments to design and document operational procedures to support transactions processing and compliance with established regulations.Work requires good organizational skills.Work requires excellent written communications 

skills.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGEMENT ENGINEER I 9204 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H27 Prof Services-Engineering Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThis individual contributor works with 

direct supervision to provide health systems engineering expertise related to Lean Six Sigma and Health System performance improvement functions under the leadership of the Quality & Operational Excellence department. Experience and 

EducationRequired:Bachelor's degree in industrial engineering, Systems Engineering or similar technical degree with limited to five years (0-5) of relevant experience. Applicants without the stated preferred degree, but with significant 

additional related experience may be considered.Preferred:Master's degree in business, engineering or a related field or prior internship/fellowship experience in a healthcare settingGreen Belt certification in Lean Six Sigma or equivalent.Job 

DutiesLeads and facilitates process improvement teams utilizing a standard data driven approach such as Lean Six Sigma, A3, or PDSA. Applies mathematical and engineering principles to the degree required to perform the job based on job 

requirements.Helps to devise efficient systems that integrate workers, machines, materials, information, and energy to make a product or provide a service for the health system.Utilizes continuous improvement tools such as process 

mapping, data collection, system analysis, problem solving, testing solutions, implementation, and control planning and tracking. Guides labor management processes / workload analysis / productivity monitoring and collaborates with 

multidisciplinary process improvement teams. Helps establish project success measures, techniques to gather data, and use of appropriate statistical tools. Utilizes Continuous Improvement and project management tools in their projects to 

analyze processes and eliminate wastes and defects. Helps develop and foster a culture of Continuous Improvement and Lean Six Sigma, under mentorship from a more experienced Management Engineer or Lean Six Sigma Specialist. Collects, 

interprets, and analyzes data and makes recommendations or changes for improvement; interprets data for the purpose of determining past performance and/or to project probability of desired outcomes in support of organizational efforts. 

Researches evidence-based practices to guide information discovery, including internal and industry benchmarks to analyze trends, and offers recommendations to enable effective decision making for stakeholders. Executes workplan tasks as 

assigned. May perform project management activities that include project team development and success. Safeguards the integrity and security of institutional data. Expands knowledge of Continuous Improvement, Lean Six Sigma tools, 

Statistical Process Control technology, and Artificial Intelligence. Utilizes Continuous Improvement and Lean Six Sigma and project management tools in their projects to analyze processes and eliminate waste, defects and reduce process 

variation. Collaborates and supports a performance excellence culture. Supports patient safety concepts, methods, and high-reliability principles. Performs other duties as assigned.  Knowledge, Skills & AbilitiesContent Knowledge:Understands 

and discusses terminology, concepts, principles, and issues related to quality and performance improvementUtilizes the full range of reference and resource materialsApplies and enhances knowledgeDevelops understanding of the Quality 

Assurance and Performance Improvement (QAPI) structure and Balanced ScorecardFacilitation Skills:Participates in training; training facilitation is expected later within this roleFacilitates conversations and brainstorming to develop process 

maps and other tools with teamsTechnical Skills:Skilled with Excel or another super-user analytic toolsSkilled with Visio - able to produce basic process maps Consistently and reliably produces accurate analyses, limiting avoidable 

errorsFamiliar with or able to learn how to conduct time studies and data modeling in excelFamiliar with or able to learn statistical tools such as Minitab, ISigma, or QI macrosUnderstands basic Lean toolsGains Six Sigma Green Belt training if 

not already acquiredOrganizational SkillsExecutes work plan tasks as assignedUtilizes DMAIC or PDSA cyles. Develops Charter with assistance from more experienced Lean Six Sigma Specialist/Management Engineer or department 

ManagerUtilizes A3 with assistance from more experienced Lean Six Sigma Specialist/Management Engineer or department ManagerLearning/RememberingReceives facts, terms, concepts, and guidelinesAttends to information and recognizes 

it as something usefulUnderstands the difference between value-add and non-value add activitiesAbility to distinguish relevant from irrelevant informationDevelops awareness of strengths and limitationsSets reasonable goals for self and 

project teamTeam Building and Relationship Management SkillsDemonstrates effective inter-personal relationsUnderstands organizational structure and relationshipsUses factual data to produce and deliver credible and understandable 

reports; andPresents findings to supervisor or mentorExhibits self-awareness of different communication and learning stylesCoaching/Mentoring/Development Develops self through self-study and formal trainingSeeks mentoring relationships 

to facilitate own developmentLeadershipExhibits professionalism and self-confidenceCommunicates clearly and conciselyFollows through on commitmentsCapable of assuming greater challengesWorking ConditionsWork is performed primarily 

in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

MANAGEMENT ENGINEER II 9205 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3H28 Prof Services-Engineering Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThis individual contributor works with 

minimal supervision to provide health systems engineering expertise related to Lean Six Sigma and Health System performance improvement functions under the leadership of the Quality & Operational Excellence department. Experience and 

EducationRequired:Bachelor's degree in industrial engineering, Systems Engineering or similar technical degree with five or more (5+) years of relevant experience. Applicants without the stated preferred degree, but with significant additional 

related experience may be considered.Lean Six Sigma Black Belt certification. Preferred:Master's degree in business, engineering a related field. Prior experience in a healthcare settingJob DutiesAssists leadership with internal consulting 

continuous improvement and engineering services and project management.Analyzes care delivery systems using data and coordinates with Quality Improvement Analytics (QIA) to help form and monitor Key Performance Indicators (KPIs) 

Applies mathematical and engineering principles to the degree required to perform the job based on job requirements.Devises efficient systems that integrate workers, machines, materials, information, and energy to make a product or 

provide a service for the health system.Facilitates system designs/redesigns using a variety of broad system approaches such as Six Sigma DMAIC, DFSS, Value Stream Mapping, systems engineering, A3 Thinking, and/or IHI Model for 

Improvement. Facilitates Lean Six Sigma knowledge transfer across the organization, to include but not limited to training, poster Coaching, and Consulting. Trains others in a classroom setting and as part of project teams in basic concepts of 

process improvement. Provides guidance as well as coaching to members of the Quality & Operational Excellence office as well as cross-functional teams in Continuous Improvement, techniques, and methodologies to promote a culture of 

continuous quality improvement. Manages and leads large-scale improvement related activities on behalf of the Health System and Quality & Operational Excellence Department. Designs and implements effective processes and programs to 

improve the quality of care and ensure compliance with nationally recognized quality outcomes. Prepares written and oral presentations for a variety of internal and external audiences and disseminates progress reports to Health System 

leadership. Communicates project escalations, barriers, and resource needs to manager. Performs project management activities that include project team development and success. Educates others on the use of performance improvement 

and performance excellence skills and may provide mentoring and guidance to less experienced staff. Safeguards the integrity and security of institutional data. Acts as a team leader responsible formeasuring, analyzing, improving, and 

controlling key processes that influence customer satisfaction and/or productivity or growth. May develop work measurement standards and workforce assessments, identifies labor improvement opportunities and partners with stakeholders 

on tactics to meet productivity goals. Facilitates clinical and non-clinical teams with process improvement methods across the continuum of care and all healthcare settings. Guides information discovery and offers recommendations to enable 

effective decision making. Acts as an organizational patient safety champion, and supports patient safety concepts, methods, and high reliability principles. Performs other duties as assigned. Knowledge, Skills & AbilitiesContent 

KnowledgeRecognized within the Quality & OpEx team as "a person to ask" when questions arise regarding performance improvement toolsUtilizes the full range of reference and resource materials and bring additional knowledge to the 

teamApplies and enhances knowledgeUnderstands and uses the Quality Assurance and Performance Improvement (QAPI) structure and Balanced ScorecardFacilitation SkillsConfidently facilitates sensitive discussions with Executives and senior 

leadersFacilitates process mapping, Kaizens, rapid improvement events, etc. with teams using Lean Six Sigma toolsTrains others in a classroom setting and as a part of a project teams in basic concepts of performance improvementTechnical 

SkillsHighly skilled in Excel or other super-user analytic toolsHighly skilled in Visio - able to produce process maps and Value Stream MapsConsistently and reliably produces accurate analyses, limiting avoidable errorsSkilled in time studies and 

data modeling in Excel or other platformsOrganizational SkillsDevelops and executes project tasks independentlyDesigns, develops and implements analytic approaches and technical methodologyUtilizes DMAIC or PDSA cycles. Independently 

develops charters and creates A3Remembering and AnalyzingInterprets and analyzes facts, terms, concepts, and guidelinesDissects information apart and explores relationshipsDistinguishes relevant from irrelevant informationSkillfully 

eliminates waste and reduces variationSelf-aware and exhibits emotional intelligenceIdentifies how a system design accommodates business processesTeam Building and Relationship ManagementEncourages and demonstrates high-level 

commitment to the purpose and values of the organizationProfessionally prepares and delivers business communications including meeting agendas, presentations, business reports and project communications plansAnticipates stakeholder 

needs/expectations and seeks input from all members of the project teamAttends meetings with external stakeholders and contributes subject matter expertiseIncorporates different communication and learning styles of the team in meetings 

and communicationCoaching/Mentoring/DevelopmentDevelops self through self-study and formal training.Seeks mentoring relationships to facilitate own development.Coaches and develops other team members, acting as a resource of 

knowledge and guidanceGain membership and advance in the Academy for Performance ExcellenceLeadershipHandles difficult situations with emotional maturityUses sound reasoning and logical thinking to effectively influenceExcels in critical 

problem-solving and defining solutionsSupports departmental decisions surrounding policy and procedures among staffWorking ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in 

MANAGEMENT ENGINEER III 9206 Y 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 3H27 Prof Services-Engineering Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary NegotiableSummaryThis individual contributor works 

collaboratively with the Quality & Operational Excellence Leadership team to create and implement a performance improvement strategy for the organization. Experience and EducationMaster's degree in Industrial Engineering, Systems 

Engineering or similar technical degree with ten or more (10+) years' of relevant experience. Lean Six Sigma Master Black Belt certification required. Higher degree(s) or additional certifications will be considered in lieu of experience.Prior 

experience in a healthcare setting required. Prior experience supervising technical/engineering staff required.Job DutiesCollaborates with Health System executives and other stakeholders to determine specific organizational and Continuous 

Improvement goals. Assists leadership with internal engineering consulting services and project management providing technical guidance on most complex projects.Applies mathematical and engineering principles to the degree required to 

perform the job based on job requirements.Devises and teaches others about how to create efficient systems that integrate workers, machines, materials, information, and energy to make a product or provide a service for the health system. 

Implements Continuous Improvement and Lean Six Sigma practices into processes and organizational culture. Creates and deploys a process improvement strategy for an organization. Advises Health System leadership and other stakeholders 

to determine specific goals and lead the Lean Six Sigma Specialist and Management Engineering team toward reaching them. Executes highly complex or specialized projects; adapts precedent and may make significant departures from 

traditional approaches to develop solutions for the organization. Develops work measurement standards and workforce assessments, identifies labor improvement opportunities and partners with stakeholders on tactics to meet productivity 

goals, and applies human factors to error prone processes. Mentors others in developing performance metrics and business intelligence tools, sustaining scorecards and dashboards and turns data into information/knowledge. Analyzes 

complex data and develops continuous improvement projects to improve the organizational practices of UTSW. Serves as a guide and mentor to the rest of the Lean Six Sigma Specialist and Management Engineering team to make sure staff is 

appropriately trained and is effectively using performance improvement tools. Provides guidance as well as coaching to members of the Quality & Operational Excellence department as well as cross-functional teams in Lean Six Sigma tools, 

techniques, and methodologies to promote a culture of continuous quality improvement. Prepares written and oral presentations for a variety of internal and external audiences and disseminates progress reports to Health System leadership. 

Monitor all process improvement training curriculum, to include LSS; recommends changes to curriculum when needed or to stay current with technology and Artificial Intelligence changes. Leads process improvement knowledge and lean six 

sigma transfer across the organization, to include but not limited to training, poster coaching, mentoring, and consulting. Trains and mentors others in a classroom setting and as part of project teams in basic concepts of process improvement. 

Monitors the advancement and education of the Lean Six Sigma Specialist and Management Engineering team as they progress through Lean Six Sigma Belt certification, monitors progress via a tollgate/milestone methodology.  Trains, 

mentors, and guides information discovery and offers recommendations to enable effective decision makings. Safeguards the integrity and security of institutional data. Performs other duties as assigned.Knowledge, Skills & AbilitiesContent 

KnowledgeRecognized within the broader organization as a true expert in Lean Six Sigma, High Reliability and/or process improvementProvides guidance, troubleshooting and problem solving for lesser experienced team 

membersDemonstrates consistent excellence in applying expertise across multiple projects and/or organizationsCreates new applications or approaches for and/or leads the development of reference and resource materials for the 

organizationExplains the relevant process elements and issues in relation to organizational issues and trends in sufficient detail during discussions and presentations to foster a greater understanding among internal and external colleagues and 

constituentsFacilitation SkillsShares knowledge, teaches, trains and mentors othersLeads training and contributes material as a content expert Facilitates sensitive conversations and/or complex, interdepartmental committees or 

projectsTrains others in classroom setting and as a part of project teams in basic and advanced concepts of Lean Six Sigma, High Reliability and/or process improvementTechnical SkillsExpert in Excel or other super-user analytic toolsExpert in 

Visio - able to produce complex, interdependent process maps and Value Stream MapsExceptionally produce accurate statistical data analyses and able to explain technical information to non-technical staffExpert in time studies and data 

modeling in Excel or other software/platformsOrganizational SkillsDevelops and executes on multiple, advanced, complex project plans with aggressive goals and timelinesDesigns, develops and implements analytic approaches and technical 

methodologyUtilizes best practices such as Artificial Intelligence and simulationsFormally or informally mentors others on the immediate team and expanded team, as well as through training opportunitiesLeads and validates tollgates for 

projectsDemonstrates expertise in all aspects of quality managementAnalyzing and EvaluatingDissects information and explores relationships; able to categorize, examine, compare/contrast, and organize the information in a logical 

mannerIdentifies how a system design accommodates business processesAnalyzes and evaluates information to support a decision or recommendationExpertly teaches others how to eliminate waste and reduce variation of processesCritically 

examines information and makes judgements regarding risk management, feasibility and sustainabilityAnticipates and plans strategies for overcoming risks and barriersTeam Building and Relationship ManagementPrimary liaison in managing 

MANAGER AAIR OPERATIONS 9407 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate direction to 

provide professional expertise supporting the planning and implementation of business process improvement projects across the institution. Researches and analyzes emerging trends and best practices, and serves as a strategic resource to 

leadership on business operations practices.Experience and EducationAssociates degree, or two years of college, and six (6) years of related experience, with at least two (2) years of progressively responsible experience facilitating process 

improvement initiatives. Bachelor's degree in business administration, finance, or information technology, strongly preferred. Job DutiesChampions, manages and completes the successful implementation of multiple related tasks, customer 

focused business analysis and initiatives to support operational needs.Collaborates with senior management owners and stakeholders from various departments, defines scope, goals and deliverables that support UTSW improvement 

goals.Evaluates current processes and delivery modalities; provides advice to department leadership regarding improvement opportunities. Serves as critical resource for implementation of effective change management and communication 

strategies.Develops and cultivates necessary business relationships, including collaborating with other department managers to identify and obtain required resources from across the institution. Demonstrates a willingness and ability to 

incorporate ideas and strategies from multiple stakeholders. Provides strategic operational consultation and guidance to supervisors regarding business proposals and makes recommendations for optimizing the financial impact of business 

initiatives.On an ongoing basis, facilitates prioritization discussions with department leadership. Recommends and implements resource optimization strategies.Demonstrates a high level of multidisciplinary technical and business knowledge, 

and the ability to recognize and develop opportunities with potential partners.Serves as a liaison for collaboration to help track operational goals, expectations, and ensure that team dynamics and activities are coordinated and 

effective.Manages internal user expectations through regular communications and updates.Performs other duties as assigned. Knowledge, Skills & AbilitiesCurrent knowledge of business and administrative operations best practices.Excellent 

oral and written communication skills, and strong interpersonal skills with the ability to communicate with all levels of staff and management through diplomacy and tact.Proven skills managing high volume of small projects in parallel with 

strategic longer term projects.Strong consultative and collaborative skills to work with all levels of management and staff in a relationship driven organization.Excellent business acumen, with an understanding of best practices for integrating 

process improvement systems and applications. Customer service orientation and commitment to quality.The ability to balance conceptual thinking with the delivery of results. Innovation and creativity in the approach to the work. The ability 

to function independently with a high level of autonomy and discretion. Working knowledge of the healthcare industry and complexities of developing and administering process improvement programs in an academic healthcare setting. 

Advanced MS Excel, Access and PowerPoint skills. The ability to clearly and concisely present information of a complex nature. The ability to develop and foster key business relationships with members of executive and leadership teams. 

Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER ACCOUNTING 9153 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field with minimum twelve (12) hours in accounting and five (5) years directly related experience with at least one (1) year in supervisory capacity.   CPA preferred.      Job Duties  1.Responsible for managing and coordinating the 

activities of a department by overseeing one or more of the  following functions Accounts Payable, Accounting Operations, Asset Accounting & Taxes, Cash Management, Facilities Finance, Fiscal Reports & Analysis, and Payroll.2.  Demonstrate 

continuous performance improvement in targeted areas of responsibility in alignment with the overall annual performance improvement targets.3.  Manages daily employee activities for one or more areas including determining specific work 

assignments; and monitoring individual staff productivity.4.  Trains employees on policies and procedures related to financial and operational reporting, as well as computer system use. Participates in professional development activities to 

keep current with trends and practices in accounting, payroll, tax, process improvement, and health care administration.5.  Manages and recommends the implementation of policies and procedures for the group to ensure consistent 

established accounting policies and procedures.6.  Evaluates various projects performed by staff to ensure priorities and appropriate procedures are being maintained.7.  Assists in developing plans, priorities and work assignments to achieve 

department goals.8.  Manages summaries of financial and operating information and analysis.9.  Works closely with Leadership in communicating and assessing productivity and results.10. Provides written analyses and recommendations to 

the Leadership.11. Ensures accuracy and appropriateness of accounting policies and practices.  Maintains strictest confidentiality.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.



MANAGER AMBULATORY ANALYTICS 2059 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides leadership and direction for all 

aspects of the Ambulatory Analytics team to include data analytics and advanced reporting projects for Ambulatory leadership. Leads team of analysts and works in collaboration with other reporting teams to provide data-driven insights for 

clinical operations and other strategic initiatives. Oversees the development of metrics, dashboards, and other reporting resources for operational improvement. Manages and coordinates cross-functional teams to automate, analyze, and 

present data to clinical and/or executive audiences. Experience and EducationBachelor's degree in Business Administration, Computer Science, Public Health, Healthcare Administration, Healthcare Informatics, or other relevant field and five (5) 

years of data analysis experience in a healthcare setting including two (2) years in a leadership role required. Demonstrated proficiency in statistical and data visualization tools similar to, but not limited to, advanced Microsoft Excel, Microsoft 

Power Bi, Tableau, SQL Server, and/or R; Management experience with Epic and Lean Six Sigma principals preferred; or,Master's degree in Business Administration, Computer Science, Public Health, Healthcare Administration, Healthcare 

Informatics, or other relevant field and three (3) years of data analysis experience in a healthcare setting including two (2) years in a leadership role required. Demonstrated proficiency in statistical and data visualization tools similar to, but not 

limited to, advanced Microsoft Excel, Microsoft Power Bi, Tableau, SQL Server, and/or R; Management experience with Epic and Lean Six Sigma principals preferred.Job DutiesProvides direct supervision of Ambulatory Analytics team staff. 

Responsible for hiring, onboarding, and developing team members. Identifies learning needs and opportunities of team members and supports professional growth. Accountable for delegating, reviewing, and planning work among employees. 

Ensures accountability of employees and performs annual evaluations. Leads team engagement and fosters a supportive, collaborative, and efficient team culture. Designs and implements team growth strategies to ensure efficient and 

effective analytics support for Ambulatory leadership.Provides managerial oversight of reporting and data analytics projects for Ambulatory leadership. Serves as the primary contact for executives, directors, and other clinic leadership to 

design and develop analytical reports and data insights that support strategic or operational initiatives. Leads and supervises multi-disciplinary reporting projects. Defines reporting project and portfolio scope, goals, and deliverables in 

collaboration with executive leadership, owners, and stakeholders. Supports the development and implementation of data analytics projects and provides recommendations and best practices for future developments. Builds and maintains 

positive relationships with leadership, collaborators, and other key stakeholders. Designs and performs advanced data analysis and engages in advanced analytics activities including developing analytical reports and dashboards, automating 

existing tools, and planning new data models in support of Ambulatory leadership initiatives. Develops creative, innovative reporting solutions for Ambulatory practice optimization, performance improvement, and strategic planning. Identifies 

gaps and trends in reporting resources and assists in the continued improvement and execution of Ambulatory operational strategies. Serves as a subject matter expert for Ambulatory reporting platforms, databases, and data business rules. 

Collaborates with executive leadership in designing and building new metrics and key performance indicators. Upholds data governance frameworks by documenting business requirements and seeking approvals for changes to existing data 

sources or business rules. Sustains data integrity and participates in data governance activities.Supervises the collection, validation, and visualization of clinical and operational data. Delegates routine reporting projects and triages ad-hoc data 

analytics requests from Ambulatory leadership. Writes and implements data queries, provides recommendations for optimized reports and processes, and coordinates routine reporting for director-level and executive-level meetings.Leads the 

team in conducting training classes on analytical reporting for Ambulatory leadership and business partners. Identifies learning opportunities and creates lesson plans for interpreting and using reporting resources. Actively promotes 

opportunities for data-driven insights and decision making and engages employees in achievement of departmental and organizational goals.Participates in professional development training on technical, clinical, or leadership subject areas. 

Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong written and verbal communication skills.Work requires outstanding interpersonal skills with a high degree of competence in building relationships with a 

variety of individuals.Work requires strong emotional intelligence, the ability to train and lead others, and successfully manage conflict.Work requires ability to communicate technical information to non-technical audience, clinical staff, 

administrative staff, and leadership.Work requires knowledge of healthcare data, outpatient workflows, and use of an electronic health record such as Epic. Work requires knowledge in data analysis software such as Microsoft Excel, Microsoft 

Power Bi, Microsoft SQL Server, and EPIC.Work requires ability to analyze/evaluate data and make appropriate decisions/recommendations.Work requires knowledge in project management, time management, and quality improvement.Work 

requires ability to work independently with minimal supervision, as well as developing team members.Working ConditionsWork is performed in an office environment, with the option to primarily work remotely. Work may occasionally 

include mandatory in-person meetings, activities, and on-site visits to clinical or hospital environments. Walking, standing, bending, turning and stooping may be required. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

MANAGER ANIMAL CARE 4440 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

animal related field preferred.  Six years of experience in an animal care facility/operations to include three years in a supervisory/management role.  Laboratory Animal Technologist (LATG) or Certified Manager of Animal Resources (CMAR) 

certification required. Job Duties  1.Manages and oversees the Supervisory staff of the animal care and husbandry program.  Provides oversight for several vivaria housing facilities.2.Responsible for interviewing, hiring, training and mentoring 

of management/supervisors of animal care staff.   Participates in interviewing and hiring animal care and husbandry staff.  Makes recommendations for promotions.3.Maintains knowledge of species specific handling, restraint, breeding and 

technical skills.4.Oversees record keeping for the animal care program (animal room logs, census, breeding, technical services, etc.).5.Conducts facility inspections and assist in managing the quality assurance program in the animal facilities.  

Determines needs and makes recommendations for staffing and new/replacement equipment and/or services.6.Ensures facility and equipment maintenance is meeting operational standards.7.Reviews monthly progress reports from each 

facility.8.Works with faculty and investigators to determine project requirements for animal resources, housing and care.9.Responsible for training and ensuring safety programs are followed.  Participates in work start meetings for new 

projects and biohazard work (ABSL1-3 practices).10.Assist in maintaining compliance for accreditation of animal care program (ARC SOPs, IACUC policy, the Guide, AWA, NIH guidelines, USDA, CDC, PHS policy, etc.).11.Conducts and reviews 

employee's evaluations.  Oversee ARC attendance policy.12.Responsible for reviewing disciplinary actions for animal care and husbandry staff.13.Assist in assessing staffing and budgetary needs of the vivaria.14.Provides backup oversight of 

the animal care program in the absence of the Assistant Director Animal Care.15.Direct contact with a variety of animal species.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MANAGER BUSINESS OPERATIONS - ACADEMIC AFFAIRS 9224 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThe Manager Business Operations - 

Academic Affairs will report to the Assistant Director of Operations - Academic Affairs. The Manager of Operations works closely with Clinical, Basic Science and Center Administrators, Chairs, and Center Directors to serve as a liaison for Office 

of the Provost and provide operational support. This role is a highly analytical position that demands the ability to manage multiple projects. This position requires daily communication with leadership (Administrator/Directors/AVPs/COO, 

etc.). The Manager Business Operations will oversee and manage special projects as needed by the Assistant Director of Operations.Experience and EducationREQUIRED: Bachelor's degree and at least five (5) years of progressive experience 

within an academic health system or hospital. Equivalent related experience may be used in lieu of degree.Job DutiesServes as the Provost Office liaison with Basic Science, Clinical and Center Administrators, Chairs, and Center Directors for 

operational related issues; may serve as liaison to external groups.Provides strategic operational consultation for business and research operational needs and provides interim operational administrative support to Departments and 

Centers.Provides operational support for clinical, basic science departments and Centers to streamline processes and coordinate effectively with all departments and Centers and other parts of the institution.Partners with Business Affairs 

departments to create forums and processes to increase the communication to the Departments and Centers. Provides support and oversight of operational models for new programs, research Core operational support, expand the centralized 

Core software systems for ordering and billing, provide training, maintenance, and support for the Core software system.Works with the Provost/Dean's office on strategic space planning and/or operational needs for research and 

educationIdentifies and oversees the management of operational and quality issues and trends, analyzes subsequent data, facilitates stakeholder meeting to propose solutions to management for performance/process/quality improvement, 

maintains statistics and reports to leadership for performance improvement opportunities.Oversees and manages special projects as needed by the Assistant Director of Operations.Partners with the Director of Research Strategy to implement 

initiatives impacting the research community. Performs other duties as assigned.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

MANAGER CARDIAC TESTING 5353 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryManages and provides direction to 

Echocardiograph Technicians in multiple ambulatory areas and hospital-based clinics. Responsible for managing competency review and coverage among all satellite locations. In charge of technical aspects of studies at all locations, annual 

strategy development, deployment of new satellite sites, creation of metrics dashboard and employee relations. Experience and EducationBachelor's degree, ten (10) years progressively responsible, related experience to include at least three 

(3) years in a supervisory capacity. At least three (3) years supervisory responsibility in Cardiac Testing and Cardiac Testing accreditation, implementation, and full operational responsibility. Certified as Regional Diagnostic Cardiac Sonographer 

(RDCS) through the American Registry for Diagnostic Medical Sonography (ARDMS) required.Job DutiesCreates strategic plan in conjunction with Medical and Operational directors. Responsible for collaborating with regional clinic leadership 

about strategic planning.In conjunction with cardiac testing team, creates and monitors reports and schedules to manage productivity and increase access to care. Recruits, manages, and develops Cardiac Testing employees - maximizing 

performance and employee satisfaction. Monitors KPI's and metrics created daily to improve Cardiac Testing quality, performance and safety, and associated technical and service indicators. Develops, implements and manages plans to start 

new services, and grows existing service volumes at our regional sites. Develops, monitors report and manages Operating and Capital Budgets emphasizing comprehensive equipment and facility planning and ongoing expense reduction. 

Develops, communicates, monitors and enforces policies, procedures, protocols, pathways, schedules, and other work processes in Cardiac Testing. Ensures compliance with all legal, regulatory and accrediting standards. Develops, implements 

and manages Information Systems processing images, schedules, business and financial data and operational information, collaboratively with Administrative, IR, Financial, Admitting and HIM staff.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires excellent oral and written communication skills.Work requires excellent managerial/supervisory skills.Work requires attention to detail and ability to manage multiple priorities. Work 

requires ability to utilize equipment to obtain necessary images for diagnosis. Work requires ability to interact with patients regarding procedures.Work requires ability to read, write, and interpret exams.Work requires ability to develop and 

implement policies and procedures. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion/

MANAGER CARE REDESIGN 9425 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUnder general direction within Quality 

and Operational Excellence, leads the Care Redesign project managers to ensure successful redesign of assigned clinical service lines to support service excellence and the operational objectives of the medical center and other entities across UT 

Southwestern.Experience and EducationBachelor's degree in Business, Health Care Administration, or a related field, and a minimum of five (5) years of progressively responsible related experience required. Advanced degree desirable. Clinical 

experience or licensure strongly preferred. Previous managerial or supervisory experience strongly preferred. Experience working with Microsoft Project, Tableau, and Power BI is a plus. Job DutiesWorks with Care Redesign and Quality and 

Operational Excellence leadership to enhance vision, priorities and policies for the Care Redesign process Provide constructive guidance of job responsibilities, address performance issues, advise, mentor and drive Care Redesign project 

managers to reach their full potentialAssists with selection & monitoring progress of projects that will yield substantial improvements to the organization and align with operational objectivesInteract with leadership within Quality and 

Operational Excellence as well as the broader medical center to generate support for Care Redesign initiativesCollaborate with Health System Quality Analytics to enhance strategic use of data and ensure thorough demonstration and 

monitoring of Care Redesign initiativesEnsure Care Redesign project managers and multidisciplinary teams are continuously dedicated to the organization's mission and design care that will provide a consistent, excellent UTSW experience for 

all patientsConfirm Care Redesign projects consider the need to identify, collect, manage and submit project reporting as required by regulatory and accrediting agencies, when applicable for assigned service lineDevelop timelines for future 

Care Redesign projects through close collaboration with organizational leadershipOther duties as assignedKnowledge, Skills & AbilitiesWork requires critical thinking skills and ability to multitaskWork requires a systems-approach to problem 

solvingWork requires innovative thinking and ability to problem solve; must be able to identify issues and initiate solutionsWork requires excellent oral and written communication and interpersonal skillsWork requires sound process 

improvement facilitation skillsWork requires ability to coach, mentor, and manage staffWorking ConditionsWork is performed primarily in an office environment.UT¿Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, 

national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

MANAGER CLINICAL DOCUMENTATION INTEGRITY U9971 T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationRequired - 2 years 

Supervisor/Manager experience, or equivalent ; Required - 5 years acute care Hospital nursing experience, preferred in critical care; Required - 3 years of experience working in a Clinical Documentation Integrity program with working 

knowledge of ICD10 CM/PCS, ability to identify and educate CDI Team, Physicians, etc. on the gaps between clinical documentation and coding. Must have excellent verbal & written communication skills and the ability to communicate 

effectively with Physicians, Other Care Providers, Leadership, etc.; Must have experience with data analytics, performance reports, productivity reports, etc.RN with BSN required; and a (CCDS) Certified Clinical Documentation Specialist, or 

(CDIP) Certified Documentation Improvement Practitioner, or must attain CCDS or CDIP within 6 months in position. In addition prefer, AHIMA Certified Coding Specialist (CCS) credential Job DutiesOversees all daily functions within the CDI 

Program including but not limited to staffing, balancing coverage assignments, and query escalation. Acts as the subject matter expert, is a mentor to successfully lead and coach an interdisciplinary team through change and conflict resolution. 

Addresses Team dynamics in a positive, constructive manner with behaviors that support efficient and effective individual and collective performance.Assists with the hiring of new CDI staff, interviewing, on-boarding process (access requests, 

equipment requests, etc.), and orientation to the Department and training.Works with the CDI Director to develop a Clinical Documentation Integrity plan that supports the strategic priorities of UTSW, continuum of care, quality, and coding. 

Assists to update and create CDI Competency Standards, Policies and Standard Operating Procedures.  Demonstrates skill in prioritizing, delegating, and performing a variety of duties within an environment where assignments, priorities, and 

deadlines change frequently. Demonstrates excellent written and verbal communication skills, critical thinking, decision making and interpersonal skills. Proactively escalates risks and issues to Leadership to ensure timely and effective 

resolution. Works collaboratively with, and is a liaison to other Departments, Leadership, Service Line Champions, Physicians, and other members of the Healthcare Team.Assists with the development of reports and identifying key metrics to 

monitor CDI program success. Analyze reports to identify opportunities for process improvement and educational opportunities for CDI staff, Coding staff, and Physicians.Develops recommendations as appropriate for documentation 

templates and physician queries based on coding and regulatory changes, and data quality review findings.Responsible for productivity and accuracy of CDI staff ensuring that education, auditing, and feedback are given on a consistent basis. 

Promotes collaboration and teamwork by involving the CDI team in planning, and decision-making. Ensures CDI staff understand their role and responsibilities in achieving CDI program and organizational success. .Maintains an expert level of 

knowledge of the processes and trends related to CDI.Maintains a working knowledge of ICD-10 CM/PCS coding conventions.Other duties as assignedUT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

MANAGER CLINICAL LAB SRVCS U5385 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under limited supervision to 

manage the overall daily operations of laboratory processing and testing for the Clinical Laboratory Services.MINIMUM QUALIFICATIONSExp: Min of 5 years' experience of increasing responsibility in a laboratory managerial role in the 

healthcare setting. Experience in managing complex processes, developing and implementing testing/assays, process improvements, people management and staff developments (employee morale and turnover, development of staff 

orientation and training programs, on-the job development, conflict resolution.Education/Cert: Bachelor Degree in Science, Medical Technology or related field. Master Degree in Health Administration, Business or Public Health 

preferred.Certification as Medical Technologist (MT, ASCP, AMT) preferredESSENTIAL FUNCTIONSJob Duties: Plans, coordinates, and supervises general duties of their area/s of responsibilities in the Clinical Laboratory Services. Ensures efficient 

scheduling of staff to perform daily activities of area. Interviews and recommends selection of new laboratory personnel. Applies quality, efficiency and access metrics to define project staffing needsPlans, organizes, coordinates, and supervises 

the Quality Assurance activities of their area/s. Provides management reports on status of QA activities. Meets deadlines in accordance with regulatory, hospital, and department guidelines. Ensures review of all daily, weekly and monthly 

records and all compliance audits are up to date.Monitor orders and allocation of all laboratory supplies and materials; maintains adequate inventory to ensure efficient operation of the area/s. Makes sound decisions that consider cost versus 

benefit. Monitors expenditures for personnel, equipment and supplies.Accountable for the laboratory in maintaining accreditation with College of American Pathologists (CAP), Centers for Medicare, The Joint Commission (TJC), and Medicaid 

Services (CMS), licensing for Clinical Laboratory Improvement Amendments (CLIA. Ensures laboratory is compliant with Occupational Safety and Health Administration (OSHA) regulations. Updates policies and procedures when indicated 

complying with regulations and department guidelines. Maintains personnel records; completes performance evaluations, performs and documents competency evaluations, and trains both clerical and technical support using skills according 

to department and university guidelines.Demonstrates continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets. Uses process improvements to 

define and enhance work processes.Participates in work of department as may be required by workload.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to communicate effectively and has excellent 

Customer Service skills.Work requires ability to be proficient in Microsoft Outlook, Microsoft Word, Microsoft Teams, Excel,  PowerPoint, typing Work requires commitment to excellence in quality customer service for laboratory 

clients.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help 

lift and turn patients. Pass pre-employment physical exam including color blind testing.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration 

or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MANAGER CLINICAL OPERATIONS 9130 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal direction to 

provide assistance to Leadership in the coordination and management of Clinical Operations/Strategic Initiatives.Experience and EducationBachelor's degree in Business Administration, Healthcare Administration, or directly related field 

required (Master's degree preferred) with minimum of five (5) years progressive experience in healthcare related field or participation in UTSW post graduate Administrative Fellowship program. Three years supervisory experience 

preferred.Prior knowledge and experience with Microsoft Office applications. Excellent critical thinking and problem-solving skills required. Able to manage time wisely, manage stress effectively and adapt to unpredictable situations. 

Demonstrates ability to communicate effectively with all employees, leaders and executives.Job DutiesProvides assistance to Leadership in the coordination and management of Clinical Operations/Strategic Initiatives.Provides leadership, 

direction, monitoring and oversight for Quality, Compliance, Improvement and Safety.May provide input into the budget process for optimal stewardship of resources and prioritization of needs. Leads and promotes staff engagement in 

decision-making following UTSW and department policies and practices.May provide management/supervision to a team in accordance with UTSW policies and procedures.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires ability to use spreadsheets, and databases.Work requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires working with departments to design and document 

operational procedures to support transactions processing and compliance with established regulations.Work requires good verbal and written communication and interpersonal skills.Work requires ability to read, write, analyze data, develop 

plans and procedures, and coordinate resources to accomplish goals.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MANAGER CLINICAL QUALITY DATA 9769 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides leadership for the Clinical 

Quality Data Registry Team. Utilizes comprehensive and multi-disciplinary approach to ensure standards of care, regulatory requirements, and benchmark data are utilized effectively to improve patient outcomes. Must have the ability to work 

independently in a highly complex environment while coordinating efforts in providing quality clinical data and analytical support. Ensures reporting compliance in accordance with required guidelines from governmental, state, certifying 

bodies, national databases, and institutional initiatives.Experience and EducationBachelor's degree in nursing, public health, health administration or related field required. Master's degree preferred. RN licensure requiredCombined (5) year 

experience of clinical nursing and quality improvementCurrent national certification or accreditation requiredJob DutiesLeads a team of Clinical Quality Data Coordinators in achieving the vision, priorities, and policies of the Health System 

Quality and Operational Excellence department. Works with Operational Excellence leadership to enhance vision, priorities and policies to ensure data is abstracted for clinical measures and registries while ensuring high levels of abstraction 

accuracy and ensure alignment with organizational quality standards.Provides leadership in developing, mentoring, and encouraging staff to reach their full potentialAssists in the development and implementation of comprehensive Clinical 

Quality Data utilizing target methodologies to decrease patient harm and improve patient outcomesCommunicates Clinical Quality Data to various levels in the organization including frontline care givers, clinical managers, senior and executive 

leadershipManages and continuously improves processes to identify, collect, and submit data as required by governmental, state, certifying bodies, national databases, institutional initiatives, and accrediting agencies including CMS & Joint 

CommissionOversees and guides highly complex projects and monitors status, timelines, and deliverablesCoordinates workflow infrastructure to enhance efficiency and productivity while maintaining compliance and data accuracy for meeting 

required deadlines Cultivate positive relationships with stakeholders, clinical leadership, departmental personnel, and executive sponsors by facilitating trust and transparencyCollaborates with Quality & Operational Excellence to analyze 

current and emerging trends to provide systematic approaches that align with and support the goals of the organizationCoach staff through preparing and analyzing reports, identifying performance improvement opportunities, and providing 

presentations for physician champion and medical departmentsDemonstrate leadership qualities in providing appropriate feedback when mentoring/coaching staffAssists in creating processes, programs, and policies that improve the quality 

of patient care across the organizationMonitors internal and industry benchmarks to analyze trends in related areas of workSafeguards the integrity and security of institutional and patient informationEmploy knowledge of Quality 

Improvement methodologiesUtilize appropriate resources to advance team performance and productivityProactively take initiative by identifying and promoting good ideas/solutions to solve problems efficiently and effectively to the 

satisfaction of all stakeholdersPerforms other duties as assignedKnowledge, Skills & AbilitiesDemonstrate excellent written and verbal communication, organizational, critical thinking skills, and systems approach to problem solvingExhibit self-

supervision and leadership abilities related to his/her specialized knowledge and experienceAttain recognition within the broader organization as an expert in multiple subject areasImplement team building and relationship management skills 

and abilities that include:Promoting organization culture that fosters teamwork; Encouraging high level commitment to the purpose of the organization;Actively engaging and providing meaningful inputFoster excellent customer service skills, 

professionalism, and diplomacyCollaborate with multi-disciplinary groups to support rich diversity of perspectives, backgrounds, and experiencesEnhance professional growth through ongoing education and experienceEvaluate and analyze 

data/processes to make sound judgments, recommendations, and apply evidence-based practices to improve patient outcomesWorking ConditionsWork is performed primarily in general office environment. Any qualifications to be considered 

as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MANAGER CODING QUAL/DATA INTGY U2810 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Coding Manager is responsible to 

oversee all of the daily functions for their particular area of obligation. Promote and support Teamwork, performance excellence, accountability and professionalism. Lead and support process improvement, lead and support collaboration with 

internal customers (Clinics, PB Coders/Billers, etc.). Manage within the established Department budget and DNFC/DNFC goals. Ensure the Coding Team have the education and tools they need to successfully perform, to the highest levels of 

quality and compliance. Experience and EducationFive (5) year's acute hospital-based coding experience, required. Preferable in an Academic environment. An equivalent combination of education and experience may be considered. Experience 

working in a remote environment preferred.Required Registered Health Information Administrator (RHIA), or Registered Health Information Technician (RHIT), or AHIMA Certified Coding Specialist (CCS), or AAPC credential - Certified 

Professional Medical Auditor (CPMA), Certified Professional Coder-Hospital (CPC-H), or Certified Interventional Radiology Cardiovascular Coder (CIRCC)Bachelor's Degree or Associate Degree in Health Information Management or a closely 

related field, required. An equivalent combination of education and experience may be considered.Job DutiesManaging the daily functions for assigned area of responsibilityLead and support process improvement to ensure effective/efficient 

workflowsLead and support performance improvement Communicate at a professional levelLead and/or support project management internal to the Department and collaboratively with others; i.e.; Clinics, PB Coder/Billers, Compliance, 

etc.Financial stewardship, manager within Department budget allocationsPromote and support TeamworkPromote and support performance excellence, accountability, and professionalism from allPromote and support the UTSW Quality 

initiativesPromote and support the Department Quality StandardsPromote and support education and complianceMaintains an expert level of knowledge of coding related guidelines and practices.Offer a broad knowledge of Revenue Cycle 

operationsOther duties as assignedKnowledge, Skills & AbilitiesWork requires strong leadership and decision making skillsWork requires strong analytical and critical thinking skillsWork requires excellent customer service, interpersonal, and 

communication skills (verbal and written).Work requires organizational skills along with a high level of accuracy and attention to detail.Work requires ability to report and problem solve using discretion, judgment, and professionalism.Work 

requires ability to handle multiple tasks, show initiative, and adjust to changes as appropriate under a stressful environment. Work requires ability to perform in a conservative, fast-paced, and quality driven environment.Work requires ability 

to comprehend, understand, and follow established policies, procedures, and other guidelines of some complexity.Work requires self-motivation, maturity, and being a team player.Working ConditionsWork is performed primarily in a general 

office setting when on-site, as well as from a remote home office setting. Minimum 2 days/week on-site.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human 

Resources Administration, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic 

information, citizenship status, or veteran status.



MANAGER COMMUNITY PRACTICE 1870 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position is accountable for the day 

to day management of the operations within a community practice or practices that are affiliated with and staffed by UT Southwestern Medical Center. Experience and EducationBachelor's degree in Business Administration, Nursing, Health 

Care Administration, Allied Health, or related field; and, three (3) years responsible administrative experience in patient care environment to include two (2) years supervisory experience required. Community Health/ Community Clinic 

experience preferred.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of the Vice President for Human Resources, or his/her designee.Job DutiesResponsible for daily operations, staffing, and 

supervision of clinic staff.Manages and supervises clinic staff to achieve institutionally determined standards which include but are not limited to: effective communication with staff, providers, and patients; providing feedback; goal setting; 

responding to patient and staff needs; and mentoring and coaching staff to achieve performance improvement; and monitors work flow and ensures adherence to policies and procedures; recommends and/or implements changes as 

necessary to maintain efficiency.Works with Medical Director and Departmental leadership/ supervisor on programmatic development and associated key performance metrics. Arranges for appropriate call and escalation schedules as 

needed.Maintains high level of customer service to all internal and external customers by communicating performance standards and expectations to clinic staff; coaches, mentors and develops staff.Organizes and directs operational processes 

including: access to care, telephone service/ response times, clinic dwell times, practice and procedure changes, documentation optimization, cancellations/ postponed appointments, referral tracking and follow up, registration, quality control 

of correspondence, scheduling and staffing to ensure excellent patient care and serviceEstablishes safeguards for effective patient confidentiality (HIPAA) and billing compliance. Implements processes to manage risk and prevent adverse 

events. Manages the requirements of federal, state, and local regulatory agencies in coordination with other health system offices.Monitors and manages operational processes including: performance of measures associated with the any 

applicable funding programming, reporting obligations, compliance with clinical policies and nursing practice, adherence to the National Patient Safety Goals, maintaining compliance with Joint Commission standards and PQRI and other clinical 

measure of performance, where applicable.Maintains patient confidentiality in accordance with university and departmental policy.Designs, executes, and maintains effective system of internal controls which provides reasonable assurance 

that operations are effective and efficient, and assets are safeguarded.Ensures compliance with applicable laws, regulations, policies and procedures.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of 

computers and office equipment.Work requires ability to ensure adherence to all policies and procedures of university, such as Human Resources policies and guidelines, accounting regulations, and internal control policies.Work requires 

ability to relieve supervisor of various internal administrative duties that require thorough understanding of functions, programs and policies of clinic.Work requires ability to coordinate and work independently.Work requires ability to 

communicate effectively with internal and external contacts on policies and procedures.Work requires skill in providing positive customer service environment.Work requires skill in applying excellent organizational skills.Work requires ability 

to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MANAGER COMPLIANCE PROGRAM EFFECTIVENESS 9586 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision 

reporting to the VP of Institutional Compliance/Chief Compliance Officer, to ensure the institution's compliance program is consistent with state and federal laws and regulations. Experience and EducationBachelor's degree in business or 

healthcare administration, or related area required, with a Master's degree in business or a related field preferred. At least four (4) years of experience in the healthcare regulatory and compliance field required. Job DutiesConducts employee, 

faculty and student education programs. Monitors effectiveness of training program.Assists in development of institution's compliance training program, to include learning management system's course content, new employee orientation 

and department-specific training activities.Conducts periodic reviews/assessments to determine gaps between established policies and procedures and actual institutional practices to identify deficiencies. Works with affected areas to develop 

an action plan to mitigate deficiencies. Leads, conducts and coordinates the annual Compliance and Internal Audit Risk Assessment. Establishes and administers a university-wide compliance program, including the identification/prioritization 

of risks, as well as the execution of scheduled compliance reviews, in coordination with the Chief Compliance Officer.Provides guidance and advice to various compliance staff with respect to the establishment of internal controls and 

intradepartmental compliance monitoring activities.Assists the Chief Compliance Officer in the preparation of periodic reports to be submitted to the Executive Compliance Committee and to UT System.Reviews work products prepared by 

subordinates for accuracy and consistency. Provides input to and assists in drafting compliance reports, including the development of review findings and recommendations for specific remedial/corrective actions.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires effective written and verbal communication skillsWork requires the ability to prioritize multiple projects in a fast-paced environmentWork requires excellent presentation skills, and the 

ability to communicate with customers at all levels of the organizationWork requires telephone and personal contact with all levels of internal and external personnel and organizations to obtain or provide information and explain facts, 

policies, and procedures relating to resolution of problems of a recurring but non-routine nature.Work requires ability to evaluate data and determine compliance with rules and regulations.Work requires absolute integrity and discretion, the 

ability to sustain confidentiality (particularly when working under the direction of legal counsel under the attorney client privilege) and reliability. Working ConditionsWork is performed primarily in a general office area.Any qualifications to be 

considered as equivalents in lieu of stated minimum require the prior approval of the Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MANAGER DEPARTMENT FINANCIAL ANALYSIS 9232 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Six (6) years 

progressively responsible experience in finance, with demonstrated experience in planning, forecasting and financial analysis required.Bachelor's degree or equivalent experience in finance, accounting, or related field.  Master's degree in 

Business and healthcare experience preferred.  Relevant experience in lieu of education will be considered. Job Duties  1. Responsible for departmental financial analysis and reporting, in support of budgeting, forecasting, and resource 

allocation.2. Provide analytical support to divisions.3. Design and implement periodic operational reports as well as ad hoc reporting.4. Develop multi-year cash flow projections for departmental projects.  Identify areas of financial risk, present 

findings, and make recommendations to senior management.5. Partner with departmental and institutional IR function to identify, implement, and maintain appropriate financial software and database applications.6. Provide strategic 

financial consultation and guidance to senior management regarding business proposals, and make recommendations for optimizing the financial impact of business initiatives.7. Manage and/or mentor financial analysis staff to ensure optimal 

operational expertise as well as technical knowledge.8. Provide advice to department management regarding key process improvement opportunities and serve as critical resource for implementation.9. Complete more complex special projects 

as requested.10. Develop annual projection of capital needs and manage the allocation of funds throughout the year as projects are approved.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

MANAGER DIAGNOSTIC SCHEDULING U5397 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Diagnostic Scheduling Manager 

(The Manager) will be responsible for all diagnostic scheduling activities which may include, but not limited to, laboratory, imaging, and/or interventional procedures by ensuring accuracy in an effort to avoid conflicts against limited resources 

and staff. The Manager will be responsible for overseeing the accuracy and competency of Scheduler productivity in accordance with established protocols, proper collection of required patient information, and correct communications with 

ordering physician offices and patient preparation instructions. The Manager will be expected to work closely with revenue cycler leadership, access leadership and operational leadership as well as radiologists, technologists, phlebotomists, 

nurses, physician stakeholders and other various hospital and diagnostic staff to ensure efficient scheduling of all department resources. The Manager will be expected to attend meetings and actively participate in efforts of resource planning, 

template management, and process improvement initiatives. The Manager will be expected to promote excellent customer service and take appropriate action based on survey results and patient or stakeholder complaints and concerns. 

Additionally, The Manager will maintain appropriate staffing levels based on volume analysis, service level expectations and clinical needs and will monitor productivity and quality reallocating duties as needed. The Manager will work as part of 

an elite team to support UT Southwestern operations and initiatives. The Manager may be required to travel to both campus and off-campus locations. The Manager will maintain current policies and procedures and maintain readiness to 

work outside of normal business hours to meet the demands of the department or the service locations. The Manager maintains subject matter expertise in the scheduling application and actively leads in testing, educating and communicating 

application upgrades and/or transitions.MINIMUM QUALIFICATIONSA bachelor's degree plus four (4) years directly related experience to include two (2) years in a supervisory management capacity with experience in inpatient admitting, 

outpatient registration, hospital outpatient, diagnostic or clinic scheduling, transfer center, or hospital operations. Additional years of experience may be considered in lieu of education.Required Certifications/Membership-within 1 year of 

promotion/hireCHAA/CHAM - NAHAM NAHAM- Full MembershipESSENTIAL FUNCTIONSJob Duties: Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital 

performance improvement targetsMeets or exceeds financial goals and objectives of the department as well as manages the schedule order workqueues according to daily assignment, maintaining service standards for contacting patients to 

schedule imaging appointments. Responsible for researching inconsistencies or errors in the scheduling process and reporting findings to patient, Imaging leadership or provider stakeholders. Provides management, direction, development and 

guidance to staff in roles of scheduling, insurance verification, patient pre-registration, and financial advising. Promotes professional growth, development and accountability in staff and fosters environment of shared decision-making. 

Delegates and holds staff accountable. Addresses and implements changes impacting various processes of intake area of Hospital Access department. Leads and motivates staff to achieve goals and objectives. Selects, trains, recognizes 

performance evaluations and disciplinary actions for department staff. Oversees employee timecards and time and attendance issues. Oversees department schedule and assures staff coverage for all shifts. Generates, distributes, and 

maintains relevant department reports. Tracks key performance indicators as designed by Director. Assures that quality assurance monitoring is conducted on data compliance.Assures compliance with local, state and federal rules and 

regulations and assists Director with JCAHO preparation. Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESDevelops People - Values diversity; coaches people; develops future talent; delegates; effectively deals with employee 

problems.Leads Change - Takes initiative; shows adaptability, flexibility; thinks and plans strategically; articulates clear vision and goals; champions innovation.Drives for Results - Manages business operations effectively; effective follow-

though and follow-up; takes accountability; solves problems and implements solutions; integrates financial understanding into solutions; demonstrates technical proficiency.Building Teams - Clarifies roles and responsibilities; includes all 

organization personnel into decision-making process; develops win-win solutions; collaborates with colleagues and peers; builds coalitions and partnerships; manages conflict constructively.Focuses on Customer - Acts with urgency to address 

service issues; assesses and anticipates customer needs; demands highest level of service from self and staff; recovers quickly from service breakdowns and improves processes; ensures staff technical training and proficiency.Communicates - 

Encourages candid exchange of ideas; articulates views clearly and directly; expresses facts clearly in writing; listens attentively to others; communicates a compelling vision to staff; communicates quickly issues affecting staff.Duties performed 

may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or 

similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.WORKING CONDITIONSWork is performed primarily in a hospital or 

hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or 

his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal 

MANAGER EDUCATIONAL AND ALUMNI AFFAIRS 8151 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryAs part of the educational affairs 

leadership team, the incumbent provides leadership and support in the management of all academic/educational teams within a large academic department to deliver on the goals and mission of The Office of the Vice Chair for Education. 

Manages daily operations of the division(s) by coordinating effectively with Department Administration, as well as other parts of the institution and establishing effective working relationships with organizational peers. Implements 

departmental policies and procedures while directly administering activities to include monitoring individual staff metrics, ensuring compliance with all applicable accreditation standards, and state and federal regulations, policies, and 

established protocols. Experience and EducationBachelor's degree in Education, Business Administration, Healthcare Administration, or directly related field and seven (7) years related experience, including a minimum of 4 years of supervisory 

experience. Master's degree strongly preferred.Job DutiesResponsible for administrative oversight of the educational components, which includes undergraduate, residency, fellowship and alumni programs within a large academic department, 

which meets at least two of the following criteria: Total Fellowships programs exceed 15, total Resident headcount exceeds 150, and/or overall educational budget(s) exceeds $5M.In collaboration with the Vice Chair of Education and each 

faculty program director, the incumbent provides direction and assistance in aligning the strategic mission and objectives of each training program to maximize effectiveness and gain an advantage through shared resources.In collaboration 

with Department Administration, coordinates the preparation of the budgets for the divisions and related programs. Manages or assists in the oversight of financial expense, and monthly account balance reviews and monitoring. Manages or 

assists in the oversight of all related divisional, accounts, including reconciliations and variance reporting. In collaboration with Department Administration, administers human resource activities to include coordinating the effective 

recruitment, appointment, onboarding, credentialing, international visas, orientation, and evaluation of educational appointees, and staff. Establishes clear and focused expectations and accountabilities of staff; addresses performance issues 

and conflict appropriately and promotes/facilitates professional development for program coordinators and staff.Assists Vice Chair of Education in the development of both long and short-term strategic business plans. Implements such plans 

in a manner to achieve stated financial and operational results for the division(s) and department, creating analytical reports for management review. Meets regularly with all educational units to ensure timely and effective delivery of desired 

outcomes and strategic planning for future developments. Responsible for working with divisions to maintain alumni information, coordinate communication strategies and event programming with the Department Chair's Office, and serve as 

a liaison with the university's Office of Development and Alumni Relations, as needed, on projects. Serve as the primary liaison for educational activities within the department. Demonstrates commitment to improving service and product 

quality for internal and external customers. In collaboration with Department Administration, designs systems and processes which enhance efficiency and effectiveness of internal controls and ensure the integrity of the 

department.Coordinates the division's physical resource utilization, including space planning, budget and inventory control, fixed assets, purchasing, and utilization of department/division resources. Performs other duties as 

assigned.Knowledge, Skills & AbilitiesAbility to manage and direct staff.Ability to monitor and maintain budget.Ability to ensure adherence to policies and procedures of university such as FLSA, salary guidelines, accounting regulations, and 

internal controls policy.Ability to communicate effectively with various levels of internal and external contacts.Excellent interpersonal and teamwork skills.Excellent organizational and project management skills.Working ConditionsWork is 

performed primarily in an office area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic information, citizenship 

status, or veteran status.

MANAGER ENVIRONMENTAL SERVICES U4309 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleEnvironmental Services Manager - U4309SalarySalary 

Negotiable Job SummaryWorks under supervision of Department Director to provide essential leadership to department team members while managing operational workflow to deliver the highest quality service and results to our patients, 

visitors, and customers. Experience and EducationHigh School Diploma/GED RequiredBachelor's Degree preferred but not requiredTwo years of experience in Environmental Services Leadership within Healthcare Industry requiredJob 

DutiesManage and coordinate daily operations of department throughout the facility by monitoring daily, weekly, monthly, and quarterly data and trends; communicating results and possible solutions to leadership.Maintains internal and 

external customer satisfaction by rounding on/with patients, department managers and customers. Analyze and plan schedules and programs ensuring the best use of equipment and resources available to attain and maintain the highest level 

of quality service is delivered. Tours facility regularly providing leadership, training, support and guidance to ensure that quality standards and service expectations are met and to determine that best practices are followed. Recommends and 

implements strategic plans or LEAN process improvements to maintain operational or quality improvements.Provide input to Director with regard to budgetary goals, expenditures and cost savings initiatives; aide in preparing budgetary 

recommendations. Manages various personnel functions, including but not limited to: Hiring, promoting, and maintaining accurate records of team members' performance, training and schedules.Promotes growth and development of 

employees by participating and/or assisting with development of new and refresh training programs. Maintains knowledge of current trends and developments in the field in an effort to enhance expertise and quality of services provided 

through continuous improvement.Performs other duties as assigned.Knowledge, Skills & AbilitiesStrong interpersonal, analytical, organizational and time management skills necessary.Extensive knowledge of Environmental Services processes 

and procedures in accordance with Hospital policies as well as Local, State, and Federal Regulations.Knowledge of Environmental Services and Laundry Services, Infection (Control/Prevention) Safety and Sanitation requirements and procedures. 

Proficiency in Microsoft Software, specifically Word, Excel, PowerPoint, and Outlook.Ability to manage multiple tasks and priorities and easily adapt to changing situationsAbility to communicate effectively and professionally with individuals at 

all levels of the organization. Ability to work flexible schedule that may include nights, weekends, and holidays.Working ConditionsWork is performed in a highly customer focused, clinical care environment. Administrative responsibilities 

performed within collaborative office spaces. The daily responsibilities of the position will require constant physical activity including but not limited to walking, standing, pushing/pulling of carts, and occasional lifting of items weighing up to 

approximately 50lbs. Employees should be able to be flexible to work nights weekends and holidays as needed. Healthcare is a 24/7 industry, although we provide consistent scheduling the needs of the business can be impacted by emergent 

situations or a general change over time which can require scheduling to be adjusted. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or 

his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MANAGER FINANCE - UH SERVICE LINE U5396 Y T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under general supervision to the 

Director of Operations Finance, the Finance Manager is responsible for assisting Director in management of financial operations within assigned area. Position will act as a resource and subject matter expert to service line leader to support 

their financial and reporting needs.MINIMUM QUALIFICATIONSSix (6) years progressively responsible experience in finance, with demonstrated experience in planning, forecasting and analysis required. Bachelor's degree or equivalent 

experience in finance, accounting, or related field. Master's degree in Business and healthcare experience preferredRelevant experience in lieu of education will be considered. ESSENTIAL FUNCTIONSJob Duties: Plans, organizes and evaluates the 

financial functions and reporting of assigned service line.Supervises the coordination, preparation and analysis of complex financial and operational reports, financial statements, scorecards, metrics, benchmarks, budgets, and financial forecast 

across assigned service line. Provides overall financial analysis summaries and recommendations to facilitate services line planning. Manage and/or mentor financial staff to ensure optimal operational and financial knowledge.Manage and 

validates information to support developing trends to assist with forecasts and management decision making for assigned service line. Collaborate with other departments including but not limited to Hospital finance, Accounting, Decision 

Support and Health System analytics. Act as a resource for information and initiatives related to continual improvement of KPIs and operational objectives.Remains current with and progressively learns industry trends, analytics techniques 

and appropriate financial systems necessary to complete essential job functions. Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires forecasting and analyzing revenue and expense reportsWork requires strong 

oral and written communicationWork requires excellent customer serviceWork requires ability to multi-task and handle multiple projectsWork requires advanced Microsoft Excel, Access, and PowerPointWork requires leadership qualities to 

interpret and translate financial details into operational opportunities WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be 

considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education 

Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, ¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran 

status.

MANAGER FINANCIAL ANALYSIS - IMS 9230 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Finance, Accounting, or related field and six (6) years progressively responsible experience in finance, with demonstrated experience in planning, forecasting and financial analysis.  Master's degree in Business, and healthcare experience 

preferred.  Job Duties  Responsible for departmental financial analysis and reporting, in support of budgeting, forecasting, and resource allocation.       Provide analytical support to divisions.        Design and implement periodic operational 

reports as well as ad hoc reporting.       Develop multi-year cash flow projections for departmental projects. Identify areas of financial risk, present findings, and make recommendations to senior management.      Partner with departmental and 

institutional IR function to identify, implement, and maintain appropriate financial software and database applications.      Provide strategic financial consultation and guidance to senior management regarding business proposals, and make 

recommendations for optimizing the financial impact of business initiatives.      Manage and mentor financial analysis staff to ensure opti mal operational expertise as well as technical knowledge.       Provide advice to department management 

regarding key process improvement opportunities and serve as critical resource for implementation.      Complete more complex special projects as requested.        Develop annual projection of capital needs and manage the allocation of funds 

throughout the year as projects are approved.       Perform other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MANAGER GRADUATE MEDICAL EDUCATION INSTITUTIONAL EDUCATION 9032 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks proactively and under minimal 

supervision exercising independent judgement and authority as required to provide expert consultation and foster the development of rigorous, high-quality, comprehensive, and culturally relevant graduate medical education 

programs.Experience and EducationBachelor's degree in Business Administration, Health Care Administration, Education/Social Science, or related field, and six (6) years' experience in appropriate field that includes two (2) years in supervisory 

capacity are required. Master's degree preferred, experience working in an Academic Medical Center environment and familiarity with ACGME, TMB, and NRMP policies and procedures preferred.Job DutiesDevelops and implements systems to 

enhance the institutional oversight of all graduate medical education programs. Working directly with the Associate/Assistant Deans, Designated Institutional Official (DIO), Program Directors, Program Coordinators, and Graduate Medical 

Education office staff, creates and implements administrative strategies to maintain and enhance institutional and programmatic recognition. Promotes a culture of continuous quality improvement through assessment and monitoring of GME 

processes and systems; analyzes trends and implements changes as required.Provides direct and indirect supervision to GME Office staff as appropriate.Develops and maintains knowledge of and expertise in applicable accreditation 

requirements and their interpretation and serves as an institutional resource for Graduate Medical Education (GME) accreditation and compliance issues; works with the Designated Institutional Official (DIO) to ensure compliance with the 

ACGME Institutional, Common, and specialty/subspecialty-specific Program Requirements and other accreditation requirements as they may be applicable.Develops and maintains knowledge of the rules, regulations, policies, administrative 

guidelines, and legal issues that impact or govern the GME programs to ensure UT Southwestern and each of its training programs are in compliance.Functions appropriately, proactively, and effectively with other GME staff to fulfill GME and 

Institutional missions, goals, strategic initiatives, and to communicate a shared vision for GME.Serves as the primary GME institutional consultant to program leadership on matters related to program performance, accreditation, evaluation, 

and improvement.Provides consultation and ensures timely and effective communications concerning GME accreditation issues and processes with internal (e.g., Department Chairs, Program Directors, Program Coordinators, etc.) and external 

(e.g., ACGME, TMB, THECB, etc.) stakeholders.Analyzes and interprets a wide range of program performance data to drive continuous institutional and program improvement and develops and oversees initiatives to enhance program quality 

and educational outcomes.Works with program leadership to track and prepare for program-level accreditation activities, including Program Site Visits, Program Self-Studies, Internal and/or Special Reviews, and implementation of program 

Action Plans.Develops and enhances competency-based program curricula and assessment methods.Assesses training and development needs for program leadership and develops and implements appropriate training activities.Participates in 

professional development and/or scholarly activities relevant to GME and job responsibilities.Develops and maintains competency and expertise in residency management system (MedHub) and provides consultation for program leadership in 

RMS utilization.Assists Program Directors with the development of resident Performance Improvement Plans, Corrective Actions, Grievance, and Appeals processes; liaises with the Office of Legal Affairs as needed.Collaborates with other GME 

staff and staff from the Dean's office to ensure complete and accurate reports that may be required by the state or other entities.Participates in the planning and support of special GME projects and events, such as New Resident and Fellow 

Orientation, GME Educational Retreats, Forums, and Workshops, etc.May represent the GME office as needed at various university/committee meetings.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge 

and understanding of graduate medical education accreditation, compliance, financial management, budgeting, faculty development, and process improvement activities.Work requires familiarity with both allopathic and osteopathic GME 

programming is desirable.Work requires exceptional interpersonal and relationship building skills required to effectively collaborate with multiple stakeholders to obtain management, staff, and physician involvement and accountability in 

achieving specific outcomes. Work requires the ability to simultaneously address and prioritize multiple projects, demands, and issues.Work requires experience with Microsoft Office.Working ConditionsWork is performed primarily in general 

office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.



MANAGER HEALTH SYSTEM PATIENT SAFETY 2304 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides managerial leadership and 

expertise in the administration of a patient safety program. Works under minimal supervision to develop and execute processes in support of a comprehensive approach to patient safety across inpatient and ambulatory care settings. Reports 

to the Director of Health System Patient Safety.Experience and EducationBachelor's degree in nursing, public health, health administration or a related field (required). Master's degree preferred. RN licensure preferred.Five years of experience 

leading patient safety or quality improvement teams (required).Current Certified Professional in Patient Safety (CPPS) or Certified Professional in Healthcare Risk Management (CPHRM) certification (required). Job DutiesLeads a team of patient 

safety coordinators in achieving the vision, priorities, and policies of the Health System Patient Safety Department under the leadership of the Director of Health System Patient Safety and other Health System quality leaders.Provides 

instruction, staff training, advising, mentoring, and constructive guidance towards patient safety coordinator job responsibilities while addressing performance issues and encouraging staff to reach their full potential.Provides oversight for 

patient safety event reviews and investigations, including Root Cause Analysis and other focused reviews.Assists in the development and implementation of comprehensive patient safety improvement initiatives to reduce medical errors and 

other factors that contribute to patient harm or adverse events.Communicates patient safety information to various levels in the organization including frontline staff, local leaders, senior leaders, etc.Manages and continuously improves 

processes to identify, collect, and submit data as required by regulatory and accrediting agencies.Coordinates safety activities, assuring completion within specified timeframes and data accuracy in monitoring and reporting. This responsibility 

includes promoting and implementing the comprehensive patient safety plan that is aligned with the performance improvement plan for the organization.Establishes strong working relationships with customers, including IR, finance, nursing, 

operations, facilities, etc., to help create a health system-wide approach to patient safety.Collaborates with Quality & Operational Excellence to analyze current and emerging trends to provide systematic approaches to patient safety that align 

with and support the goals of the organization.Assist in creating programs and policies and processes that improve the culture of safety across the organization. This includes actions to address needs evidenced by the Culture of Safety 

survey.Monitors internal and industry benchmarks to analyze trends in related areas of work.Provides leadership in the development of training materials that promote understanding of a culture of safety and related measures of performance 

and that empower staff to take action when necessary.Provides leadership in the development of safety performance measures, target methodologies, and thresholds, and ensures accuracy of measure results.Safeguards the integrity and 

security of institutional and patient information.Performs other duties as assigned.Knowledge, Skills & AbilitiesCritical thinking skillsSystems-approach to problem solvingSelf-starter and innovative problem solverEffective communication and 

interpersonal skillsStrong process improvement facilitation skillsPersonal AttributesThe candidate will be a mission-driven and highly-experienced patient safety professional. S/he will bring significant experience and knowledge to the 

position.The candidate will be an effective leader and key contributor whose skill set and experience is suitable for working in a highly matrixed and sometimes ambiguous environment. The candidate will commit to becoming part of a high-

performing, collaborative team whose shared mission is the provision of world-class healthcare at UTSW. The candidate will be a skilled communicator with a high level of emotional intelligence and will have the ability to partner with senior 

management, physician leaders, and other clinical leaders to build engagement and buy in.The candidate will be an effective educator and mentor to a diverse audience within UTSW.The candidate will have the ability to foster an atmosphere 

of respect and trust, in line with organizational mission and goals.The candiate will have the capacity to embrace challenges and promote finding solutions that are in the best interest of the organization.Working ConditionsWork is performed 

primarily in general office environment. UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic information, citizenship 

status, or veteran status.

MANAGER HOSPITAL PATIENT REVENUE VALUATION U1944 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe position is responsible for the 

month end close process as it relates to the valuation of Hospital patient accounts receivable for both the balance sheet and the income statement as well as having general reimbursement and accounting responsibilities. The role includes 

performing the daily tasks required to maintain the Crowe RCA application to ensure balance with Epic and PeopleSoft; performing monthly valuation of patient accounts receivable; managing patient accounts receivable using Crowe RCA tool; 

and performing ad hoc analysis of patient revenue and collectability. The position will be responsible for the day-to-day patient service revenue and accounts receivable reporting activities. The position will prepare various schedules, analyses, 

and reports for a variety of stakeholders in the organization such as Accounting, Reimbursement, Decision Support, and Revenue Cycle. The position will assist in working with the external auditors on the annual audit as it relates to patient 

service revenue and accounts receivable. The position reports to the Director of Reimbursement.Experience and EducationBachelor's degree in accounting, finance or related field required. CPA or MBA preferred. Minimum of 5 years of 

experience in and knowledge of the health care field working in Hospitals.Advanced knowledge and use in Microsoft products, particularly Excel and Access. Job DutiesResponsible for the valuation of patient revenue receivables.Responsible for 

all day-to-day activities related to the Crowe RCA tool.Assist with review of patient revenue accounts with the Revenue Cycle team.Prepares ad hoc reporting using Excel, SQL, Power BI, etc.Prepare various analysis reports related to patient 

revenue.Perform patient service revenue and accounts receivable reporting tasks during the last few days and first several days of the monthly close process including running reports, preparing analysis, and providing accounting with 

necessary information for journal entries for balance sheet and income statement.Perform monthly patient accounts receivable valuation model and analysis using the Crowe RCA tool.Prepare supporting workpapers for patient service revenue 

and patient accounts receivable for the audited financial statements.Assist with completing internal and external information requests for patient service revenue.Assist in patient revenue projections, forecasts, budgets, and other special 

projects.Assist in preparation of financial reporting deliverables. Other duties as assigned.Knowledge, Skills & AbilitiesMust have strong analytical skills and familiarity with working with complex financial data sets.Must have attention to detail 

and ability to work independently within a team-oriented environment.Requires strong written and verbal communication including effective presentation skills.An understanding of healthcare financial accounting and reporting, including 

reimbursement, month-end close, and net revenue analysis, is required.Must be able to prioritize work and meet all deadlines.Working ConditionsWork is performed primarily remote with some onsite required by management or, change in 

policy.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

MANAGER INFECTION PREVENTION 2319 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryResponsible for assisting management in 

developing, implementing, and evaluating daily operations to assure compliance with all applicable laws and standards for surveillance, prevention, and control of infection.Experience and EducationMust meet one of the following minimum 

requirements:Master's degree in Nursing or other related healthcare field from an accredited University is preferred. Must be a Registered Nurse (RN) in the State of Texas or eligible for reciprocity. Must have five (5) years of professional 

experience in nursing.ORMaster's degree in Medical Technology or related health science field and five (5) years of experience. ORMaster's of Public Health Degree and five (5) years of experience in epidemiology, research or infectious 

disease.Required Certification:Must have current licensure as needed (Nursing, MT, etc.)Must have Certification in Infection Control from the Certification Board of Infection Control (CBIC).Job DutiesManages staff in order to assure effective 

operations in conjunction with Infection Prevention Director. Selects, trains, motivates, and evaluates staff to ensure maximum utilization of individual and group capabilities, while providing optimal service to both internal and external 

customers. Ensures that assigned employees receive opportunities to further their knowledge. Assumes leadership role in initiating and facilitating interdisciplinary groups, other departments, and medical staff to prepare for regulatory 

surveys to ensure that UT Southwestern University Hospital operations meet infection prevention regulations, standards, and guidelines. Manages specified key functions of infection prevention plan. Functions include, but are not limited to, 

the infection prevention responsibility for the following: construction/renovation; design of patient care environment; product selection and evaluation; and disinfection/sterilization technology and processes. Initiates processes and partners 

with key staff to evaluate patient safety/infection prevention risks, opportunities for improvement, and implement necessary action. Plans, in conjunction with Director and Medical Director, epidemiologic investigations of outbreaks and 

provides oversight of process. Implements plan, assigns staff to assist in investigation, supervises collection of data, analyzes data, plans and implements interventions as needed. Assures personnel assigned to investigation have adequate 

training and resources. Communicates with laboratory management regarding necessary laboratory support. Monitors compliance with interventions and evaluates for efficacy. Documents and communicates findings to appropriate personnel, 

management and medical staff. Maintains knowledge of applicable rules, regulations, policies, laws, and guidelines that impact the Infection Prevention area. Develops effective internal controls that promote adherence to applicable 

state/federal laws, and the program requirements of accreditation agencies and federal, state, and private health plans. Seeks advice and guidance as necessary to ensure proper understanding. Stays abreast of the latest developments, 

advancements, and trends in the field of Infection Prevention by attending seminars/workshops, reading professional journals, actively participating in professional organizations and/or maintaining certification/licensure. Integrates knowledge 

gained into current work practices. Prepares and develops professional presentations designed to communicate infection prevention concerns, issues, and standards to UT Southwestern University Hospital personnel, management, and 

medical staff. Provides orientation classes for new employees & physicians and continuing education of UT Southwestern University Hospital employees.     8. Research issues and assists staff in developing interventions and evaluating 

effectiveness.Knowledge, Skills & AbilitiesMust be able to demonstrate leadership skills in assessment, development, and operation of the Infection Prevention program for the surveillance, prevention, and control of infection. Must have 

expertise in the following areas: epidemiology of infectious diseases, disinfection and sterilization, and data analysis. Must be knowledgeable about applicable Joint Commission standards, TDH licensure requirements, and other applicable 

laws/standards regarding infection prevention. Must have computer skills including database management. Must be able to demonstrate effective management skills and techniques. For RN's only: Provides care to assigned patient population 

in accordance with the current State of Texas Nurse Practice Act, established protocols, multidisciplinary plan of care, and clinical area specific standards.Working ConditionsWork is performed in an office and clinical setting.Any qualifications 

to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

MANAGER INSTITUTIONAL FACULTY AFFAIRS 9055 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryAt an institutional level, partners with 

the Director of Faculty Affairs to coordinate all faculty initiatives and programs. Manages a team of coordinators who execute all tasks/initiatives relative to faculty affairs.Experience and EducationBachelor's degree in a related field and ten 

(10) years administrative experience in business, medical, scientific, or health care environment to include at least two (2) years in a supervisory/management role.Preferred: Minimum two (2) years of experience on the UT Southwestern 

Medical School Dean's Office team in a supervisory/management role. Job DutiesManages a team of faculty coordinators (varying levels) in the Faculty Affairs Office, who serve as departmental/center liaisons, by following university policies 

and procedures using effective management and communication skills to train, mentor and develop coordinators while ensuring program effectiveness.Oversees the entire annual Memorandum of Appointment /contract process for all faculty; 

ensures all contracts are signed and returned to the Faculty Affairs office; ensures new salary information loads properly in Peoplesoft for the new academic year for all faculty. Works closely with the Provost Finance team as it relates to 

any/all salary changes for the academic year, as it impacts Memorandums of Appointment.Oversees the annual reappointment process for all Adjunct Faculty, with assistance from faculty coordinator team members. Participates in the 

strategic planning for the Faculty Affairs Office regarding operations to include, but not limited to, expansion of services and staffing, revised workflow, processes, resource materials for departments and new projects.Partners with the Director 

of Faculty Affairs to develop and implement team goals and objectives.Partners with the Director of Faculty Affairs, the Sr. Associate Dean for Faculty Initiatives and Affairs and/or other business partners (i.e., Legal, HRIS, etc.) to develop and 

launch institutional procedures/policies/changes while ensuring changes are communicated to contacts in our departments/centers/and schools. Provides consultation between Faculty Affairs and departments/centers/schools within the 

institution on a variety of faculty affairs inquiries.Prepares the full faculty appointment packet and faculty early access for new Department Chairs and Center Directors (and occasional other appointments as assigned). This includes working 

with the director of Faculty Affairs, the Senior Associate Dean for Faculty Initiatives and Affairs and Provost, as well as the new Chairs/Directors to ensure that all of the appointment data and paperwork is complete and correct, has the 

appropriate signatures, and that the new Chairs/Directors have the information they need from Faculty Affairs. Partners with and communicates information as needed to administrative leadership (non-faculty) in the 

Departments/Centers.Responsible for manually preparing and coordinating the annual Memorandums of Appointment, Supplemental Administrative Compensation letters and A&P Compensation letters for Department Chairs, Center 

Directors, and faculty with A&P roles.Provides HCM and TAM-related support for new Department Chair and Center Director searches as well as other high-profile position searches as directed. Depending upon the appointment, this involves 

some or all of the following: having job codes created, creating new positions, preparing and extending e-offers, dispositioning candidates and completing the hire from TAM into HCM.Maintains a list of individuals who have both faculty and 

A&P roles, keeping track of the % effort (faculty vs. A&P) as well as the A&P titles. Monitor changes in appointment status for these individuals as it applies to their faculty appointment to ensure that there is appropriate documentation and 

approvals.Ensures quality control of data in the Faculty Profiles within HCM, DAD and the University's website. Investigate/troubleshoot discrepancies in faculty data found in reports or having been brought to our attention from someone else 

within the University. Often involves working with HRIS, the HCM team, POFA, Web Services, the Academic Departments/Centers and others to resolve issues.Responsible for hiring faculty members and Assistant Instructors, which includes 

onboarding within internal systems, updating the faculty appointment log, coordinating new employee orientation as well as communication with departments and centers.Responsible for training and mentoring of staff. Makes 

recommendations for promotions and generates disciplinary actions for staff as necessary.Ensures all faculty members' files abide by the appropriate Records Retention Policy; maintain the records disposition log for all faculty files.Ensures all 

faculty files are stored, with original transcripts, and according to SACs.Monitors the Faculty Affairs Outlook resource inbox; routes inquiries to the appropriate Faculty Coordinator on team for processing requests.Performs audits on visiting 

faculty and Assistant Instructors faculty files, ensuring compliance.May serve as departmental liaison for assigned departments and centers. This involves assisting with any questions, faculty issues, faculty appointments, change requests for 

all faculty, including adjuncts.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of medical simulation education, technologies, and application (EMS, BLine, etc).Work requires knowledge of medical 

terminology or experience in a health care setting preferred. Work requires knowledge of course development and education methodology.Work requires the ability to work with internal and external individuals from different disciplines and 

different levels of training. Work requires self-motivation with the ability to work effectively in a team environment. Work requires strong organizational, technical and communication skills.Work requires flexibility and adaptability in dynamic 

environment.Working ConditionsWork is performed in a hybrid office model, with the reservation to change at any time.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for 

Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

MANAGER INTERNAL MED RESEARCH & FACILITIES 1940 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and seven (7) years in facilities management, preferably in an academic research setting.  Prior experience working in a research laboratory strongly preferred. Job Duties  1.Plans, implements and coordinates departmental and 

divisional space, renovation projects, furniture and equipment orders, and oversees installations.  Assists in the identification of, and coordination of equipment requiring specialized moving services, including re-certifications after installation 

and/or warranty items that require special handling.2.Meets with users to understand the needs of the space and to assist with the layout and furnishing of the space. Identifies the most efficient use of resources.  Maintains current knowledge 

and expertise in laboratory design, setup, and systems.3.Develops and maintains database on department and divisional space.  Acts as liaison between the department and the Planning Office. Coordinates the annual departmental space 

inventory for the Planning Office.  Conducts analytical studies and data analysis for departmental planning.4.Directs accurate and timely processing of requisitions.  Submits high cost and complex requisitions relating to major equipment, 

supplies, and services for the department. Maintains information and data regarding all submitted and approved capital budget requests.5.Maintains department equipment inventory and unlocated equipment and assists divisions in locating 

missing equipment.6.Initiates and oversees the household and laboratory moves of new faculty.  Ensures all expenses are compliant with the University's Move Policy and expenses stay within the assigned budget.  Oversees the negotiation of 

equipment transfers/purchases when a faculty terminates and transfers grants to other institutions.7.Assists with the annual budget planning regarding renovation expenses, capital budget requests, and large core equipment 

purchases.8.Ensures compliance with regulatory requirements and institutional safety policies.  Performs safety inspections, generates issue reports, and monitors issues until they are resolved.9.Assists training Lab Managers and other 

laboratory personnel in lab clean-up procedures, and proper chemical disposal, equipment decontamination, and removal from inventory.10.Attends Lab Manager quarterly forum to stay abreast of environmental health and safety 

regulations.  Drafts and implements necessary related policy and procedure changes throughout the department.11.Supervises administrative staff and/or laboratory personnel.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER INVENTORY CONTROL U9960 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Minimum 

Associates Degree preferred, additional experience in lieu of degree will be considered. Minimum of 3 to 5 years experience in a hospital or multi-hospital system, with responsibilities for inventory control and/or distribution functions. 

Minimum of 1 year experience in management. Job Duties  Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.Meets or 

exceeds financial goals and objectives of the department.Responds to inquiries and provides assistance to other departments, hospital staff and external representatives in the implementation and performance of job function.Develop and 

maintain ERP (PeopleSoft) management information reports, monitoring inventory usage and efficiencies interactivelyOversight of Inventory Control and Inventory Management to ensure efficient, quality services are provided in a timely 

manner to all customers.  Evaluates performance and recommend personnel actions such as hiring, promotion, disciplinary action and termination.Responsible to Director Materials Manager for effective and efficient operation of Inventory 

Management and the MMIS.  This position has responsibility for maintaining system integrity relative to:  Item file maintenance and accuracy of the MMIS files and data fields, especially the Item Master File.Drafts, reviews, analyzes financial 

and statistical data consistent with department guidelines and goals, which applies to cost improvement information that supports supply chain and utilization management efforts.Maintains data integrity in various databases that track high 

dollar supply purchases.  Assures information is accurate and can be extracted in a variety of methods for the purpose of analysis.  Generates appropriate MMIS reports pertaining to management of the MMB and PAR inventory assets.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER LAB BLOOD BANK U2705 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationMust have five (5) years 

experience working as a medical technologist and at least three (3) years supervisory experience in Transfusion Services. Must be experienced in working in a hospital setting that has solid organ and bone marrow transplantation and immuno 

hematology reference work.Bachelor's degree in Medical Technology, or related field. Master Degree in Health Administration, Business or Public Administration or similar degree is preferred.Certification as a Medical Technologist and 

Specialist in Blood Banking by the American Society of Clinical Pathologists (ASCP) .Job Duties1. Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance 

improvement targets.2. Meets or exceeds financial goals and objectives of the department.3. The Clinical Laboratory Services (CLS) Blood Bank Manager is to oversee the Transfusion Services Program for the CLS-wide system, covering all 

associated hospitals and clinics. The Blood Bank manager is accountable for the direct management of the Blood Bank laboratory section to provide high quality, accurate and timely test results in a cost-efficient manner. This position is 

responsible for hiring, developing, motivating, counseling, overseeing and training, including cross-training, and ensuring competency of Blood Bank employees in all shifts at all facilities; holding staff accountable for maintaining and enforcing 

high, fair and consistent standards of performance; prioritizing assignments and making staffing adjustments in accordance with budgetary guidelines; monitoring the section operating and capital budgets; maintaining the productivity goals 

of the section.4. Maintain Blood Bank technical expertise to analyze current methods and systems and develop innovative ways to improve operations. Lead the validation of new Blood Bank test methods, process control and analytical 

proficiency. Support development of new methods/protocols to improve laboratory efficiency, compliance and accreditation. Ensure the accuracy and integrity of the test information and laboratory data in the Laboratory Information 

System(s) (LIS) in coordination with Information Resources department.5. The incumbent oversees an effective Transfusion Services Quality Improvement program, in conformance with the Clinical Laboratory Services and UTSW University 

Hospitals (UH) Quality Programs; assists in the development and implementation of department goals and objectives; maintaining accreditations including, but not limited, with College of American Pathologists (CAP), American Association of 

Blood Bank (AABB), Centers for Medicare and Medicaid Services (CMS), The Joint Commission (TJC), licensing for Clinical Laboratory Improvement Amendments (CLIA) for patient care. Also ensures laboratory is compliant with Occupational 

Safety and Health Administration (OSHA) regulations and the Health Insurance Portability and Accountability Act (HIPAA).6. Prepares and/or participates in the development of the department budget in conjunction with established goals and 

objectives. Ensures budgetary goals are met on an annual basis. Responsible for promoting effective communication and teamwork with all laboratory and hospital staff among the UTSW University Hospitals. Serves as a resource and 

communication liaison by facilitating timely and accurate dissemination of information to the laboratory staff. 7. Other duties as assignedKnowledge, Skills & AbilitiesWork requires ability to communicate well through verbal and written skills. 

To independently perform work of considerable complexity in order to achieve general results by interpretation of policy and using ingenuity, initiative, and good judgment, and/or precedents to work problems having broad implications. To 

operate and repair various laboratory equipment and normal office equipment. Internal contact with faculty, students, administration, and postdoctoral fellows in running operations of lab. External contact with vendors for equipment 

purchase and maintenance and external research labs to promote laboratory business, troubleshoot problems, and maintain state and federal regulations. Promotion of business, supervision, and writing of protocols for laboratory operation. 

Implementation and interpretation of policies and procedures. Knowledge of laboratory safety procedures for biohazards and chemicals, as well as quality control procedures and regulations. Working ConditionsWork is performed primarily in 

general office area. Heavy physical effort (lift/carry up to 50 lbs.): prolonged, extensive, or considerable standing/ walking; lifts, positions, pushes and/or transfers patients. Physical exertion when working with laboratory equipment. 

Interpretation of policy and application of procedures or practices to work problems.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER LAB MICROBIOLOGY U2706 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Medical Technology, Microbiology, Health Care Administration, or related field.  Master degree preferred. Five (5) year's experience in first-line or mid-level management or supervision with minimum of three (3) years supervisory experience in 

Clinical Microbiology. Certification as a Medical Technologist by the American Society of Clinical Pathologists (ASCP), CLS (NCA) or equivalent as defined under the CLIA ?88 regulations.   ASCP Microbiology certification preferred.   Job Duties  

Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.      Meets or exceeds financial goals and objectives of the department.        

The Clinical Laboratory Services (CLS) Microbiology Manager is to oversee the Microbiology Testing Program for the CLS-wide system, covering all associated hospitals and clinics.  The Microbiology manager is accountable for direct 

management of the Microbiology laboratory section to provide high quality, accurate and timely test results in a cost-efficient manner.   This position is responsible for hiring, developing, motivating, counseling, overseeing and training, 

including cross-training, and ensuring competency of microbiology employees in all shifts at all facilities; holding staff accountable for maintaining and enforcing high, fair and consistent standards of performance; prioritizing assignments and 

making staffing adjustments in accordance with budgetary guidelines; monitoring the section operating and capital budgets; maintaining the productivity goals of the section. Maintain Microbiology technical expertise to analyze current 

methods & systems & develop innovative ways to improve operations. Lead the validation of new Microbiological test methods, process control & analytical proficiency.  Support development of new methods/protocols to improve laboratory 

efficiency, compliance & accreditation.  Ensure the accuracy & integrity of the test information & laboratory data in the Laboratory Information System(s) (LIS) in coordination with Information Resources department.Oversees an effective 

Microbiology Quality Improvement program, in conformance with the Clinical Laboratory Services & UTSW University Hospitals (UH) Quality Programs; assists in the development and implementation of department goals and objectives; 

maintaining accreditations including, but not limited, with College of American Pathologists (CAP), Centers for Medicare & Medicaid Services (CMS), The Joint Commission (TJC), licensing for Clinical Laboratory Improvement Amendments (CLIA) 

for patient care. Ensures laboratory is compliant with Occupational Safety and Health Administration (OSHA) regulations and the Health Insurance Portability and Accountability Act (HIPAA).      Prepares and/or participates in the development 

of the department budget in conjunction with established goals and objectives. Ensures budgetary goals are met annually.  Responsible for promoting effective communication and teamwork with all laboratory & hospital staff among the 

UTSW University Hospitals. Serves as a resource & communication liaison by facilitating timely & accurate dissemination of information to the laboratory staff.  Performs other duties as assigned.          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER LOGISTICS U2003 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree in 

Healthcare administration.  Master's degree preferred. Minimum of One (1) to Three (3) years' experience in a hospital or multi-hospital system, with a strong background in a clinical setting.  One (1) year experience in management and/or in 

an Administrative Residency/Fellowship program with related experience in supply chain management. Six Sigma certification strongly preferred. Job Duties  1. Develop and oversee the implementation of the asset management system, 

including the establishment of the Asset Management Unit, including creation & maintenance of data base, performance metrics, reporting, etc.2. Develop and maintain the strategic and annual asset management plans aligned with the 

institutional and departmental strategy and budget.3. Develop and oversee the  maintenance of the asset database, including : acquisitions, maintenance management, service calls, transfers, and valuations.4. Maintain rental reduction for 

medical equipment, including assessment of needs, acquisition management, operational and disposal plans.5. Plan and execute the asset verification, investigate and report of variances, make necessary recommendations to resolve 

discrepancies, and update the asset database.6. Verify the spatial plans to the physical asset and update with changes as needed.   If adjustments and changes are necessary work with the appropriate staff to accommodate changes.7. Prepare 

a monthly reconciliation with support schedules of the asset databases to the relevant accounting records, and resolve issues and un-clear items.8. Maintain a one year and five year business plan for the life cycle of assets, including an analysis 

of pricing options utilizing life cycle cost.9. Assist departments with tracking equipment and assets across UT Southwestern Medical Hospitals and Hospital Based Clinics.   This includes but not limited to: tracking, service, replacement, and 

reduction of rental.10. Manage tracking, replacement business plan, and service for immovable assets and update the asset database.11. Establish and execute a performance measurement system to evaluate the effective utilization of assets.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER LOGISTICS - MEDICAL EQUIPMENT 2003 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

Director Medical Equipment Planning.Experience and EducationBachelor degree plus two (2) years' experience in medical equipment logistics; plus five(5) Years working within a project team. Advanced degree may be used in lieu of years 

ofexperience on a year for year basis.Job DutiesDevelop and maintain logistical documentation, organization, and workflow policy.Maintain accurate inventory.Maintain accurate incoming and outgoing delivery schedule.Coordinate with the 

project management team and operational logistics for timely delivery of medical equipment.Enforce all OSHA and other appropriate safety protocols.Coordinate preventive maintenance and repairs for any vehicles, to include records 

keeping.Manage direct reports and associated requirements.Preparing necessary presentation materials for meetings.Preparing and disseminating status reports as required.Ensuring project deadlines are met.Provides administrative support 

as needed.Undertaking project tasks as required.Developing logistic strategies with guidance from project management team.Ensuring medical equipment logistics adhere to frameworks and all documentation is maintained 

appropriately.Coordinates with project coordinator to project risks and issues and provide solutions where applicable.Serve as leader to logistics team in hospital/clinic activation.Assist in other duties as assigned by project management 

team.Performs other duties as assigned.Knowledge, Skills & AbilitiesKnowledge of healthcare related medical equipment and devices.Exceptional verbal, written, and presentation skills.Advanced understanding of medical equipment logistics 

and scheduling.Ability to work effectively both independently and as part of a team.Experience using computers for a variety of tasks.Competency in Microsoft applications including Word, Excel, and Outlook.Knowledge of file management, 

transcription, and other administrative procedures.Ability to work on tight deadlines.Ability to serve as leader and manage direct reports.Working ConditionsWork is performed primarily in a warehouse hospital or hospital clinic environment. 

Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



MANAGER MATERIALS CUSTOMER SERVICE U4123 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's in 

Business, Sales, Marketing or related field.  Four (4) years healthcare experience and two years as a manager; two years as a manager, supervisor or customer service representative. A combination of equivalent education and experience will be 

considered. Job Duties  1. Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.2. Meets or exceeds financial goals and 

objectives of the department.3. Responsible for management of the daily PAR replenishment functions in supporting all user departments within the hospital. Acts as liaison between hospital, and clinical staff relative to all supply chain 

functions that influence process of getting the right product to the right location at needed time and associate fiscal stewardship.4. Works with hospital and clinical staff to resolve issues related to materials management service.  Continuously 

monitors supply utilization to optimize supply chain processes.  Communicates timely and effectively with materials management staff and customers regarding supply availability, shortages, back-orders, substitutions and PAR changes. 

Ensures that Material Techs are performing their PAR cart Quality Control checks as appropriate.5. Effectively communicates, trains, educates, materials, clinical hospital staff; relative to customer service, job performance, operational 

performance and process improvement.6. Actively maintains knowledge all factors influencing effective supply chain operations and proactively develops, implements, and manages appropriate solutions. Addresses and resolves all supply 

issues in a timely manner and provides appropriate feedback as to actions taken to correct any problems related to PAR operations.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MANAGER MATERIALS OPERATIONS 4124 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field with emphasis on courses in business or related field and five (5) years supervisory and three (3) years managerial experience in materials management functions or distribution center environment or related field. Working 

knowledge of PeopleSoft receiving and return merchandise procedures is preferred. Job Duties  1.Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual performance 

improvement targets. Manages the planning and coordination of all Materials Management Operational functions to include receiving, distribution, and warehouse operations.2.Directs and maintains accurate inventory and stocking levels, 

excess and non-movement product, stock rotation, control of dated product, order filling, and delivery scheduling to user deaprtments within General Stores. Maintains communications and customer satisfaction levels.3.Manage the receiving 

and re-delivery of merchandise that has been purchased by the University.  Stay abreast of current shipping & receiving regulations for hazardous materials. Oversees the receiving and delivery system software which is utilized to track and 

report delivery confirmations and overall package volumes.4.Manages the actives and job performance of all MMB personnel and services to ensure efficient, quality services are provided in a timely manner to all customers. Evaluates 

performance and recommend personnel actions such as hiring, promotion, disciplinary action and termination.5.Utilize appropriate ERP (PeopleSoft) management information reports, monitoring inventory usage and efficiencies interactively 

and appropriate inventory levels.6.Assist in the development and implementation of strategic initiatives, budget preparation, and business plans within Materials Management division.7.Develops, implements, and monitors policies, 

procedures and changes for effective and efficient operations, internal controls, and institutional compliance.8.Disseminates necessary health and safety, institutional, and departmental information to all department employees through verbal 

or written communications, group meetings, and demonstrations.9.Communicates directly with campus departments via telephone, correspondence, or e-mail to handle problem situations; devises and implements methods to handle unusual 

requests.10.Prepares departmental productivity reports and monitors efficiency of Receiving staff.  Produces monthly reports and graphs for management.  Conducts manpower workload analysis and make appropriate changes to improve 

efficiency and accuracy.11.Facilitates regular and spontaneous meetings with immediate staff to resolve staffing, equipment, efficiency, and purchasing concerns.12.Counsels and recommends solutions, encourages feedback from staff, and 

delegates when appropriate.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER MATERIALS OPERATIONS U4124 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's in 

Business, Sales, Marketing or related field.  Four (4) years healthcare experience and two years as a manager; two years as a manager, supervisor or customer service representative. A combination of equivalent education and experience will be 

considered. Job Duties  1. Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets. Manages the planning and coordination of all 

inventory control functions, receiving, internal and external distribution,and warehouse operations. Directs and maintains accurate inventory and stocking levels, excess and non-movement product, stock rotation, control of dated product, 

order filling, and delivery scheduling to user deaprtments within the hospital. Maintains communications and customer satisfaction levels.2. Meets or exceeds financial goals and objectives of the department.3. Manages the actives and job 

performance of all MMB personnel and services to ensure efficient, quality services are provided in a timely manner to all customers.  Evaluates performance and recommend personnel actions such as hiring, promotion, disciplinary action and 

termination.4. Responds to inquiries and provides assistance to other departments, hospital staff and external representatives in the implementation and performance of job function.5. Utilize appropriate ERP (PeopleSoft) management 

information reports, monitoring inventory usage and efficiencies interactively and appropriate inventory levels.6. Assist in the development and implementation of strategic initiatives, budget preparation, and business plans within Materials 

Management division  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER MULTISPECIALTY PRACTICE 1881 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible for multidisciplinary clinic(s) 

that consists of two or more clinical services/ specialties, in collaboration with clinical departments and Ambulatory Services. Accountable for the day-to-day management of operations for clinic(s) including but not limited to: Supervising and 

developing staff, delivery "Best Practice Customer Service Standards" and effective implementation of clinic work processes utilizing institutionally determined standards including capital equipment budgets, in collaboration with Medical 

Director(s), departmental leadership, and Ambulatory Services.Experience and EducationBachelor's degree in Business Administration, Nursing, Health Care Administration, Allied Health, or related field and/or equivalent combination of 

education and experience required. Six (6) years applicable experience in a patient care environment to include at two (2) years supervisory experience required. Experience in a large, complex organization and in a clinic/outpatient specialty 

setting preferred.Job DutiesResponsible for the operational management and coordination of the overall day-to-day activities, clinical services and programs, of assigned staff to ensure appropriate systems, policies and procedures are in place 

to drive financial results, quality clinical outcomes, patient, staff and physician satisfaction, and excellent financial performance.Develops an efficient and effective collaborative relationship between staff and providers, while fostering a positive 

working relationship. This include the development/implementation of staffing models, streamlined workflows, meaningful reward and recognition programs, opportunities for ongoing professional development, onboarding programs, and 

communication plans.Monitors key measures of practice performance and partner with functional support teams to identify opportunities that deliver optimal performance and operational excellenceSupports optimization of access and 

referral management activities for specialty, including resources to support specialty operations at regional sites, in collaboration with Ambulatory Services and regional site leadership. Within clinics of primary operational accountability, 

establishes pathways to reduce lag times, ensure financial transparency, manage slot fill rates and meet productivity expectations. Includes template management, modeling for business plans/budget, outreach, and referring provider/patient 

communication management.Evaluates status of patient care, operation and environment of the clinic and staff needs; evaluates progress of assigned areas and plans, implements and evaluates programs to meet current and anticipated 

needs.Develops training and continuing education activities based on individual practice needs. Conducts or arranges for regular skill development activities for practice staff. This may include assessment of clinical competencies and/or 

licensure/certification in coordination with Nursing Operations as well as business and/or general operations such as scheduling, registration, insurance verification, collections, etc.Works with practice staff to optimize all leases, equipment 

purchases, maintenance and vendor contracts; assists in developing effective systems for purchasing and maintaining practice's inventory of office and medical supplies. Supports resource alignment with primary practice and regional clinical 

centers. Collaborates with the regional clinics leadership to meet the health system objectives on patient access and experience.Responsible for data transparency and accuracy in practice's and providers' dashboard accuracy; as well as for 

timely communication of performance with practice clinicians. Responsible for hiring, ensuring adequate staffing and ongoing timely performance evaluations and employees' professional growth; ensures that staff understand roles and 

responsibilities and maintain high performance standards. Manages, coaches, and supervises staff. Ensures staff are providing high-value care to patients; develops, implements and audits work. May be expected to support provider 

recruitment and other administrative roles for the assigned practice(s).May be accountable to support clinical research activities for the clinic or for the affiliated service.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires knowledge of EPIC Resolute billing and Cadence Scheduling.Work requires knowledge of computers and office equipment and administrative tasks, such as maintaining budget.Work requires ability to ensure adherence to all policies 

and procedures of university, such as Human Resources policies and guidelines, accounting regulations, and internal control policies.Work requires ability to relieve supervisor of various internal administrative duties that require thorough 

understanding of functions, programs and policies of clinic.Work requires ability to coordinate and work independently.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work 

requires ability to work with confidential information on daily basis.Work requires ability to balance strong business acumen with professional ethics and integrity.Work requires ability to effectively analyze complex business issues/problems 

and lead/influence individuals and groups in developing and implementing successful resolution tactics.Work requires exceptional managerial, financial and interpersonal skills.Working ConditionsWork is performed primarily in general 

office/clinic area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER OF NEURODIAGNOSTICS U6019 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociates degree in 

biomedical science or related field. Five (5) years of clinical experience in field, and at least three (3) years of experience in an administrative capacity working with the public is required. Registration by the American Board of Registration 

(ABRET) as a registered EEG technologist (R.EEG T) required. Registered evoked potential technologist (REPT) preferred. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red 

Cross (ARC). Must be able to read, write and understand English.Job DutiesDemonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement 

targets. Meets or exceeds strategic financial goals based upon departmental plans. Supervises scheduling and work assignment of technical staff, thereby ensuring the efficient use of resources and timely completion of patient testing. Utilizes 

resources in manner which is appropriate and which optimizes resources for benefit of organization and patient outcomes. Identifies and implements efficiency or cost saving ideas and reports same to Director and/or CNO. Develops 

department's annual capital and operational budgets with assistance from nursing, staff and administration personnel. Completes payroll editing at the end of payroll cycle and maintains attendance records. Facilitates timely return of 

specialty equipment.Adheres and facilitates adherence by other personnel to all policies and procedures, TJC standards, and nationally recognized standards of practice. Reviews technical staff assignments and revises as necessary to meet 

specific needs of patients and /or to ensure adherence to policies, procedures and to monitor budget objectives. Implements disciplinary interventions, including termination, as appropriate and in compliance with policy.Evaluates and 

recommends the purchase of patient testing hardware and software for the neurodiagnostics department and acts as the central contact person for neurodiagnostic testing. Facilitates the storage and retrieval of records. Checks and orders 

supplies, leads, electrodes and paper with consideration for cost containment. Demonstrates the ability to troubleshoot minor equipment problems. Reports malfunctions to director and notifies Biomed as needed. Provides direct patient care 

in performing standard and complex electroneurodiagnostic procedures, utilizing routine and research protocols. Seeks out opportunities to teach and mentor other personnel on formal or informal basis. Collaborates with nursing staff and 

educator to meet educational needs of current nursing personnel and other interdisciplinary team members. Promotes personal and professional growth of all personnel by supervising opportunities for active participation in department-

based activities and appropriate patient care. Provides other duties as assigned.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MANAGER OF STEWARDSHIP 9702 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Manager of Stewardship is 

responsible for designing, implementing, and coordinating an institution-wide, comprehensive donor relations and stewardship program that appropriately and consistently promotes interaction with, and recognition of, donors at all levels. 

Experience and EducationBachelor's degree in communications, public relations, marketing, or a related field, and four (4) years of related experience in donor relations, fundraising, donor events, public relations, communications, or a related 

field, required. Experience using constituent databases such as Raiser's Edge or Advance, preferred. Experience in an academic or healthcare organization, preferred. Job DutiesSustains positive and mutually rewarding relationships between UT 

Southwestern (UTSW) and its donors; partners with the development team to determine the best strategies for effective stewardship of donors; coordinates recognition events for donors; and coordinates various activities for UTSW's giving 

circles and giving societies.Works with the Senior Director of Constituent and External Relations to provide new strategies to continually expand and ultimately lead to a culture of engagement and participation for alumni and 

donors.Supervises the Development Coordinator(s) in alignment with the values of UT Southwestern and talent management best practices, ensuring effective use of institutional resources.Manages Stewardship program budget and allocate 

budget effectively while ensuring proper use of funding.Establishes and manages information tracking processes regarding acknowledgement, recognition, ongoing communications, donor signage, and continued cultivation of past and current 

donors to enhance their relationship with UTSW and increase the likelihood of continued contributions. Proactively assesses policies and procedures across the Office of Development and Alumni Relations (DAR) and UTSW that are essential for 

a comprehensive donor relations program Designs, documents, implements, and monitors all aspects of a systematic and integrated donor relations program that encompasses donor recognition events, donor impact reports, and donor 

engagement opportunities. Collaborates on stewardship and engagement opportunities with colleagues at the Southwestern Medical Foundation.Proactively supports the stewardship responsibilities of the development team by assisting 

them in establishing and coordinating individualized stewardship plans for donors, and works collaboratively with the Director of External Relations to develop and track highly personalized stewardship plans for major and principal gift donors 

in the portfolios of the President, Executive Vice President for Institutional Advancement, and Vice President for Development and Alumni Relations.Proactively monitors all donor appreciation and engagement efforts in order to identify, 

develop and implement creative, appropriate ways for UTSW to emphasize its gratitude for all philanthropic support; that will encourage and drive donationsPerforms other duties as assigned.Knowledge, Skills & AbilitiesExcellent written and 

verbal communication skills are requiredSuperior interpersonal skills with proven ability to successfully interact and collaborate with colleagues of various responsibility areas in a professional mannerMust be a detail-oriented, self-starter with 

an ability to work independently and manage multiple priorities to meet challenging timelines and achieve annual goalsDemonstrated creativity and strategic thinking, with the ability to take initiativeThorough knowledge of standard desktop 

software applications such as Microsoft Word, Excel, PowerPoint, etc.Capacity to respond with insight, tact, and sensitivity to donors' concerns; must exercise diplomacy and discretion in dealing with high-level donors and confidential 

informationExperience in event planning and project managementWorking ConditionsWork is performed primarily in general office environment.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MANAGER ONCOLOGY CLINIC - MCI 1885 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision of 

department Director to provide clinical and managerial functions at Moncrief Cancer Institute. Oversees the clinical operations that provide primary, secondary and tertiary preventative care at the Institute. Experience and EducationBachelor's 

Degree in Business Administration, Nursing, Health Care Administration, Allied Health, or related field; and five (5) years of administrative experience in patient care environment, preferably in oncology, to include two (2) years supervisory 

experience, which may include nursing, public health, business, and/or operations management. Current Basic Life Support (BLS) certification course accredited by the American Heart Association (AHA) are required. Master's degree in Nursing, 

Public Administration, or Healthcare Administration preferred.Job DutiesManages and supervises the clinical staff to achieve the Institute's standards including effective communication with staff, physicians and patients, providing feedback, 

goal setting, and responding to patient and staff needs.Collaborates effectively with Director, faculty, staff, and all stakeholders to grow oncology services and preventative care to further the mission of the Institute. Organizes and directs 

operational processes including: Access to care, scheduling, registration, telephone service/response times, clinic dwell times, practice and procedure changes, insurance verification, timely submission and completeness of charges, billing 

compliance, cancellations, no-shows, referral tracking and follow-up. Maintains patient confidentiality in accordance with university and departmental policy.Manages the clinical staff's volume of patients to ensure timely navigation to 

diagnostics, surgery, and treatment.Ensures successful financial performance of the clinic by: Monitoring adequate financial controls for appointments, charges and payment functions, works with finance department to develop clinic budget. 

Tracks performance and variance to budget, ensures appropriate accounting practices and procedures are followed. Prepares and submits various budgetary reports, oversee purchasing and expense management.Maintains a high level of 

customer service to all internal and external customers by communicating performance standards and expectations to clinic staff. Develops, orientates and trains staff on specific clinic work processes.Mentors and coaches staff to achieve 

performance improvement and monitors work flow. Ensures adherence to policies and procedures; recommends and/or implements changes as necessary to maintain efficiency.Provides oncology outreach of cancer awareness and education 

in the community through speaking presentations.Represents institution and programs at local, state, and national conferences via poster and podium presentations regarding screening activities and research. Serves on boards and 

committees supporting institutions services. Partners with providers, health departments and hospital systems to provide preventative care in over 60 counties in North and Central Texas.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires knowledge of computers and office equipment. Work efficiently under time constraints and possess strong leadership skills and the ability to work collaboratively with a large team.Work requires ability to ensure 

adherence to all policies and procedures of university, such as Human Resources policies and guidelines, accounting regulations, and internal control policies.Work requires ability to coordinate and work independently.Work requires ability to 

communicate effectively with internal and external contacts on policies and procedures.Work requires skill in providing positive customer service environment.Work requires skill in applying excellent organizational skills.Work requires ability 

to work with confidential information on daily basis.Working ConditionsWork is performed on an office or clinical setting.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MANAGER OPERATING ROOM P6015 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 N 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBSN required, MSN 

preferred. 5 years management experience in Perioperative Services; certification in Perioperative Nursing (CNOR) preferred. Requires Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC), Advanced Cardiac Life Support (ACLS)certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), and current Texas RN license. Job DutiesManages the daily patient care 

activities of the Operating Room.Assures efficient utilization of OR resources by proactively managing the long-range (4-6week) patient schedule in collaboration with anesthesiology directors and surgeons.Supervises & evaluates staff through 

observation of performance. Ensures competency of new employees & performs annual evaluations. Conducts coaching & counseling sessions with employees following hospital policies & guidelines. Identifies learning needs/opportunities of 

staff and addresses the need. Identifies, supports & implements cross training of staff in collaboration with directors & the education department.Collaborates to ensure accountability for nursing standards, evidence based practice, & 

regulations. Responsible for regulatory readiness of the department at all times.Assures adequate fiscally & clinically responsible daily staffing. Assures department meets its productivity benchmark.Responds to emergency situations & 

initiates appropriate responses as necessary. Remains calm and continue to provide leadership & a sense of professionalism during emergency situations.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. 

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER OPERATING ROOM U6015 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBSN required, MSN 

preferred. 5 years management experience in Perioperative Services; certification in Perioperative Nursing (CNOR) preferred. RequiresBasic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American 

Red Cross (ARC),and current Texas RN license. Job DutiesManages the daily patient care activities of the Operating Room.Assures efficient utilization of OR resources by proactively managing the long-range (4-6week) patient schedule in 

collaboration with anesthesiology directors and surgeons.Supervises & evaluates staff through observation of performance. Ensures competency of new employees & performs annual evaluations. Conducts coaching & counseling sessions with 

employees following hospital policies & guidelines. Identifies learning needs/opportunities of staff and addresses the need. Identifies, supports & implements cross training of staff in collaboration with directors & the education 

department.Collaborates to ensure accountability for nursing standards, evidence based practice, & regulations. Responsible for regulatory readiness of the department at all times.Assures adequate fiscally & clinically responsible daily staffing. 

Assures department meets its productivity benchmark.Responds to emergency situations & initiates appropriate responses as necessary. Remains calm and continue to provide leadership & a sense of professionalism during emergency 

situations.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER OUTREACH AND CLIENT SRVCS U5330 Y T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEExp: At least 5-10 years of experience in marketing and customer service. Previous laboratory/clinical experience is a plus.Education/Cert: Bachelor Degree in marketing, communications or related field 

is required.ESSENTIAL FUNCTIONSPlans, coordinates, and supervises general duties and needs of Outreach and Client Service area. Ensures efficient scheduling of staff to perform daily activities of area. Interviews and recommends selection of 

new laboratory personnel.Plans, organizes, coordinates, and supervises the Quality Assurance activities of the Outreach and Client Service area. Provides management reports on status of QA activities. Meets deadlines in accordance with 

regulatory, hospital, and department guidelines. Ensures review of all daily, weekly and monthly records and data including call abandonment and call audits compliance.Monitor orders and allocation of all laboratory supplies and materials; 

maintains adequate inventory to ensure efficient operation of the Outreach and Client Service area. Makes sound decisions that consider cost versus benefit. Monitors expenditures for personnel, equipment and supplies.Updates policies and 

procedures when indicated complying with regulations and department guidelines. Ensures compliance with all relevant CAP, CLIA, and TJC regulations.Maintains personnel records; completes performance evaluations, performs and 

documents competency evaluations, and trains both clerical and technical support using skills according to department and university guidelines.Participates in work of department as may be required by workload.Performs other duties as 

assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to communicate effectively and has excellent Customer Service skills.Work requires ability to be proficient in Microsoft Outlook, Microsoft Word, Excel, Typing Work requires 

commitment to excellence in quality customer service for laboratory clients.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environmentUT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MANAGER PATIENT EDUCATION U9658 Y P39 $67,708.00 $95,765.00 $122,091.00 $5,642.33 $7,980.42 $10,174.25 $260.42 $368.33 $469.58 $32.55 $46.04 $58.70 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SECUITYThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryWorks under limited supervision to 

identify and maintain evidence-based content patient education materials for University Hospital/Clinic patients. Experience and EducationLicensure as a Registered Nurse by Board of Nurse Examiners for the State of Texas with a minimum of 

a Bachelor's of Science in Nursing; Master's degree in Nursing or Education is preferred. Certification in Nurse Education (CNE) preferred. Five (5) years' experience in the healthcare field, preferably in a hospital setting. A current Basic Life 

Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesUses adult learning principles and instructional strategies to develop evidence-based patient education with input 

from content expertsIdentifies patient education needs or gapsSupports the structure and processes for interdisciplinary patient education content development, review, and approvalMaintains a consistent branding and format for patient 

education.Serves as an essential link between the hospital and ambulatory settings to optimize coordination of care and patient satisfaction across the continuum.**Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER PAYROLL OPERATIONS 9618 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Business, Accounting, Finance or related degree with five (5) years directly related experience. A minimum of twelve (12) college course hours in accounting with at least two (2) years in supervisory capacity is required. Associates degree with 

related field and 7 years progressively responsible payroll experience or High school diploma or equivalent and 10 years progressively responsible payroll experience. Certified Payroll Manager (CPM), MBA, or CPA is preferred. Job 

DutiesEnsures accurate and timely processing of bi-weekly, monthly, and special Payrolls for all University employees.Update payroll records by reviewing and approving changes in exemption status, insurance coverage, garnishments, savings 

deductions, job titles, department/division transfers, etc.Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual performance goals and responsibilities.Provides support, 

training, mentoring, and development to reporting staff on an ongoing basis to ensure the division performs at a maximum performance level.Establish and maintain strong customer relationships with employees, managers, senior 

management, and other stakeholders.Maintains professional and technical knowledge by attending educational workshops, reviewing professional publications, establishing personal networks, and participating in professional societies. 

Manages and recommends the implementation of policies and procedures for the group to ensure compliance with established payroll policies and procedures and recommends changes to policies and procedures to ensure the division is 

efficient and effective.Evaluates various projects performed by staff to ensure priorities and appropriate procedures are being maintained. Manages summaries of financial and operating information and analysis. Works closely with Leadership 

in communicating and assessing productivity and results. Provides written analyses and recommendations to the leadership. Ensures compliance with federal, state, and local legal requirements by studying existing and new legislation; 

enforcing adherence to requirements; advising management on needed actions. Maintains strict confidentiality.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to effectively interpret and apply 

organizational policies, procedures, and systems.Work requires good interpersonal, organizational, supervisory, and analytical skills. Proven track record of implement processes to support consistent, accurate transactions in a high volume 

atmosphere and to support an annual audit.Knowledge of Peoplesoft strongly preferred.Knowledge of Microsoft Office, including Excel, and ability to learn various financial applications.Strong verbal and written communication skills with the 

ability to collaborate with all levels of internal and external personnel and organizations (i.e. department managers, finance teams, directors and agency personnel, etc.). Working ConditionsWork is performed primarily in general office 

environment. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MANAGER PRE-ARRIVAL PATIENT FINANCIAL SERVICES U5363 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SUMMARYWorks under minimal supervision to 

manage a team that is responsible for pre-registration, benefit verification, prior authorization, and frontend revenue cycle operations to ensure proper billing, along with financial planning and counseling to patients receiving services in 

numerous clinical departments and within the hospital. MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's degree with three (3) years' related experience (clinic and/or business operations, health care management, or revenue 

cycle management. Applicants without the stated degree, but with significant additional related experience may be considered. Two (2) years' supervisory experience required. Successful completion of UT Southwestern supervisory training 

course within twelve (12) months of employment. Required Certification / Membership - within 1 year of promotion/hire CHAA/CHAM - NAHAM NAHAM - Full membership ESSENTIAL FUNCTIONSManage a team responsible for registration 

quality, insurance verification, and financial clearance of inpatinet and outpatient services across multiple clinics, specialties, departments and within the hospital. Demonstrate continuous performance improvement in targeted areas of 

responsibility in alignment with the overall revenue cycle performance improvement targets. Develop, analyze, and interpret key performance indicators for team performance and report regularly to executive leadership and leadership 

committees.Monitors payor reimbursement policies to prevent future claim denials andor internal denial routing for correct and prompt resolution Responsible for improving health system financial health by reducing claim denials and 

ensuring patient balance and bad debt remediation.Works in a collaborative manner with peers and other departments to implement changes impacting various processes of Patient Financial Clearance.Responsible for generating, distributing, 

and maintaining relevant reports for stakeholders. Responsible for developing a robust and ongoing training curriculum to ensure successful patient interactions and workflow processes.Responsible for developing and monitoring detailed 

audit report on staff quality, productivity, and staffing metrics.Provides management, direction, development, and guidance to staff in roles of insurance verification, patient pre-registration, and financial counseling. Promotes professional 

growth, development and accountability in staff and fosters environment of shared decision-making. Handles patient and internal complaints in a timely and professional manner. Demonstrates good judgment in escalating complaints to 

Patient Assistance Office or leadership as appropriate.Assists in the development, interpretation, and implementation of new policies and procedures.Develops and maintains a current digital repository of all applicable standard operating 

procedures and job expectations for staff.Reports routinely to executive leadership, executive committees, and other health system groups about team performance, challenges, and opportunities.Assures complince with local, state, and 

federal rules regulations. Perform other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to work with confidential information on daily basis.Work requires working knowledge of insuance, insurance biling, and various 

types of health insurance plans Develops People - Values diversity; coaches people; develops future talent; delegates; effectively deals with employee problems.Leads Change - Takes initiative; shows adaptability, flexibility; thinks and plans 

strategically; articulates clear vision and goals; champions innovation.Drives for Results - Manages business operations effectively; effective follow-though and follow-up; takes accountability; solves problems and implements solutions; 

integrates financial understanding into solutions; demonstrates technical proficiency.Building Teams - Clarifies roles and responsibilities; includes all organization personnel into decision-making process; develops win-win solutions; 

collaborates with colleagues and peers; builds coalitions and partnerships; manages conflict constructively.Focuses on Customer - Acts with urgency to address service issues; assesses and anticipates customer needs; demands highest level of 

service from self and staff; recovers quickly from service breakdowns and improves processes; ensures staff technical training and proficiency.Communicates - Encourages candid exchange of ideas; articulates views clearly and directly; 

expresses facts clearly in writing; listens attentively to others; communicates a compelling vision to staff; communicates quickly issues affecting staff.WORKING CONDITIONSWork is performed in a general office setting and/or remotely. 

Employees working remotely will need to complete and submit the UTSW Telecommuting agreement.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources 

Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, 

national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MANAGER REFERRAL TESTING U5560 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

manage the overall daily operations of the Referral testing and APCR sections of Clinical Laboratory Services.Experience and EducationExperience: Minimum of 5 years' experience of increasing responsibility in a laboratory managerial role in a 

healthcare setting. Experience in managing complex processes, process improvements, people management and staff developments. Education/Certification: Associates degree in Medical Technology or Associates degree with major course 

work in basic science required.Certification as Medical Laboratory Technician (ASCP, AMT preferred)Job DutiesPlans, coordinates, and supervises general duties of their area/s of responsibilities in the Clinical Laboratory Services. Ensures 

efficient scheduling of staff to perform daily activities of area. Interviews and recommends selection of new laboratory personnel. Applies quality, efficiency, and access metrics to define project staffing needs.Plans, organizes, coordinates, and 

supervises the Quality Assurance activities of their area/s. Provides management reports on status of QA activities. Meets deadlines in accordance with regulatory, hospital, and department guidelines. Ensures review of all daily, weekly, and 

monthly records and all compliance audits are up to date.Monitor orders and allocation of all laboratory supplies and materials; maintains adequate inventory to ensure efficient operation of the area/s. Makes sound decisions that consider 

cost versus benefit. Monitors expenditures for personnel, equipment, and supplies.Accountable for the laboratory in maintaining accreditation with College of American Pathologists (CAP), Centers for Medicare and Medicaid Services (CMS), 

The Joint Commission (TJC), and Clinical Laboratory Improvement Amendments (CLIA). Ensures laboratory is compliant with Occupational Safety and Health Administration (OSHA) regulations. Updates policies and procedures when indicated 

complying with regulations and department guidelines. Maintains personnel records; completes performance evaluations, performs and documents competency evaluations, and trains both clerical and technical support using skills according 

to department and university guidelines.Demonstrates continuous performance improvement in targeted areas of responsibility in alignment with the overall annual hospital performance improvement targets. Uses process improvement to 

define and enhance work processes. Participates in work of department as may be required by workload.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate effectively and has excellent 

Customer Service skillsWork requires ability to be proficient in Microsoft Outlook, Microsoft Word, Microsoft Teams, Excel, PowerPoint, and acceptable typing skills.Work requires commitment to excellence in quality customer service for 

laboratory clientsWorking ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Pass pre-employment physical exam including color blind testing.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MANAGER REIMBURSEMENT - DATA REPORTING & ANALYTICS U2041 T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position supports the analytic and 

reporting activities of the UTSW System Reimbursement Department. Provides assistance with projects associated with governmental hospital and physician reimbursement, including but not limited to Crowe tool, data analysis, research, and 

other administrative functions as assigned. Experience and EducationBachelor's degree in Business, Healthcare Administration, Finance, or InformaticsMasters preferred or in progress.Six (6) years' experience in and knowledge of the health 

care field required. An equivalent combination of education and experience may be considered.Job DutiesAssist with the development of models based on changes in reimbursement methodologies to determine financial impact to the System. 

This requires independent research and command of where to obtain the correct information.Develop and continually improve processes to accomplish the above functions through effective use of information systems and coordination of 

efforts with other staff, including patient accounting, managed care analysts, registration, care management, and divisional and corporate finance.Lead efforts to create new databases and reporting tools for monitoring, tracking and trending 

based on project specifications. Extracting large data sets to pull key information for use by other team members in support of business planning and decision support of senior leadership.Apply process improvements for the team's methods 

of collecting and documenting report and programming requirements from requestors to ensure appropriate creation of solutions, reports and analyses while reducing rework.Guide team members in their analysis of data sets and trends 

using statistical tools and techniques to determine their significance and relevance.Lead development of ad-hoc and standard reports using Microsoft Power BI, MS SQL, Clarity and other analytics and programming tools.Assist management 

with external audits, help resolves audit issues and responds to inquiries from external auditors, such as Medicare and Medicaid.Assist with various aspects of Medicare and Medicaid cost reporting and related activities.Perform other duties as 

assigned.Knowledge, Skills & AbilitiesExperience in a large academic medical system.A working knowledge of hospital and physician reimbursement principles, including Medicare and Medicaid, is helpful. Willingness to take on new projects 

that might be outside of ones comfort zone.Substantial analytical skills and the ability to communicate effectively in both oral and written forms are required.Must possess the ability to manage complex projects requiring judgement to 

identify and analyze problems.Must possess the ability to perform all duties independently.Must be able to prioritize work and meet all deadlines.Must be proficient in Epic and reporting. Must be proficient in Microsoft Office suite. Must be 

proficient in SQL, Clarity, PowerBI.  Demonstrated commitment to the Health System's mission, vision, and values.Physical job demands may be subject to possible modifications to reasonably accommodate individuals with 

disabilities.Working ConditionsWork performed primarily in general office/clinic area.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or 

his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. 

To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MANAGER RESEARCH BILLING U7015 Y T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOversees the Research billing/follow-up 

and charge review team within Patient Financial Services. Responsible for establishing, updating and implementing policies and procedures regarding the billing of clinical research activities. Experience and EducationRequired: Bachelor's Degree 

in Business, Healthcare Administration, Finance, Accounting, Nursing, or similar field. Ten (10) years of strong hospital or physician revenue cycle management experience in a large, multidisciplinary healthcare organization required. Must have 

three (3) years supervisory experience. Experience should include, but not be limited to, billing, denials management, coding and accounts receivable management. Preferred: Five (5) years of sponsored research project experience or research 

administration experience. Epic Research experience highly preferred. VELOS experience preferred. Job DutiesMaintains and updates clinical research billing procedures in accordance with clinical research studies, managed care companies, third 

party insurers, state and federal billing regulations and guidelines.Updates procedures as required to insure that charges are accurately applied to the appropriate accounts and billed according to the regulations.Identifies work flow issues, 

developing suggestions for improvement, and providing in-services to other areas regarding the clinical research billing processes.Monitors productivity of the Research billing and charge review team, and ensures accountability of all 

standards.Manages the accounts receivable follow-up processes to ensure claims are paid and adjudicated in a timely manner. Manages the billing reconciliation process to ensure all Research charges are billed appropriately. Acts as a resource 

for access and billing staff throughout the department on matters of clinical research billing.Keeps abreast of changing regulations and follows established rules and guidelines by working closely with various departments throughout UT 

Southwestern Medical Center.Understands all operative aspects of the clinical research activities/processes in order to establish whether charges belong to clinical research study or should be billed to insurance.When necessary, provides 

coding education to providers and others, as appropriate and be prepared to present clinical encounters for review and discussion.Consistently monitors and manages all aged Research AR.Attends training classes, as determined by 

management.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires communicating, both verbally and in writing, in a clear and concise professional manner.Work requires analytical thinking with the ability to gather 

relevant information systematically.Work requires breaking down problems into simple components; and the ability to make sound decisions.Ability to interact with departmental management and communicate effectively in all patients and 

department interactions.Work requires understanding and following established procedures.Work requires the use of initiative, strong independent judgement, and resourcefulness.Work requires the ability to be virtually self-supervising.Work 

requires strong analytical skills.Work requires the ability to develop and recommend policies and procedures for approval.Work requires the ability to be flexible and adapt to changing work assignments.Work requires demonstrating excellent 

leadership and teamwork skills.Working ConditionsWork is performed primarily remotely. There may be times, however, where working in the office is required.UT¿Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MANAGER RESEARCH NURSE 2509 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

manage all aspects of clinical research of a large or complex portfolio of trials in a department/division/center including regulatory, data, human resources, and financial aspects of clinical research enterprise.Experience and EducationGraduate 

of NLN (National League for Nursing) approved Nursing program, licensure as Registered Nurse by Board of Nurse Examiners for the State of Texas is required. A Bachelor's degree in nursing or related field is required.Eight years clinical nursing 

experience required, out of which, Four years' experience in research nursing is required and two years supervisory experience. Clinical research nursing experience may be substituted for relevant clinical research experience on one-on-one 

basis.Certification(s)Current Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required. CCRC/CCRP (or equivalent) professional certification or obtain 

within twelve months of hire. Job DutiesStudy and subject Management:Oversees execution of a complex or large portfolio of clinical research studies within a department/division/center.Responsible for overseeing nursing care provided to 

research subjects within the disease team/division/department/center.Responsible for timely activation and execution of all studies to meet study milestones and division/department/center research goals.Responsible to design, 

development, and implementation of activities, policies, and procedures for quality assurance standards to ensure safety of study subjects.Develops and implements solutions to improve the overall operations, and the safe and efficient 

conduct of clinical trials.Develops, implements and/or standardizes procedures for inpatient and outpatient research activities of the division/department/center.May administer experimental and non-experimental medications, interventions 

and/or procedures within the scope of practice and under physician/principal investigator guidance.Data & Regulatory Management: Manages operations responsible for clinical research data collection for pharmaceutical studies, Federal 

studies, or investigator-initiated studies in patient records (paper and electronic), sponsors documents (electronic and paper) and other forms for data collection, such as: medical histories, data collection of patients' charts for retrospective 

review studies, patient physiologic performance results and laboratory determinations, calculations of derived information, and maintenance of general research protocols and complex protocols. Prepares reports or study summaries for 

physicians and granting agencies. Continuously monitors guidelines and policy updates, and oversees all aspects related to compliance with study protocol and regulatory agencies policies governing human subjects research.Personnel 

Management:Responsible for staff oversight, recruitment and evaluation, work assignment, and mentors' professional development of staff.Leads committees or task forces to address and resolve significant operational issuesProvides 

supervision and working direction for research activities to nursing staff and/or other non-licensed medical or research support personnel. Resolves problems relating to clinical research protocols, study subject's clinical care and acts as a 

liaison between the research team and other institutional stakeholders. Sets annual goals and oversees performance appraisal of the assigned research teams Financial Management:Responsible for preparing or approving study budgets and 

oversees expenditures per budgetary and granting agency guidelinesOversees and approves day-to-day financial transactions and budgeting of research operations, including staff, studies, and research activities of the clinical research 

units.Acts as the departmental/divisional/center's liaison with sponsored program administration, revenue cycle, office of institutional compliance, internal audit and other stake holders in implementing financial controls as it relates to billing 

and accounting of clinical research activitiesPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of considerable judgment in application of procedures, nursing assessment techniques, practices, and policies to 

work problems, organization, and administration of research or outpatient clinic. Work requires frequent contact with physicians, residents, fellows, allied health personnel, affiliated institutions, and other medical and/or non-medical office 

support personnel to facilitate patient care and research data collection.Work requires the determination of methods or approaches to work problems.Working ConditionsWork is performed primarily in general office area.Any qualifications to 

be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MANAGER RESEARCH OPERATIONS ACADEMIC AFFAIRS 9226 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Manager of Research Operations - 

Academic Affairs will report to the Assistant Director of Operations - Academic Affairs. The Manager of Research Operations works closely with Basic Science and Center Administrators, Chairs, and Center Directors to serve as a liaison for Office 

of the Provost and provide operational support. This role is a highly analytical position that demands the ability to manage multiple projects. This position requires daily communication with leadership (Administrator/Directors/AVPs/COO, 

etc). The Manger of Research Operations will oversee and manage special projects as needed by the Assistant Director of Operations and will partner with the Director of Research Strategy to implement initiatives impacting the research 

community.Experience and EducationREQUIRED: Bachelor's degree and at least five (5) years of progressive experience with an academic health system or hospital, to include at least 1-2 years in a management role. Equivalent related 

experience may be used in lieu of degree.PREFERRED: A Master's degree in business, finance, or related field.Job DutiesServes as the Provost Office liaison with Basic Science and Center Administrators, Chairs, and Center Directors for research 

related issues; may serve as liaison to external groups.Provides strategic operational consultation for research operational needs and provides interim research administrative support to departments and Centers. Provides operational support 

for basic science departments and Centers to streamline processes and coordinate effectively with all departments and Centers and other parts of the institution. Partner with Business Affairs departments to create forums and processes to 

increase the communication to the research departments and Centers. Provide support and oversight of research Core operational support, expand the centralized Core software systems for ordering and billing, provide training, maintenance, 

and support for the Core software system.Works with the Provost/Dean's office on strategic space planning and/or operational needs for ResearchIdentifies and oversees the management of research operational and quality issues and trends, 

analyzes subsequent data, facilitates stakeholder meeting to propose solutions to management for performance/process/quality improvement, maintains statistics and reports to leadership for performance improvement 

opportunities.Oversee and manage special projects as needed by the Assistant Director of Operations.Partners with the Director of Research Strategy to implement initiatives impacting the research community. Other Duties: Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWorks requires ability to multi-task and interact with all UT Southwestern departments and all levels of administration and students.Work requires good organizational skills with attention to 

detail.Work requires computer skills (Microsoft Office/Access, PeopleSoft, etc.)Work requires effective communication skills.Work requires excellent interpersonal skills.Work requires problem solving skills.Work requires leadership and 

supervisory skills. Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MANAGER RESEARCH PATIENT NAVIGATION 1147 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

oversee clinical trials navigation including supervision of research patient navigators. May perform duties of clinical trials navigation as necessary to meet needs of patients already participating and considering participation in clinical trials 

conducted at UT Southwestern.Experience and EducationBachelor's degree in related field, plus five (5) years of healthcare-related experience, including 2 years in clinical research. One (1) year of supervisory experience required. Advanced 

degree and bilingual preferred.Job DutiesOversees the formation and execution of a research patient navigator team to positively impact the experience of patients participating and considering participation in clinical trials.Creates and 

maintains standard operating procedures for clinical trials navigation including creation of daily operating procedures and tools for research patient navigators.Supervises day to day activities of research patient navigators. Oversees and 

evaluates the performance of patient navigators, supervises and facilitates development of the patient navigators. Responsible for hiring, performance evaluations and disciplinary actions. Ensures the new employees are oriented and trained 

appropriately.Promotes teamwork and multidisciplinary care concepts to patients, staff and faculty regarding the research project(s). Promotes the navigation program to the UT Southwestern community. Attends community events to 

promote and educate about clinical trials in the community.Creates and maintains a database of outcomes. Maintains ability to act as a research patient navigator:Acts as a liaison between the patient, their family and the research study 

team.Implements an individualized patient navigation plan for patients seeking treatment by facilitation of appointment scheduling, assisting with referral processes, providing participant education and linking clinical trials participants with 

appropriate support services. Identifies patient's understanding of medical care/outcomes and provides appropriate education and resources to address needs. Empowers patients to self-navigate the healthcare system. Assists people to 

create their own/unique solutions by acting as a resource for the research project and navigating a large multi-disciplinary medical system; connects patient with community resources when appropriate. Duties performed may include one or 

more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient 

records (including patient financial records); or (d) Regularly maintaining, modifying releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong 

leadership, organizational, and administrative skills to effectively organize plans and programs in a highly technical research environment.Work requires skill as both a leader and participant in cross-functional and interdepartmental teams and 

excellent communicator.Work requires excellent verbal, written, interpersonal and listening skills.Work requires analytical and strategic thinking.Work requires strong instructional and speaking skills.Working ConditionsWork is performed 

primarily in an office or clinical environment. Walking, standing, bending, turning and stooping. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MANAGER RESEARCH PROGRAMS 4362 N 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

science, finance or related field and eight (8) years related experience in research, research administration or non-profit administration. Must be familiar with NIH research grant preparation and management. Requires advanced PC expertise 

including word processing, spreadsheet, presentation and database software. Prior experience related to research administration is strongly preferred. Master's degree preferred.Heart Saver may be required based on research study protocols 

or affiliate location requirements.Job Duties1. Supports research within multiple departments or business units by developing and enhancing shared facilities and programs; develops and implements procedures to optimize operations and 

resource utilization; tracks, evaluates, and reports progress of shared resources.2. Promotes collaboration among investigators and across disciplines, departments and institutions; organizes meetings, seminars and conferences; manages 

internal and external communications of the department; oversees information services group in developing web-based research collaboration tools and databases.3. Supports new research funding opportunities; works with faculty and 

departmental grants managers to assist with multi-investigator grant proposals including planning, budget preparation, administrative coordination and submission. Works closely with UTSW Foundation and development staff to identify 

opportunities for philanthropic support; assists Chair by serving as liaison to key university, community and funding partners.4. Designs and conducts surveys on research space utilization. Analyzes and compiles data on departmental 

productivity, space requirements and utilization by researchers.5. Assists with strategic development of new research programs and initiatives; oversees clinical trials operations, and research compliance.6. Develops processes regarding 

terminating research faculty.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER RESEARCH PROGRAMS - PRN 4362P 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 N 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Research Program Manager is 

responsible for management, coordination and promotion of clinical and basic research trials across multiple departments and possibly business units.Experience and EducationBachelor's degree in science, finance or related field and eight (8) 

years related experience in research, research administration or non-profit administration. Must be familiar with NIH research grant preparation and management. Requires advanced PC expertise including word processing, spreadsheet, 

presentation, and database software. Prior experience related to research administration is strongly preferred. Master's degree preferred.Heart Saver may be required based on research study protocols or affiliate location requirements.Job 

DutiesSupports research within multiple departments or business units by developing and enhancing shared facilities and programs; develops and implements procedures to optimize operations and resource utilization; tracks, evaluates, and 

reports progress of shared resources.Promotes collaboration among investigators and across disciplines, departments and institutions; organizes meetings, seminars and conferences; manages internal and external communications of the 

department; oversees information services group in developing web-based research collaboration tools and databases.Supports new research funding opportunities; works with faculty and departmental grants managers to assist with multi-

investigator grant proposals including planning, budget preparation, administrative coordination and submission. Works closely with UTSW Foundation and development staff to identify opportunities for philanthropic support; assists Chair by 

serving as liaison to key university, community and funding partners.Designs and conducts surveys on research space utilization. Analyzes and compiles data on departmental productivity, space requirements and utilization by researchers. 

Assists with strategic development of new research programs and initiatives; oversees clinical trials operations, and research compliance.Develops processes regarding terminating research faculty.Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires ability to manage and direct staff.Work requires ability to monitor and maintain budget.Work requires skill in executive level project and financial management.Work requires ability to ensure adherence to all 

policies and procedures of university, such as accounting regulations and internal controls policy.Work requires ability to communicate effectively with various levels of internal and external contacts concerning policies and procedures.Work 

requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office/clinical area. Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MANAGER RESEARCH SHARED SERVICES ACADEMIC AFFAIRS 9215 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Manager of Research Shared Services 

- Academic Affairs will report to the Assistant Director of Operations - Academic Affairs. The Manager of Research Shared Services works closely Business Affairs to implement research administration and grant management educational and 

training programs for Departments and Centers. This role is a highly analytical position that demands the ability to manage multiple projects. This position requires daily communication with researchers, coordinators, financial analysts, and 

other research staff as the first point of contact for inquiries. The Manger of Research Shared Services will oversee and manage special projects as needed by the Assistant Director of Operations and will partner with the Director of Research 

Strategy to implement initiatives impacting the research community.Experience and EducationREQUIRED: Bachelor's degree and at least five (5) years of progressive experience with an academic health system or hospital, to include at least 1-2 

years in a management role. Equivalent related experience may be used in lieu of degree.PREFERRED: A Master's degree in business, finance, or related field.Job DutiesDirects and coordinates research administrative and grant management 

activities for the Office of the Provost. Partner with Business Affairs to implement research administration and grant management educational and training programs for Departments and Centers. Serve as first point of contact for inquiries 

from researchers, coordinators, financial analysts, and other research staff for research administrative needs. Provide guidance and assistance to researchers for contract/proposal development and submission by reading and interpreting 

sponsor guidelines for application preparation and content. Reviews and checks application materials for completeness, accuracy, and adherence to sponsor and/or institutional guidelines. Oversees supervisors and/or staff managing providing 

grants management issues on items such as: obtaining required reports, interpreting award conditions, and acquiring approvals for various changes in awards Partners with Business Affairs to provide strategic guidance and assist with 

implementation for initiatives impacting pre/post award processes. Provide strategic financial consultation and guidance to the regarding research business proposals and makes recommendations for optimizing the financial impact of 

research business initiatives.Design and implement periodic operational reports as well as ad hoc reporting.Oversee and manage special projects as needed by the Assistant Director of Operations.Partners with the Director of Research Strategy 

to implement initiatives impacting the research community.Knowledge, Skills & AbilitiesWorks requires ability to multi-task and interact with all UT Southwestern departments and all levels of administration and students.Work requires good 

organizational skills with attention to detail.Work requires computer skills (Microsoft Office/Access, PeopleSoft, etc.)Work requires effective communication skills.Work requires excellent interpersonal skills.Work requires problem solving 

skills.Work requires leadership and supervisory skills. Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President 

for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.



MANAGER REVENUE CYCLE ACCOUNT RESOLUTIONS 7036 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position is responsible for customer 

service and self-pay accounts receivable follow-up for physician and hospital balances for a large, academic medical practice plan. Responsibilities main focus is excellence in patient satisfaction in all areas of account resolution. Include 

overseeing workflows to maximize customer service, staff productivity, staff collections and the resolution of outstanding Accounts Receivable issues.Experience and EducationHigh school and ten (10) years' experience in billing collecting, or 

patient accounting functions with minimum five (5) years supervisory; OR Bachelor's degree and six (6) years' experience as stated above is required.Job DutiesEvaluates current billing and collection processes to ensure all revenue cycle 

systems are utilized to maximum capacity; researches and analyzes health care collection rules and regulations to make appropriate collection policy recommendations working with Senior Administrators, Managers and department revenue 

cycle staff.Assures timely and full collection of physician and hospital fees billed to self-pay patients, collection of deductibles, coinsurance and third-party liability payments; maintains effective communications with Clinical Chairs, Physicians 

and Administrators to ensure they are informed of issues that may prevent timely collections of accounts.Works with faculty and senior administration to develop and implement self-pay collections and charity policies and meets with external 

parties to discuss business relationships involving collection agency activities. Analyzes and reports on the status, issues and recommendations for accounts receivables; manages production of statements and collection referrals according to 

departmental procedures in support of clinical departments.Manages and reviews staff workload in department; develops action plan to complete work which may include: monitoring and evaluating performance and staffing levels, 

requesting overtime, adding temporary help and/or new positions as needed.Acts as a liaison between customer service departments in affiliated facilities; manages the Automated Call Distribution (ACD) function to ensure quality customer 

service.Works with Self Pay dialer system to enhance collections of self pay. Uses dialer in the best capacity to include campaigns/programs of collections, delinquent payment plans, bad address, and updating payment plans. Manages 

procedures involving State agencies in referrals of estate and bankruptcy accounts.Analyzes and reports on the status, issues and recommendations for accounts receivables; of all bad debt collection agencies to include Medicare hospital bad 

debt. Ensures accounts are handled properly by each collection agency and returned in the time frame according to their contract. Works with Experian and their reports to ensure all bad debt is balanced in the EPIC system to each collection 

agency and/or bad debt not referred. Reviews all invoices from the collection agency for accuracy before agency is paid.Implements and manages respective personnel policies, procedures and practices; works to ensures compliance by 

department staff. Manages recruitment of staff and annual employee performance appraisals.Participates as project leader for new software installations and process change initiatives; works with affiliated facilities and hospitals to resolve 

major billing issues and customer service issues.Maintain high-level, confidential data and ensure high quality customer service to reduce the risk of potential embarrassment or public relation issues for the medical practice.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent knowledge of debt collection laws and HIPAA compliance. Work requires ability to analyze and resolve complex accounts, and address patient complaints.Work requires 

working knowledge of insurance billing and various types of health insurance plans. Work requires working knowledge of medical terminology and coding.Work requires demonstrated ability to handle escalated or complex customer 

inquiries.Work requires demonstrated ability to understand written medical and billing documentation.Work requires demonstrated ability to communicate effectively with various levels of constituents, patients and/or family, clinical staff, 

third party payers, management and other professionals outside the healthcare system.Working ConditionsWork is performed primarily in an office setting.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion/.

MANAGER REVENUE CYCLE ANALYTICS 7074 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's Degree with 

an emphasis in finance, data analytics or accounting. Minimum of 5 years (6+ years preferred) of healthcare financial management experience with revenue cycle operations. Must have progressive supervisory/management experience with 

extensive knowledge of Patient Financial systems and processes. In depth knowledge of healthcare revenue cycle, payer contracts and applicable rules and regulations affecting reimbursement for healthcare services, strong understanding of 

scheduling, registration, charging, billing and collections required.Job Duties1. Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement 

targets.2. Meets or exceeds financial goals and objectives of the department.3. Maintains an assortment of daily, weekly, monthly, quarterly and annual reports used to monitor Revenue Cycle performance.4. Supports review and analysis of 

daily/weekly/monthly reporting revenue cycle reporting reports to identify positive and negative trends affecting revenue cycle outcomes and operations.5. Assists in creating and monitoring models that link strategies to measures of 

performance (financial and non-financial).6. Oversee development and analysis of denial management reports to identify operational areas for improvement. Evaluates denied claim trends. Alerts management of changes in the number and 

type of denied claims received.7. Develops new reports to assist in Revenue Cycle strategic decisions and improve efficiency.8. Works with the contracting group and IR to QA build and implementation of all managed care contracts and fee 

schedules in Epic.9. Oversee analysis of routine reports to evaluate managed care contracts and conducts audits on products to monitor reimbursement and repricing changes.10. Partner with business directors and managers to review 

targeted areas and identify root cause in problem areas including but not limited to WQ volume, charge trending, RVU trending, charge lag and charge reconciliation11. Collaborate with business directors and managers to review productivity 

and work queue volumes.12. Coordinate and schedule routine meetings with department managers to review key revenue cycle reports specific to their areas.13. Partner with MSRDP Finance Department, HB decision support and IR to develop 

new reports as needed for operations.14. Utilize third party tools to trend UTSW performance against industry standards and identify target areas for improvement.15. Serve as a resource to managers and directors regarding data needs.16. 

Oversee utilization and management of HB and PB dashboards in partnership with IR.17. Provide training as needed to managers and directors on reporting capabilities in Epic, third parties and other internal reporting resources.18. Maintains 

a high degree of confidentiality at all times due to access to sensitive information.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MANAGER SR VIDEO CONTENT STRATEGY 8633 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Senior Manager is responsible for 

leading the team that creates video assets to promote UTSW and advance its position against brand strategy. This role is responsible for pre-production (concept, storyboard, scripting, location scouting, casting, etc.), production (principal 

photography, pickups, lighting, sound, talent direction), and post-production (editing, color correction, sound design, CG, fx, compression, and deployment) of marketing and related videos for the University. In addition, the SeniorManager 

directs still photography assignments capturing images of UTSW events, patient experiences, and student life. Working closely with teams across Institutional Advancement and beyond, the SeniorManager will develop visual deliverables that 

tell the exceptional stories of the University. Experience and EducationBachelor's degree in related subject matter, and six (6) years of experience in developing video concepts and production that combine strategy, message, and content into 

effective communications that engage a variety of audiences, required. Five (5) years of experience in managing and collaborating with video production staff, required. Master's degree relevant field strongly preferred. Job DutiesLeverages 

expertise of industry trends and Internet culture into a video programming strategy backed by data analysis and a core understanding of UT Southwestern's business objectives spanning the institution's educational, research, and clinical care 

missions.Directs development and execution of video projects from conception to completion for distribution across UT Southwestern channels.Directs and supervises a team of multimedia photojournalists and video producers.Works closely 

with leadership to design content plans that promote the mission and activities of UTSouthwestern and deliver a value proposition for targeted audiences.Collaborates with the Digital Communications team and counterparts in Information 

Resources to increase video consumption, manage non-traditional media relationships, and leverage editorial calendars to distribute video content.Manages relationships with production vendors, including selection, contract negotiation, and 

ongoing vendor performance management. Manages budget and spend for assigned area of responsibility. Delivers planned results within budget. Reports on budget activities.Defines, establishes, and aligns key performance indicators (KPIs) 

within broader departmental and institutional goals.Experiments with content on emerging video platforms to gain insights for future productions.Oversees effective use of the video production budget.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesStrong creative instincts and hands-on experience in developing video content. Experience in decision-making concerning complex or sensitive news content. Strong written and verbal communications 

across all levels of engagement. Success in cross functional leadership, building strong relationships and partnering with internal colleagues. Fundamental understanding of search engine optimization (SEO) and other engagement-enhancing 

tactics. Work requires good organizational skills.Work requires excellent written communications skills.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum 

require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER SUPPORT SERVICES - SCC U1515 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors degree in 

Business or Healthcare and six (6) years related experience in the management of allied health functions in a clinical setting required.  Masters degree in Business or Healthcare preferred.  Must meet appropriate licensure and educational 

requirements for respected field. (Example: LMSW, LCSW, LPC, etc.) Job Duties  1. Manages and oversees the SCC support services team including professional social workers, program coordinators, music therapists, dieticians, licensed 

counselors, volunteer coordination, etc. within the Simmons Cancer Center clinical service lines and locations.  Management includes, but may not be limited to, recruiting, orienting, evaluating performance, staffing, case assignment(s), and 

other work-related tasks to ensure that patients are receiving the best care as part of the caregiving team.2. Works with the Director of Oncology Ambulatory Operations, other SCC clinical leaders, and physicians to develop policies, procedures 

and organization of continuous performance improvement activities of the SCC support services team.  Coordinates and acts as a liaison for community resources.  Assists team in negotiation of financial, medical and other human service 

programs for patients and families.3. Develops and manages the philosophy, goals and objectives for the department, including resolution of unusual or complex psychosocial or nutritional problems.  Identifies and resolves barriers for 

implementation of such.  Provides education and expert role modeling to support services team in clinical areas of expertise.  Develops, implements and manages comprehensive orientation, in-service and training programs for social work to 

support the organizational objectives and in conjunction with the changes in the profession and other regulatory changes.4. Establishes, maintains, and promotes effective relationships with internal and external leaders and community social 

service organizations.5. Meets or exceeds financial goals and objectives of the department. Incorporates budget planning, monitoring, and evaluating individual cost center. Manages the fiscal operation of the unit/department to ensure 

utilization of staff and resources are being met in an efficient and cost effective manner.6. May participate as an individual contributor in professional area (e.g. Social Worker, Dietitian, etc.)  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER TALENT NAVIGATOR 9669 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryFor more than 75 years, UT 

Southwestern Medical Center has been healing, discovering, and educating health professionals as one of the nation's top academic medical centers. With nearly 21,000 employees strong, the UT Southwestern family is diverse and driven to 

succeed. As the only academic medical center in North Texas, we seek challenges and opportunities for growth, and we are dedicated to making a difference in the world. Working at UT Southwestern is not just another job. It's a calling. Join us 

and you'll be part of something extraordinary.As a key part of the UTSW onboarding new hire and transfer experience, the Talent Navigator is responsible for providing a high touch candidate experience that reflects the UTSW culture and 

provides an outstanding new hire experience and provides expertise throughout the employee's lifecycle. This requires close collaboration and partnerships with a wide variety of internal and external partners including applicants, new hires, 

hiring managers, recruiters, vendors and UTSW departments within and outside Human Resources. The Talent Navigator team will provide support for new employees beyond orientation, continuing to be a resource for new 

employees.Experience and EducationMinimum QualificationsBachelor's Degree business administration or related field required. Relevant years of experience can be considered in lieu of education (minimum of 5 years of related experience 

with no degree) Minimum of one (1) year of previous HR, recruiting, customer service or related experience required.Excellent interpersonal, presentation and communication skills (oral and written) and professional demeanor required.HR 

process knowledge and experience of HR Business Process framework including HR principals and practices as well as employment law compliance required.Ability to recognize confidential, sensitive, and proprietary information and maintain 

confidentiality of such information as required.Demonstrated ability to establish and maintain effective working relationships with all levels of the organization and collaborate well in a team required.Ability to work autonomously Preferred 

QualificationsMaster's degree in Human Resources, Business Administration, Healthcare Management or related field preferred.Experience in Talent Acquisition recruiting, talent onboarding, HR Generalist or HR Business Partner roles highly 

preferred. Experience working with multiple ATS, CRM and HRM systems - specifically Taleo and PeopleSoft products, preferred.Experience in high-touch customer service with a focus on problem solving preferred.Demonstrated ability to 

collect, analyze and use data to make intelligent business recommendations preferred.. Job DutiesResponsible for providing a high-touch experience for new and existing employees emphasizing continuous process efficiency and results. 

Perform duties as a part of the Human Resources Talent Navigation team responsible for ensuring a high touch and efficient employee life cycle activities. Perform onboarding efforts from time of offer acceptance and support new hires 

through the pre-onboarding process to orientation and through the employees' full lifecycle.Provide friendly, reliable, and timely HR services. The Talent Navigator is positioned to provide outstanding service to our internal customers and 

employees for everything from general inquiries to more complex solutions focused on matters such as compensation, leaves of absence and employment transactions.Participate as part of a team that are subject matter experts on general HR 

and organizational information to effectively answer questions and help new hires navigate UTSW. Compile and monitor daily production reports for work group; monitor performance standards; advise manager of performance deficiencies 

and all system and procedural issues which require analysis and resolution; make recommendations for re-training of employees.Ensure the timely completion of all pre-onboarding activities including background checks, DPS, Occupational 

Health, MVR, license/certification verification and I-9 completion.Work on special projects relating to issues specific to the area of assignment; make recommendations for changes in procedure to increase productivity, standardization, quality 

control and customer service.Efficiently prioritizes workload to ensure all tasks are accomplished in a timely manner.Collaborate with Human Resources Centers of Excellence to identify issues, make recommendations, and implement policies 

and procedures.Compliance and audit management of new hire files.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires the ability to work under pressure to meet strict deadlines, effectively prioritize multiple 

tasks.Work requires a growth mindset and a passion for learning.Work requires ability to ensure adherence to all policies and procedures of university.Work requires ability to effectively interpret and apply organizational policies, procedures, 

and systems.Work requires ability to work to garner consensus and acquiescence among various stakeholders.Work requires proven customer service, teamwork, and written and verbal communication skills.Work requires proven ability to 

handle multiple complex assignments.Work requires knowledge of personal computers.Work requires ability to plan, organize, coordinate, and oversee work of others as necessary to ensure desired results are achieved.Work requires 

telephone and personal contact with all levels of internal and external personnel and organizations.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimums 

require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MANAGER TECHNICAL DEVELOPMENT - CPAS 2405 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

provide complex operational support to all technical software development and implementation on behalf of Ambulatory Operations Centralized Patient Access Services. This role will foster a culture of collaboration and continuous 

improvement with cross-functional departments to synchronize strategies, seamless communication and realize shared organizational goals. Experience and EducationBachelor's degree in Computer Science, Information Technology, Business 

Administration, Health Care Administration, or other related field is required. Master's degree preferred. Five (5) years' progressively responsible experience in related healthcare or information technology industry required. Must have EPIC 

related work experience. Epic Certification preferred.Will consider additional years of experience in lieu of education.Job DutiesManagement Leads a team of dedicated specialists responsible for technology and workflow optimization. 

Establishes clear performance objectives, conducts performance assessments, and proactively addresses skill gaps.Responsible for hiring and onboarding of CPAS Technical Team.Performs quarterly performance reviews and annual 

performance evaluations. Conducts employee disciplinary action and development of performance improvement plans as necessary.Manages team time off requests and correlating coverage of responsibilities.Technical and OperationalSubject 

Matter Expert of Registration and Scheduling workflows, representing Cadence and Prelude Epic Modules, as approval authority to UTSW Centralized Best Practices for Epic requests, implementations, and upgrades. Maintains and ensures a 

positive, dedicated relationship with contracted 3rd party vendors for telephonic platforms, scheduling vendors, referral intake processing, patient communications, contract pricing and invoicing. Works closely with technical support staff in 

Information Resources to maintain Subject Matter Expertise status on all related systems that are utilized within the CPAS.Manages project execution and timelines, coordinates team members, reports progress and manages expectations, 

risks and issues.In collaboration with the CPAS Operations Managers and Technical Team, researches, analyzes, and maintains data collection system required to track and evaluate operations including utilization of advanced access reports 

and forecasting tools and provides regular feedback to operations.Helps to ensure access and referral management targets are met or exceeded and will participate in process improvement efforts to establish practices that foster goal 

attainment. Provides actionable data and information to operational management that will influence target setting, performance management and progress measurement.Serves as content expert on access and referral management 

technology, including but not limited to metric management, call center telephony and related technologies and client satisfaction.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires in-depth analytical knowledge of 

software design. Work requires the ability to coordinate and work independently.Work requires proficient knowledge of computers and office equipment.Work requires advanced knowledge of software and information systems.Work requires 

the ability to communicate effectively with internal and external contacts on policies and procedures.Work requires the ability to work with confidential information on daily basis.Work requires excellent internal consulting and management 

skills.Work requires reading, writing, simple arithmetic, analyzing data, writing reports, interpreting policies and procedures, organizing people and resources to meet goals, etc.Working ConditionsWork is performed primarily in general office 

environment.

MANAGER TRAINING & QUALITY - CPAS 2406 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision for 

Centralized Patient Access Services (CPAS) to drive performance excellence through effective management of key functions of quality assurance and training programs.Experience and EducationBachelor's degree in Business Administration, 

Health Care Administration, or other related field. Five (5) years' experience in clinic/business operations, relevant healthcare and/or contact center experience required. Must have EPIC related work experience. Will consider additional years of 

experience in lieu of education.Job DutiesTeam ManagementLeads, mentors, and guides a team of dedicated specialists responsible for training and quality assurance. Establishes clear performance objectives, provides continuous coaching, 

conducts performance assessments, and proactively addresses skill gaps.Monitors employee performance and provides ongoing feedback as well as annual performance evaluations and corrective action (as needed).Training & Quality 

Evaluates and monitors all training and quality auditing processes, systems, and requests in a manner consistent with current quality initiatives and best practices. Leads development of projects including but not limited to: new employee 

training, patient experience training, ongoing education and competency validation that supports employees in developing their full potential. Ensures programs follow best practice standards that incorporate change management practices, 

adult learning theories and industry standards. Develops key performance indicators that prove the performance of a employee to detail the effacicy of onboarding training and quality auditing.Operational Support & 

Collaboration¿¿¿Collaborates with department leaders to ensure quality service, creating metrics and monitoring programs, feedback loops and training resources and development opportunities.Collaborates with subject matter experts to 

ensure training content remains up-to-date and relevant.Identifies long term improvement opportunities that impact stakeholder's satisfaction and operational metrics. Identifies trends and patterns in agent performance and customer 

interactions to suggest targeted training and process improvements.Performs other duties as assigned.Knowledge, Skills & AbilitiesStrong leadership skills with an ability to motivate direct reportsDemonstrated experience in Access operations 

management, strategy development, communications strategy, staff management, and financial planningStrength in management of a team, including the development of team culture, as well as individual professional 

developmentDemonstrated ability to interact with all members of the organization in ways that enhance understanding, respect, collaboration, and problem-solving.Resource management skills, including the ability to effectively oversee time, 

finances, materials/facilities, and personnel.Knowledge of HIPAA and patient confidentiality regulations.Strong verbal and written communication skills.Attention to detail with a high degree of accuracyStrong interpersonal and communication 

skills and the ability to work effectively with a wide range of constituencies in a diverse community.Extremely proficient at Excel, Word, and PowerPoint;Ability to make evaluative judgments.Self-directed, thorough, and clearly identifiable as a 

leader.Working ConditionsWork is performed primarily in general office environment. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MANAGER VALUE ANALYSIS U2023 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors Degree 

preferred, additional experience in lieu of degree will be considered. LVN or RN educational background. Three (3) to five (5) years' experience in a hospital or multi-hospital system supply chain management, with a strong background in a 

clinical setting.  Minimum of 1 year experience in management. Job Duties  1. Promote and support standardization opportunities. Perform analyses and manage product/material conversions. Perform data analyses and model data while 

ensuring clinical needs are met.2. Participate in product standardization process, involving department managers to determine their needs. Plan, coordinate and conduct product trails within the hospital  in support of product conversion. 

Assist University Hospital staff members with product evaluations.3. Assist Purchasing Manager with manufacture and GPO sales representatives to assess emerging opportunities; as well as   contract start-up functions involving appropriate 

department managers.4. Work collaboratively within Materials Management team, Purchasing Services, Patient Supply and, Distribution Services.5. Routinely meets with customers and reviews/analyzes items purchased. Understand 

customers operations and procurement needs and develops solutions6. Chair the Clinical Value Analysis Committee and participate on the Value Analysis Steering Committee.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MANAGER, CHEMSITRY, REGIONAL LABS, OFF SHIFTS U2703 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

manage the overall daily operations of laboratory processing and testing for the Chemistry section of Clinical Laboratory Services.Experience and EducationMinimum of 3 years' experience of increasing responsibility in a laboratory managerial 

role in a core lab setting with emphasis on Clinical Chemistry. Experience in managing complex processes, developing and implementing testing/assays, process improvements, people management and staff developments (employee morale 

and turnover, development of staff orientation and training programs, on-the job development, conflict resolution.Chemistry Automation Experience preferred.Education/Cert: Bachelor's Degree in science, Medical Technology or related field. 

Master's degree in Health Administration, Business or Public Health preferred.Certification as Medical Technologist (MT, ASCP, AMT) or Specialist in Chemistry (SC, ASCP) required.Job DutiesPlans, coordinates, and supervises general duties of 

their area/s of responsibilities in the Clinical Laboratory Services. Ensures efficient scheduling of staff to perform daily activities of area. Interviews and recommends selection of new laboratory personnel. Applies quality, efficiency and access 

metrics to define project staffing needsPlans, organizes, coordinates, and supervises the Quality Assurance activities of their area/s. Provides management reports on status of QA activities. Meets deadlines in accordance with regulatory, 

hospital, and department guidelines. Ensures review of all daily, weekly and monthly records and all compliance audits are up to date.Monitor orders and allocation of all laboratory supplies and materials; maintains adequate inventory to 

ensure efficient operation of the area/s. Makes sound decisions that consider cost versus benefit. Monitors expenditures for personnel, equipment and supplies.Accountable for the laboratory in maintaining accreditation with College of 

American Pathologists (CAP), Centers for Medicare, The Joint Commission (TJC), and Medicaid Services (CMS), licensing for Clinical Laboratory Improvement Amendments (CLIA. Ensures laboratory is compliant with Occupational Safety and 

Health Administration (OSHA) regulations. Updates policies and procedures when indicated complying with regulations and department guidelines. Maintains personnel records; completes performance evaluations, performs and documents 

competency evaluations, and trains both clerical and technical support using skills according to department and university guidelines.Demonstrates continuous performance improvement in targeted areas of responsibility in alignment with 

the overall annual Hospital performance improvement targets. Uses process improvements to define and enhance work processes.Participates in work of department as may be required by workload.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires good knowledge of Clinical Chemistry testsWork requires ability to communicate effectively and has excellent Customer Service skills.Work requires ability to be proficient in Microsoft 

Outlook, Microsoft Word, Microsoft Teams, Excel,PowerPoint, typing Work requires commitment to excellence in quality customer service for laboratory clients.Working ConditionsWork is performed primarily in a hospital or hospital clinic 

environment. Constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients. Pass pre-employment physical exam including color blind testing.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

MANAGING EDITOR 8648 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Managing Editor is part of the Public 

Relations Team in the Office of Communications, Marketing and Public Affairs and is responsible for content and copy editing primarily for UTSW Newsroom, external communications, assisting with crisis communications and issues 

management, and executive communications on behalf of the EVP of Institutional Advancement.Experience and EducationRequiredBachelor's degree in journalism, public relations or a related field. 10 years of combined experience in 

journalism or public relations, including 3 years in an editing role or management, is required. Familiarity with AP style is required.PreferredMaster's degree in public relations or journalism is a plusJob DutiesProvides Content Editing: edits 

copy daily including news releases, magazine stories, blogs, external communications, some internal communications, publications, and physician-to-physician communications. Manages Assignment Desk: assigns Content to freelancers and 

staff, coordinate photo/video/graphics for written stories, and content approvals.Manages and Tracks Content Productivity and Approvals: for Newsroom content, newsletters, physician Portal, and third-party releases. Manages coordination 

of communications with external institutions, organizations and businesses.Interacts with managers and staff throughout CMPA and UTSW, recommending communications strategies for outreach, including owned, shared, and earned media 

channels.Serves the executive communications needs of CMPA and EVP for Institutional Advancement, editing, writing, and producing talking points, statements, and presentations.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesDemonstrated skill in assigning, editing, and managing content, including coordination of visual assets.Ability to think creatively and critically in problem-solving.Ability to prioritize, execute efficiently and effectively under deadlines, 

juggle multiple projects at once, and keep up with changing task prioritization.Ability to work collegially and independently.Ability to interact with senior executives, faculty, business and community leaders, philanthropists, and politicians with 

diplomacy, and deal with complex, sensitive, and legal issues.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MARKETING AND COMMUNICATIONS SPECIALIST 8251 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position will be responsible for 

developing, writing, and implementing department-focused communications and marketing materials. The position will curate content coming from the department and channel to target audiences through a variety of communications and 

marketing vehicles. This position will report directly to the department with a dotted line to the Office of Communications, Marketing, and Public Affairs (CMPA).Experience and EducationBachelor's degree and three (3) years of related 

experience required. Education or experience in project management, marketing, communications, or related fields preferred. Experience in health care ideal. Hands-on, proven experience working with content creation, management, execution, 

and distribution. Job DutiesPlans, develops, and manages outreach, marketing strategies, and tactics to enhance the reputation of the department.Assumes primary responsibility for the development of digital and social media strategies that 

support reputational growth for the department, in conjunction with CMPA editorial staff. Works closely with UT Southwestern Creative and Digital Services to ensure consistent brand articulation across all channels and media. Develops, 

implements, and monitors systems and procedures necessary to the smooth operation of the marketing/communications function for the department. Maintains awareness of the local and regional competitive landscape and of key national 

market segments and trends. Proactively leverages department research and other existing sources of information to generate innovative communications and marketing initiatives.Findsand generatestoriesonspecific topicsfor thedepartment, 

develops and maintains website content,writes monthly department newsletter, and contributes toinstitutionalpublications.Manages the development of programmatic promotional materials as needed by the department in collaboration 

with UTSW Marketing team.Coordinates with UTSW Video Content and Strategy team to generate still photography and video as needed to supplement marketing and communication publications. Contributes to various projects, programs, 

and events to achieve patient/public education and outreach goals for the department.Perform other duties assigned.Knowledge, Skills & AbilitiesWork requires knowledge and understanding of interactive marketing tactics. Work requires 

strong communication skills. Work requires excellent writing and editing skills, including mastery of styles and applicable software for developing electronic and print media and the ability to generate both news and marketing/promotional 

copy. Work requires expertise with Microsoft Word, PowerPoint, SharePoint, and desktop publishing software. Work requires knowledge of website layout and design principles. Work requires interview skills and content research skills. Work 

requires ability to think creatively and critically in problem-solving and project implementation and the ability to work independently, manage workflow, set priorities, and meet required deadlines. Work requires ability to execute efficiently 

and effectively under deadlines, juggle multiple projects at once, and keep up with changing task prioritization. Work requires strong customer-service focus. Work requires attention to detail.Working ConditionsWork is performed primarily in 

a general office area. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MARKETING COORDINATOR 8612 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

and one year of related experience required.     Education or experience in program management, marketing, communications, website design, or related fields preferred.    Experience in a health care environment and community outreach a 

plus.    Hands-on, proven experience working with web technologies such as blogging, podcasting, RSS, online communities, social networking, and content/contact management a plus.    Job Duties  Serves as the key member of the marketing 

team.        Recommends and implements strategies to achieve marketing goals for assigned programs, products, or services.       Develops and distributes e-communications among partners, members, and others.       Performs one or more of 

the following marketing functions: web blogs or other digital marketing; development or review & update of the marketing infrastructure which may include database systems, intranet, & external website; develops, plans, & coordinates the 

development & production of marketing and publicity materials & campaigns, ensuring deadlines and budgets are met; conceptualizes, writes, & edits high profile or high visibility marketing materials; conducts market research, analyzes 

results, & develops marketing strategies based on findings.Serves as editorial project lead on the website; develops content project plans in collaboration with the Program Directors and Administrative Core; and writes, edits, and maintains up-

to-date program content and collaborates with institutional Web Services to publish date content on the external website.  Manages and oversees the production of content for website, online promotions, ad banners, and other related 

material.  Represents and actively participates in monthly meetings/calls and national meetings.       May participate in recommending new services and determining new markets.       Performs other duties as assigned.          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MARKETING COORDINATOR U8612 Y T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3H9

Prof Services-Comm & 

Mkting Jr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

and one year of related experience required.     Education or experience in program management, marketing, communications, website design, or related fields preferred.    Experience in a health care environment and community outreach a 

plus.    Hands-on, proven experience working with web technologies such as blogging, podcasting, RSS, online communities, social networking, and content/contact management a plus.    Job Duties  Serves as the key member of the marketing 

team.        Recommends and implements strategies to achieve marketing goals for assigned programs, products, or services.       Develops and distributes e-communications among partners, members, and others.       Performs one or more of 

the following marketing functions: web blogs or other digital marketing; development or review & update of the marketing infrastructure which may include database systems, intranet, & external website; develops, plans, & coordinates the 

development & production of marketing and publicity materials & campaigns, ensuring deadlines and budgets are met; conceptualizes, writes, & edits high profile or high visibility marketing materials; conducts market research, analyzes 

results, & develops marketing strategies based on findings.Serves as editorial project lead on the website; develops content project plans in collaboration with the Program Directors and Administrative Core; and writes, edits, and maintains up-

to-date program content and collaborates with institutional Web Services to publish date content on the external website.  Manages and oversees the production of content for website, online promotions, ad banners, and other related 

material.  Represents and actively participates in monthly meetings/calls and national meetings.       May participate in recommending new services and determining new markets.       Performs other duties as assigned.          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MARKETING MANAGER IMAGING SERVICES U5559 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Marketing Manager, Imaging Services 

will take an active leadership role across UTSW to understand business objectives, and build marketing strategies and communication plans to support those objectives, specific to Imaging Services. Will include the strategic evaluation and 

execution of marketing activities which may include thought leadership, internal marketing, advertising, digital marketing, content creation/assessment, and event management.Experience and EducationBachelor's degree required in Sales, 

Marketing, Business, Healthcare or related filed and five (5) years professional experience in marketing, or a related field. Or, a master's degree in a related field (MBA preferred), with 3 years professional experience in marketing, or a related 

field. Experience in an academic healthcare environment & imaging strongly preferred. Job DutiesThe individual will drive, implement, monitor, and measure results of marketing and communication activities to advance UT Southwestern's 

mission, strategic plan and business objectives. The Marketing Manager, Imaging Services will provide expert strategic marketing consultation and guidance to various clients(Referring Providers), and will initially lead through influence without 

direct reporting relationships; but can grow to manage a few individual contributors. Manage complex and cross-functional projects through entire project life cycle, from concept through launch, to achieve objectives, measures & results by 

working with operations managers, escalation coordinators and the scheduling department. Develop creative, strategic approaches to engage and nurture meaningful relationships with current and future referring providers.Advance and 

mature the virtual outreach operations, creating new engagement channels focused on meeting the individual needs of referring providers.Reimagine the referring provider experience, including knowledge of UT Southwestern specialties, 

referral, intake, ongoing communication, and a relentless focus on closing the loop. Evaluate market data to identify priorities, create data-driven engagement lists at the city and zip code level, call cycles, and develop plans that produce 

measurable results.Provide current market information to leadership that will assist in assessing strengths, weaknesses, and competitive threats by region.Conveys confidence, clarity and transparency in communications with stakeholders and 

leaders, and will represent marketing on key institutional committees. Evaluates, analyzes, and develops marketing strategies based on target audiences, market research, and business plans, and continually assesses consumer and business 

needs, to ensure marketing plan alignment.May have budget oversight, accountability and reporting Performs other duties as assignedKnowledge, Skills & AbilitiesWork requires business acumen, including proven expertise in creating 

marketing strategies based on business objectivesWork requires an agile, proactive individual with strong executive presence.Work requires broad understanding of organizational strategy and operational processes.Work requires a self-starter 

who demonstrates a high level of independent judgement and individual initiative. Work requires a detail-oriented and highly-organized structured thinker with proven organizational skills and the ability to manage multiples tasks 

simultaneously in a fast-paced, complex work environment. Work requires an emotionally intelligent strategic thinker with an ability to convert strategy into actions, and the ability to partner with cross-functional teams without direct 

reporting authority over the varied stakeholders.Work requires a strong level of rigor and discipline in using data analytics to problem-solve and drive sustainable solutions.Work requires ability to ensure adherence to all policies and 

procedures of university.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires exemplary customer service, written and verbal communication skills.Work requires ability to plan, 

organize, coordinate, and supervise work of employees as necessary to ensure desired results are achieved.Work may require telephone and personal contact with all levels of internal and external personnel and organizations.Work may 

require the direct supervision of employees.Work may require ability to monitor and maintain budget.Working ConditionsWork is performed primarily in office setting.Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of the Vice President for Human Resources, or his/her designee.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. Asan equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression,age, disability, genetic information, citizenship status, or veteran status.

MARKETING SPECIALIST 8520 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

and three years of related experience required.  Education or experience in program management, marketing, communications, website design, or related fields preferred.  Experience in a health care environment and community outreach a 

plus.  Hands-on, proven experience working with web technologies such as blogging, podcasting, RSS, online communities, social networking, and content/contact management a plus. Job Duties  1.  Plans, develops, and manages both brand 

marketing, outreach, and direct response marketing strategies and tactics that exchange the department¿s footprint in the regional market and beyond to achieve established goals.2.  Directs the development of programmatic promotional 

materials as needed by clinical services.3.  Works closely with UT Southwestern Creative and Web Services, to ensure consistent brand articulation across all channels and media.  Develops, implements, and monitors systems and procedures 

necessary to the smooth operation of the marketing/communications/public relations function.4.  Assumes primary responsibilities for the development and support of digital and social media marketing strategies that support volume 

growth, in conjunction with the web team and the marketing team¿s editorial staff.5.  Manages the work of outside vendors as appropriate and interfaces with agency resources as necessary to execute marketing and communications 

strategies.6.  Maintains awareness of the local and regional competitive landscape and of key national market segments and trends.  Proactively leverages Medical Center research and other existing sources of information to generate 

innovative marketing initiatives.7.  Finds and develops stories of specific topics and contributes to website content, news releases, and articles for publications.8.  Maintains close working relationships with writers who cover medicine and 

science to ensure frequent coverage of UT Southwestern¿s research and clinical care activities.9.  Contributes to magazine stories for annual magazine/annual report or other magazines as assigned, submitting stories for magazine with 

art/photo possibilities.  Also gathers and writes monthly new strips from assigned areas.10.  Arranges for and oversees taking of all still and video to supplement marketing and communication publications.11.  Acts as a guide for reporters and 

photographers.12.  Contributes to various projects, programs, and events to achieve patient/public education and outreach goals.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MATERIALS INVENTORY COORDINATOR 4110 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5H2A

Aux Supp Svcs-Materials 

Coord CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and (5) five years experience working on computers using ERP/WMS platforms (i.e. PeopleSoft and SC Logistics). Experience with Microsoft Outlook, Word, and Excel products.  Must be able to lift/move 75 lbs.  Must 

have possession of valid State of Texas motor vehicle operator's license when required by employing department.  Preferred experience includes: Experience using Microsoft office products; use of Fork lift, Electric Pallet Jacks and Manual Pallet 

Jacks. A Commercial Driver's License or ability to obtain license within a specified time may be required if operating certain vehicles. Job Duties  1.Coordinate inbound and outbound replenishment, stocking, and put-away functions.2.Assist 

with department assets and equipment inventory coordination. Maintain monthly accounting of assets and equipment within assigned area.3.Review all requisitions and forward inventory requirements to Purchasing for sourcing, work closely 

with Purchasing Buyer to coordinate all receipt issues, and coordinate all vendor/customers stock returns.4.Responsible for processing all RTV's and vendor recalls in a timely manner.5.Update and follow up on all inventory-related issues.  

Analyze min/max banks and determine EOQ for all SKUs.6.Communicate by official e-mail to the University, vendors and customers to resolve all customer issues.7.Prepare, analyze and document cycle count activity.  Plan and execute annual 

physical inventory.  Develop a plan to correct physical inventory variance to metric.8.Prepare monthly reports and dashboards for assigned functions and Materials Management operations.9.Provide assistance to department personnel in 

preparing data needed for various projects and meetings.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MATERIALS MGMT LIAISON U2110 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 5H2A

Aux Supp Svcs-Materials 

Coord PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable EDUCATION AND EXPERIENCEAssociates degree in 

Supply Chain or Business and Four (4) years' experience in fast-moving Supply Chain operational functions OR High school graduate or GED with six (6) years' experience in fast-moving Supply Chain operational functions.ESSENTIAL 

FUNCTIONSCollaborates with UH department leadership regularly and UH Supply Chain leadership for process improvement projects and best-practice objectives. Identifies areas for improvement within the department.Reviews daily workflow 

to ensure all tasks are completed effectively and efficiently.Coordinates staff education over departmental metrics and used to measure performance.Mentors and trains staff in best practices ensuring standardization across teams.Assists with 

department on-boarding to ensure standardization of on-boarding.Lead and coordinate tours and special events for UH Materials management. Completes recommendations for UH Materials Management Director for improvements in policy 

and procedural changes affecting operations throughout the hospital.Support Materials Management leadership in product problem solving and solution orientated ideas to ensure efficient product availabilityPerforms other duties as 

assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires demonstrated written and verbal communication skills.Work requires ability to prioritize and organize work to meet deadlines.Work requires reading, writing, simple arithmetic, 

analyzing data, writing reports, interpreting policies and procedures, organizing people and resources to meet goals, etc.Work may require using computer and telephone for up to four hours per day and may involve sitting or standing for long 

periods of time.Work requires development, recommendation, and implementation of policies and procedures relating to Information Resources.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MATERIALS OPERATIONS COORDINATOR - SUPPLY CHAIN 4132 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5H2A

Aux Supp Svcs-Materials 

Coord CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimum supervision to 

provide the day-to-day Supply Chain functions (creating requisitions, supply ordering, receiving and distribution) for supply chain operations. This may take place in a warehouse, on campus clinic or lab, or at an off-site Medical Office 

Building.Experience and EducationHigh school diploma or equivalent, Associate's degree or 2 years of college-level coursework in related field preferred and two (2) years related experience, preferably in supply chain operations. Knowledge of 

ERP Systems, Microsoft Outlook, Excel, Word, and Internet. May require reliable transportation to work between locations as specified.Job DutiesPerforms all the day-to-day Supply Chain functions to meet departmental and customer 

needs.Generates requisitions for purchase orders, in order to procure needed supplies.Receives and /or oversees the receipt of all inbound freight into the facility.Delivers and/or oversees delivery of all medical supplies and other freight to the 

appropriate locations.Puts away the medical supplies and other freight in appropriate storing locations.Establishes and maintains Par Levels for all the supplies as needed.Tracks outstanding orders and follows up with vendors on backorders, 

partial shipments and delayed deliveries. Contacts vendors and vendor representatives to obtain price quotes and other needed information as needed.Works closely with Purchasing and Accounts Payable departments to resolve any 

outstanding issues.Assists Manager in collecting data needed for analytics. This will requires skills in Excel. Communicates by official e-mail to the University, vendors and customers. Uses electronic devices provided by the university to scan 

and track equipment.Assists Manager in coordinating and monitoring staff activity.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to use computer.Requires good verbal communication skills to assist other 

department personnel with information regarding package and equipment deliveries.Work requires the ability to lift/move/transport up to 50 lbs.Working ConditionsWorking conditions are considered fair and may involve exposure to one or 

more disagreeable elements or hazardous materials such as heat, cold, lifting heavy items, etc.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MATERIALS TECH LEAD U4105 T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5H2 Aux Supp Services-Mats CLIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and previous experience in hospital distribution is required. **Valid Texas drivers license is required.** Preferred: Supervisor or Team Leader   Job Duties  Carries on-call pager on rotation basis.  Receives updates on department 

changes as to provide needed coverage.       Receives supplies and checks delivery receipts for accuray.        Delivers in timely manner non-stock supplies.  Gives overnight, stat and refrigerated supplies first priority.       Replenishes warehouse 

supplies in correct bin locations, rotates stock and checks expiration date.       Communicates with Purchasing department as needed to resolve invoice, receiving, delivery, etc. issues.       Fills supply orders that are received by Orion 

requisitions, custom requisitions or phone and distributes supplies throughout hospital.      Assumes role of supervisor in his or her absence and reports all changes to manager.       Completes special projects assigned by supervisor.        

Performs cycle counts as assigned.  Participates in quarterly inventory, assuring accurate counts.       Provides off-site delivery with hospital vehicle as assigned.        Keeps work area clean and neat.  Removes boxes and packing materials and 

sweeps floor.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MATERIALS TECHN SR 4125 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5H2 Aux Supp Services-Mats SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and (3) three years experience working on computers using ERP/WMS platforms (i.e. PeopleSoft and SC Logistics). Experience with Microsoft Outlook, Word, and Excel products.  Must be able to lift/move 75 lbs.  Must 

have possession of valid State of Texas motor vehicle operator's license when required by employing department.  Preferred experience includes: Experience using Microsoft office products; use of Fork lift, Electric Pallet Jacks and Manual Pallet 

Jacks. A Commercial Driver's License or ability to obtain license within a specified time may be required if operating certain vehicles. Job Duties  1.Coordinates and helps to unload FedEx, UPS, and Common Carrier trailers, inspects merchandise 

for damage, gathers pack lists and pertinent  information to accurately  determine recipient;  generates receiving documents and receipts.2.Checks incoming shipments against bills of lading and purchase orders, and prepares accurate 

receiving reports, noting shortages, overages, and damaged items.3.Coordinates the receipt and delivery of university or departmental shipments.4.Initiates and implements continuous improvement projects for assigned area.5.May help to 

maintain work flow and coordinates activities in Supervisors/Team Leader absence.6.Documents all process errors found in assigned work area and communicates an improvement to eliminate future errors to team members.7.Restocks 

General Stores with product in correct bin locations and picks customer orders with correct product and correct quantity.8.Utilizes computer printout sheet and/or handheld device to determine, document and replenished supply quantities. 

Completes cycle counting and inventory adjustments.9.Loads, unloads and delivers merchandise by variety of means including forklifts, pallet jacks, and manual loading techniques.10.Provides assistance to department personnel in preparing 

and arranging for outgoing shipments.11.Drives university vehicles to various campus and off-campus locations to offload and deliver merchandise.12.Ensures that storage areas and stock rooms are maintained in clean and tidy 

condition.13.May train or orient new employees assigned to unit.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MATERIALS TECHNICIAN 4107 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 5H2 Aux Supp Services-Mats SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and prior experience working on computers using ERP/WMS platforms. Must be able to lift/move 75 lbs.  Must have possession of valid State of Texas motor vehicle operator's license when required by employing 

department.  Preferred experience includes: Experience using Microsoft office products; use of Fork lift, Electric Pallet Jacks and Manual Pallet Jacks. A Commercial Driver's License or ability to obtain license within a specified time may be 

required if operating certain vehicles. Job Duties  1.Unloads FedEx, UPS and Common Carrier trailers; inspects merchandise for damage; gathers pack lists and pertinent information to accurately determine recipient; and generates receiving 

documents and receipts.2.Process all boxes, cartons, envelopes and vendor shipping containers using computer to enter information from purchase orders and memos; generates and attaches barcode tracking labels.3.Problem solves PO's 

that cannot be processed due to missing information (20% of responsibilities if working at exception desk).4.Assist and direct customer related phone calls that are received on phone in proximity.5.Enters receiving information from receiving 

reports into PeopleSoft or SC Logistics delivery system and sorts completed work onto appropriate skid for delivery.6.Delivers merchandise using fleet truck by loading and off-loading merchandise from trucks using variety of means including 

forklifts, pallet jacks, and manual loading techniques.7.Restocks General Stores with product in correct bin locations and picks customer orders with correct product and correct quantity.8.Utilizes computer printout sheet and/or handheld 

device to determine, document and replenished supply quantities. Completes cycle counting and inventory adjustments.9.Answers department phone and resolves phone related issues in a timely and professional manner.10.May help train 

less experienced Material Technicians.11.Ensures storage areas and stock rooms are maintained in clean and tidy condition.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MATERIALS TECHNICIAN U4107 T12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 5H2 Aux Supp Services-Mats SKILL HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent required & one (1) year hospital experience preferred.  BCLS Preferred. **Valid Texas drivers license may be required**    Job Duties  Coordinates incoming shipment of supplies between Central Sterile Supply & the Receiving 

Department.  Receives merchandise, confirms delivery receipt for accuracy. Unpack supplies from boxes, outside the sterile supply area, and places supplies on a cart.  Discards boxes properly. Restocks Central Sterile Supply with product in 

correct bin locations and distributes special request supplies. All completed in a timely manner.  Prepares case carts properly for supply transportation. Completes case cart Pick List accurately and in a timely manner.       Inventories & restocks 

specialty PAR locations for assigned areas. Utilizes computer printout sheet and/or Handheld High jump to determine, document and collect replenished supply quantities. Assists with data entry related to requisitions/supply orders, etc. All of 

this in a timely manner.    Answers phone requests with the ability to understand the nature of said requests.  Can offer alternative products if needed or can assist in locating the unavailable product, and/or substitute from another source. 

Delivers the requested supply to the O/R as requested.    Responsible for the Inspection, documentation and deposition of expired and/or recall products stocked on the shelf daily. Maintains the required log. Maintains the storage area for all 

supplies in a clean, neat and orderly manner.     Responsible for the inspection of compromise of sterility of products and restocking  of unused medical supplies returned in "Green Bags" from case carts.      Ensure all supply storage locations 

are identified with a "BARCODE" product label thereby, verification of product also being identified on a PAR.      Consistently notifies surgery staff of  departmental stock orders & backorder releases.  Assures timely, accurate delivery according 

to established schedule.  Informs requisitioner of specialty backorders and expected release date.     To requisition, distribute, and maintain inventory of routine and special order surgical supplies.       Completes special projects as assigned by 

Inventory Coordinator, Operations Manager or Materials Director.       Participates in quarterly inventory, assuring accurate counts. Keeps work area clean & neat. Boxes & packing materials removed, floor swept.      Performs other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MATERIALS TECHNICIAN LEAD 4105 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5H2 Aux Supp Services-Mats CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and (5) five years experience working on computers using ERP/WMS platforms (i.e. PeopleSoft and SC Logistics). Experience with Microsoft Outlook, Word, and Excel products.  Must be able to lift/move 75 lbs.  Must 

have possession of valid State of Texas motor vehicle operator's license when required by employing department.  Preferred experience includes: Experience using Microsoft office products; use of Fork lift, Electric Pallet Jacks and Manual Pallet 

Jacks. A Commercial Driver's License or ability to obtain license within a specified time may be required if operating certain vehicles. Job Duties  1.Responsible for the day-to-day responsibilities of a group of 5 or more employees.2.Makes daily 

employee assignments, helps to maintain work flow, and coordinates all activities for assigned area.3.Develops Standard Operating Procedures (SOP's) for all receiving/shipping processes.4.Perform maintenance duties and provided training for 

all power equipment.6.Coordinates and helps to unload FedEx, UPS,  and Common Carrier trailers, inspects merchandise for damage, gathers pack lists and pertinent  information to accurately  determine recipient;  generates receiving 

documents and receipts.7.Checks incoming shipments against bills of lading and purchase orders and prepares accurate receiving reports, noting shortages, overages, and damaged items.8.Coordinates the receipt and delivery of General Stores 

shipments.9.Restocks General Stores with product in correct bin locations and picks customer orders with correct product and correct quantity.10.Utilizes computer printout sheet and/or handheld device to determine, document and 

replenished supply quantities. Completes cycle counting and inventory adjustments.11.Leads implementation of continuous improvement projects for assigned area.12.Documents all process errors found in assigned work area and 

communicates an improvement to eliminate future errors to team members.13.Loads, unloads and delivers merchandise by variety of means including forklifts, pallet jacks, and manual loading techniques.14.Provides assistance to department 

personnel in preparing and arranging for outgoing shipments.15.Drives university vehicles to various campus and off-campus locations to offload and deliver merchandise.16.Ensures that storage areas and stock rooms are maintained in clean 

and tidy condition.Restocks General Stores with product in correct bin locations and picks customer orders with correct product and correct quantity.17.May train or orient new employees assigned to unit.  **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MATERIALS TECHNICIAN SENIOR U4125 N T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5H2 Aux Supp Services-Mats SKILL HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and previous experience in hospital or distribution is desirable. Valid Texas drivers license. Job Duties  1. Inventories and stocks all par locations as assigned. Ensures that par carts are neat and organized and products are in the 

correct bin locations. Recommends par level changes as appropriate. Ensures that excess product is removed and credited to the unit. Communicates product changes, stockouts, and backorders to the Nursing Managers.2. Fill supply orders 

and distribute supplies throughout the hospital.3. Deliver equipment, make rounds for and decontaminate used equipment as specified by department and hospital.4. Replenish stocked supplies in correct bin locations, rotating stock and 

checking expiration date. Shelves and bins are properly labeled. Ensures that no supplies are on the floor, if so remove the items from the unit for disposal.5. Practices inventory control by assuring all items leaving the department or returning 

for credit are properly issued and expensed.6. Responds to phone and fax requests in a timely manner.7. Assures the accuracy of par orders pulled for or from off-site facility.8. Able to perform 6 out 9 of the following functions proficiently; Par 

Scanning, replenish pars, nurse server replenishment, special order support for patient care ordering, order picking (VLM, BMSYS AND Horizontal), receiving, put away and warehouse support.9. Assists with patient equipment delivery, cleaning 

and processing.10. Performs cycle counts.11. Participates in quarterly inventory, assuring accurate counts.12. Assists with projects as necessary.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MECHANIC I 5343 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or vocational school and two (2) years semi- skilled level experience is required.     Job Duties  Assists in installation, maintenance and repair of plant equipment or utility systems.       Performs preventive or corrective maintenance tasks 

incidental to operation of mechanical, electrical or utility tunnel distribution systems in accordance with established procedures.      Maintains records of equipment repair.        Works in conjunction with trades or craft personnel in support of 

systems within power plant, chilling stations, utility tunnels or other underground utilities.      May complete work orders using automated maintenance program systems.       Informs appropriate personnel of unusual conditions, problems or 

deficiencies.       Cleans and maintains equipment and work areas.        Identifies and reports safety hazards.        Performs related duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MECHANIC II 5341 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 6D1 Maintenance/Craft-Skilled Sr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or vocational school and three (3) years skilled level experience is required.     Job Duties  Installs, maintains and repairs equipment or utility systems.        Assists in performing periodic inspections of major mechanical, electrical equipment and 

systems.       Performs preventive or corrective maintenance tasks incidental to operation of mechanical, electrical or utility tunnel distribution systems in accordance with established procedures.      Maintains records of equipment repair.        

Works in conjunction with trades or craft personnel in support of systems within power plant, chilling stations, utility tunnels or other underground utilities.      Completes work orders using automated maintenance program systems.        

Informs appropriate personnel of unusual conditions, problems or deficiencies.       Cleans and maintains equipment and work areas.        Identifies and reports safety hazards.        Performs other duties as assigned.          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MECHANIC III 5340 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 6D1 Maintenance/Craft-Skilled Sr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or vocational shcool and five (5) years of related journey-level experience is required.     Job Duties  Installs, maintains, modifies and repairs plant equipment or utility systems.       Performs preventive or corrective maintenance tasks incidental 

to operation of mechanical, electrical or utility tunnel distribution systems in accordance with established procedures.      Performs detailed periodic inspections of major equipment and systems.       Maintains records of equipment repair.        

Works in conjunction with trades or craft personnel in support of systems within power plant, chilling stations, utility tunnels or other underground utilities.      Completes work orders using automated maintenance program systems.        

Informs appropriate personnel of unusual conditions, problems or deficiencies.       Cleans and maintains equipment and work areas.  Identifies and reports safety hazards.       Troubleshoots system problems, which requires following detailed 

operational and maintenance procedures.       Reads system blue prints.        Supervises compliance with standards of workmanship and safety.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MED TRANSCRIPTION SVCS COORD U2808 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3F11 Prof Med Services-Clin Data PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryPerforms transcript duties assigned by 

HIM Director.Experience and EducationHigh school graduation or equivalent and ten (10) years typing acute hospital reports; five (5) years HIM management experience. CMT preferred but not required. Microsoft Word required; Softmed 

ChartScript preferredJob DutiesAssess the work of the transcription staff, monitoring and correcting errors, and providing feedback to staff.Troubleshoot technical problems with software used to type reports.Submit payroll and figure 

incentive bi weekly for all transcriptionists.Be liaison between transcription staff and Medical Staff and Director of HIM. Knowledge, Skills & AbilitiesMust be able to sit for long periods of time tyingWorking ConditionsWork is performed 

primarily in an office environment.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL AESTHETICIAN 1723 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5G13

Clin Supp Svcs-Med 

Aesthetics ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryResponsible for providing skin care 

services in patient care setting.Experience and EducationHigh school diploma or equivalent, current State of Texas Cosmetology license as a Licensed Skin Care Specialist, and one (1) year experience in medical office.Job DutiesPerforms various 

skin care treatments including, but not limited to:Skin Care ConsultationEvaluation of the skin type, treatment options Develops individual skin care regiment Advanced TreatmentsProvides variety of peels such as Micro, Jessner, ZO - 3 step, 

My Body probioticOxygenating facial Skin PenLymphatic drainage massage for face and neckLaser TreatmentVariety of laser treatment such as IPL, 532, Duet, laser hair removalWaxing Upper lip, full face, brow, bikini, legs TintingBrow tintLash 

tint2. Provides skin care consultations; develops individual skin care regimen and teaches necessary skills to ensure best results.3. Aestheticians provide laser treatment and application of the restorative makeup.4. Assist physicians with 

cosmetic product consultation with the patients.5. Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research 

participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.6. 

Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent communication and interpersonal skills.Work requires ability to set reasonable goals with steps planned to achieve established goals.Work requires ability 

to be multi-task oriented.Working ConditionsWork is performed primarily in medical office.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources 

Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL DOSIMETRIST I 1132 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3B10 Prof Technologist-Med Dos Jr ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide technical expertise in radiation therapy treatment planning, operating radiation equipment and radioactive sources commonly employed, and measuring and generating radiation dose distributions and calculations under direction of 

Radiation Therapy Physicist and/or Radiation Oncologist.Experience and EducationBachelor's degree in physical or biological science, certification as a Medical Dosimetrist (CMD) by the Medical Dosimetrist Certification Board (MDCB) within 

two (2) years of becoming Medical Dosimetrist I, and no experience required.Job DutiesPerforms treatment planning of conventional or 2D, 3D, IMRT, VMAT and SBRT plans. Consults with physicians to explain and review details, then finalize 

plan as agreed upon.Prints plan and exports to record and verify system. Responsible for the accuracy of the treatment plans and charts they create.Provides technical assistance to medical physicists, radiation therapists and physicians 

regarding implementation of treatment plans which they have created.Follows dosimetry team's policies, procedures and quality assurance methods. Provides input as new procedures and workflows are created within the team.Develops their 

planning skills by working under the guidance of Medical Dosimetrist II, III, Chief Dosimetrist or Director of Treatment Planning on more challenging cases.Keeps current on new treatment planning techniques/methods.Follow clinical protocols 

as described in protocol guidelines and submit data (when required) in a timely manner.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or 

caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting 

human-subjects research records.Performs other duties as assigned. Knowledge, Skills & AbilitiesKnowledge of all aspects of radiation therapy including patient setups, treatment devices, machine limitations and treatment planning.Knowledge 

of computers and office equipment.Ability to ensure adherence to all policies and procedures of the University, such as Human Resources policies and guidelines, accounting regulations, and internal control policies. Ability to coordinate and 

work independently.Ability to work with confidential information on a daily basis.Skill in providing positive internal customer service environment.Excellent organizational skill.Working ConditionsWorking conditions are considered fair but 

involve more than average exposure to one or more disagreeable elements including radiation. Work is performed in a well lit and temperature controlled environment with specialized safety precautions used to reduce exposure to 

radiation.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL DOSIMETRIST II 1131 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3B20 Prof Technologist-Med Dos Sr ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

provide technical expertise in radiation therapy treatment planning, operating radiation equipment and radioactive sources commonly employed, and measuring and generating radiation dose distributions and calculations under direction of 

Radiation Therapy Physicist and/or Radiation Oncologist. Experience and EducationBachelor's degree in physical or biological science, certification as a Medical Dosimetrist (CMD) by the Medical Dosimetrist Certification Board (MDCB) with a 

minimum of three (3) years clinical experience as Medical Dosimetrist.Job DutiesPerforms treatment planning of complex plans, as well as 2D, 3D, IMRT, VMAT and SBRT cases. Consults with physicians to explain and review details, then finalize 

plan as agreed upon.Provides technical assistance to medical physicists, radiation therapists and physicians regarding implementation of treatment plans which they have created.Follows and participates in development of dosimetry team's 

policies, procedures and quality assurance methods. May teach aspects of dosimetry to therapy and dosimetry students, medical residents and physics residents.May be involved in clinical research or development and implementation of new 

techniques under the supervision of the Director of Treatment Planning .Keeps current on new treatment planning techniques, devices, and methods. Knowledge of all aspects of radiation therapy including patient setups, treatment devices 

and machine limitations.Follow clinical protocols as described in protocol guidelines and submit data (when required) in a timely manner.Duties performed may include one or more of the following core functions: a) Directly interacting with or 

caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned. Knowledge, Skills & AbilitiesKnowledge of all aspects of radiation therapy including patient setups, treatment devices, 

machine limitations and treatment planning.Knowledge of computers and office equipment.Ability to ensure adherence to all policies and procedures of the University, such as Human Resources policies and guidelines, accounting regulations, 

and internal control policies. Ability to coordinate and work independently.Ability to work with confidential information on a daily basis.Skill in providing positive internal customer service environment.Excellent organizational skill.Working 

ConditionsWorking conditions are considered fair, but involve more than average exposure to one or more disagreeable elements including radiation. Work is performed in well lit and temperature controlled environment with specialized 

safety precautions used to reduce exposure to radiation. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance 

with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; 

and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL DOSIMETRIST III 1130 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 3B20 Prof Technologist-Med Dos Sr ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

provide technical and supervisory expertise in radiation therapy treatment planning, operating radiation equipment and radioactive sources commonly employed, and measuring and generating radiation dose distributions and calculations 

under direction of Radiation Therapy Physicist and/or Radiation Oncologist. Experience and EducationBachelor's degree in physical or biological science, certification as a Medical Dosimetrist (CMD) by the Medical Dosimetry Certification Board 

(MDCB) with a minimum of five (5) years clinical experience as a Medical Dosimetrist.Job DutiesPerforms treatment planning for adaptive or advanced 2D, 3D, IMRT, VMAT and SBRT cases. Consults with physicians to explain and review details, 

then finalize plan as agreed upon.Shares knowledge and expertise with less experienced Medical Dosimetrists I or II on treatment planning of their assigned cases. Provides technical assistance to medical physicists, radiation therapists and 

physicians regarding implementation of treatment plans which they have created.As assigned by Chief Dosimetrist in conjunction with Director of Treatment Planning, may serve as a "superuser" of a particular system or technique and train 

other dosimetrists on its use.Follows and participates in development of dosimetry team's policies, procedures and quality assurance methods. May draft treatment planning procedures or workflows and work with team leadership to 

disseminate as appropriate.Creates and maintains objective templates in treatment planning systems based on requirements from Disease Oriented Teams.Teaches applied aspects of medical dosimetry to students, medical residents and 

physics residents.May be involved in clinical research or development and implementation of new techniques under the supervision of the Director of Treatment Planning Keeps current on new treatment planning techniques, devices, and 

methods. Follows clinical protocols as described in protocol guidelines and submit data (when required) iin a timely manner.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for 

patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned. Knowledge, Skills & AbilitiesKnowledge of all aspects of radiation therapy including patient setups, treatment devices, machine 

limitations and treatment planning.Knowledge of computers and office equipment.Ability to ensure adherence to all policies and procedures of the University, such as Human Resources policies and guidelines, accounting regulations, and 

internal control policies. Ability to coordinate and work independently.Ability to work with confidential information on a daily basis.Skill in providing positive internal customer service environment.Excellent organizational skill.Working 

ConditionsWorking conditions are considered fair, but involve more than average exposure to one or more disagreeable elements including radiation. Work is performed in well lit and temperature controlled environment with specialized 

safety precautions used to reduce exposure to radiation. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance 

with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; 

and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL EQUIPMENT COORD 2004 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5H1A

Aux Supp Svcs-Logistics 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under supervision and reports to 

the Logistics Manager. Plans, schedules, and manages the efficient movement of material from receiving or the warehouse to production. Experience and EducationHigh school diploma required. Bachelor's degree preferred.Minimum of 1 to 3 

years' experience in a hospital or multi-hospital system supply chain management, with a strong background in a clinical setting. Job DutiesUtilize asset management systems effectively to facilitate achievement of performance objectives, as 

well as reporting lost and missing assets. Coordinating reporting with accounting when necessary. Assist in the daily coordination of workflow between nursing and support service.Assist in maintaining asset database, including acquisitions, 

maintenance management, service calls, transfers, and valuations of all equipment.Evaluation of assets and equipment to assist in developing, monitoring, and maintaining PAR level standards for items needed.Assist clinical and support staff 

with locations of current items and location of missing items.Assist Bio-Med in reports for routine maintenance, repair, and installation of new and existing equipment.Assist with data collection and analysis, facilitating resolution of issues 

between all systems and parties - Asset Management, Accounting and Decision Support.Performs other just duties as assigned.Knowledge, Skills & AbilitiesWork requires good general health and stress coping ability. Work requires the ability 

to speak and hear, to allow discussions with peers. Work requires near vision acuity for accurate reading. Work requires being able to lift boxes of supplies and be able to place them on shelves and/or carts. Work requires knowledge of asset 

management. Working ConditionsWork is performed primarily in a warehouse and office setting.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources 

Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, 

or veteran status.

MEDICAL EQUIPMENT PLANNER 5391 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H16 Prof Services-Other PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCE:Bachelor's degree in related field, and two (2) years' experience in facilities planning or project management with at least one (1) year experience using Attainia, Nuvolo, and REVIT systems.Job Duties: 

Plans, manages, and maintains medical equipment data for the health system.Responsible for providing medical equipment planning for assigned projects via medical equipment planning team. Includes new facilities, renovation projects, and 

operations.Assists with equipment inventories, creating preliminary equipment list in Attainia and making updated edits as required.Assist with audits and assessment of existing medical equipment.Manages the input of medical equipment 

into Attainia database and clinical asset management records in Nuvolo.Coordinates with clinical end users, design, planning, and construction to verify medical equipment accuracy. Ability to read and interpret architectural drawings. Works in 

Attainia planning database to maintain medical equipment lists and run reports. Prepare presentation packages for user group meetings. Document and complete meeting minutes for distribution. Research equipment specifications in 

accordance with NFPA, state, and local guidelines.Update equipment lists based on physician and department input. Assist in assembling Architecturally Significant Equipment (ASE) cut sheet book. Assist with the various tasks associated with 

the procurement management process for projects. Provide and maintain professional customer interface and client/vendor relations. Other duties as assigned by project management team. KNOWLEDGE, SKILLS, & ABILITIESStrong oral and 

written communication skills. Possess strong organization and multitasking skills. Strong research skills. Computer proficiency required including spreadsheets and database. Advanced proficiency in Microsoft Word, Excel, PowerPoint, and 

Outlook. Must be detailed oriented and work well with others.Strong knowledge of hospital/clinic department function.Strong knowledge in various types of medical equipment and devices. Understanding of basic construction 

terminology.Attainia planning software experience preferred or comparable system. Basic knowledge of architectural blueprints and schematic designs.Basic understanding of medical equipment installation including mechanical, electrical, and 

plumbing.Adept understanding of medical equipment logistics and scheduling.Ability to work effectively both independently and as part of a team.Knowledge of file management, transcription, and other administrative procedures.Ability to 

work on tight deadlines.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MEDICAL GAS TECHNICIAN U5392 T12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 5H2 Aux Supp Services-Mats SKILL HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryThe primary goal of the individual in this 

role is to effectively manage and distribute different types of medical gases across the hospital and clinic locations based upon direction from Logistics Supervisor. Using knowledge of safety requirements and healthcare regulatory 

requirements in regards to proper handling, use, and storage of cylinders. MINIMUM QUALIFICATIONSHigh School Diploma or GED required.Associates degree preferred or3-4 Years of warehousing experience.ESSENTIAL FUNCTIONSJob Duties: 

Performs medical gas inventory for manifold racks in main medical storage roomsEnsure surgical areas are supplied with proper specialty gas cylinders.Replenishes Oxygen tanks to equipment rooms for hospitals and clinics. Assists with 

unloading gas cylinders from delivery truck. Checks for cylinder quantities, product, and/or assist with inventory.Maintains a clean work area to ensure compliance and safety regulations.Performs all work in accordance with established safety 

procedures. Reports necessary regulatory or compliance related concerns to direct supervisor.Completes time sensitive gas cylinders deliveries as needed.Completes both routine and non-routine daily and weekly assignments.Inspect gas 

cylinders for damage or deformity. Performs gas cylinder maintenance and conducts safety checks as needed.Safely operates warehouse material-handling equipment.Special projects and performs other duties as assigned.KNOWLEDGE, SKILLS, 

& ABILITIESMust be able to push/pull up to 50lbsMust be able to lift up to 20lbsAbility to stand/walk up to 8 hours.Ability to be self-motivated with excellent organizational and time management skillsAbility to work in different areas as 

neededKnowledge or ability to learn computer software systems.Must be able to work in a fast paced environment. Basic math skills.Ability to read, write and speak English effectively Knowledge of handling gas cylinders preferred.WORKING 

CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning, stooping, pushing and lifting. Any qualifications to be considered as equivalents in lieu of stated minimum require prior 

approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MEDICAL GRAPHICS TECHNICIAN I 8530 11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 5D Technicians-Interviewer TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or vocational school plus equivalent training in technical school or institute and one (1) year simple drafting or graphic arts experience.    Job Duties  Prepares layouts of data in form of charts, graphs, and tables, finished line copy 

for photography in form of charts, tables, work diagrams, and scientific formulas from which 35 mm slides and prints are made, and statistical tables from experimental data.     Designs and executes simple medical and academic posters for 

display in Health Science Center and hospital corridors and bulletin boards.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MEDICAL GRAPHICS TECHNICIAN II 8529 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3H9

Prof Services-Comm & 

Mkting Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Two (2) years 

college and three (3) years related experience.      Job Duties  Prepares variety of moderately complex artwork, such as medical diagrams, cell painting, cartoons, charts, graphs, and tables.       Renders art work in pen and ink and in color for 

photographic reproduction.       Prepares less complex exhibit material.        Checks inventory of art supplies used by Medical Graphics Technicians.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL GRAPHICS TECHNICIAN III 8528 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5D Technicians-Interviewer TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

fine arts, commercial art, design, photography, or other relevant field and three years full-time graphic or commercial art experience, including one year experience as Medical Graphics Technician II or equivalent, including at least six months 

training on computer graphics equipment.  Job Duties  Performs variety of simple to complex artwork involved in production of audiovisual instruction media, such as charts, graphs, tables, statistical copy, schematic and technics illustrations, 

and text slides using computer graphics equipment as production tool.    Sets up camera equipment or laser printer to output work.        Calibrates equipment as necessary.        Consults with clients concerning production requests.        May 

provide working supervision to Medical Graphics Technicians of lower grade as project leader.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

MEDICAL GRAPHICS TECHNICIAN IV 8527 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H9

Prof Services-Comm & 

Mkting Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

fine arts, commercial art design, or other related field and five (5) years full-time graphic or commercial art experience, including at least one (1) year experience as Medical Graphics Technician III or equivalent.   Job Duties  Prepares medical 

diagram charts, line and bar graphs, scatter plots, and other cartographic materials for wide range of projects.      Performs creative graphic design, including three-dimensional displays, for use in lectures, professional meetings, and 

publication. Designs and/or selects typefaces, lay outs, and paste up printed materials for photo-mechanics reproductions.     Consults with faculty and staff members to assess their needs and evaluate effectiveness of each visual presentation.       

Keeps abreast of current graphic art developments to meet instructional and research needs.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MEDICAL ILLUSTRATOR 8515 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H9

Prof Services-Comm & 

Mkting Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Medical Illustration from undergraduate school accredited by Association of Medical Illustrators and three (3) years full-time, related experience. May be considered for appointment in training status at appropriate compensation rate.   Job 

Duties  Performs complex medical/scientific illustration work in preparation of technically correct drawings, diagrams, and models to illustrate medical and surgical findings and procedures for use in exhibits, publications, research, and 

teaching projects, utilizing carbon dust, pen and ink, water color, or other illustrative media.   Renders illustrations for medical papers, books, and publications from own observations and ideas or from rough draft sketches and storyboards 

provided by clients.      Produces biomedical graphics in variety of techniques and media for publication, projection, and exhibition.       Works with faculty members and personnel of organizational units in planning, producing, and 

implementing instructional materials.       Evaluates and recommends new methods, materials, and equipment for use in medical illustration. Coordinates work of employees of other sections within Medical Illustration Services on assigned 

projects.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MEDICAL OFFICE ASSISTANT 1979 C03 $27,725.00 $38,690.00 $49,655.00 $2,310.42 $3,224.17 $4,137.92 $106.63 $148.81 $190.98 $13.33 $18.60 $23.87 N 5E4 Medical Technician-MOA CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent, certified in cardiopulmonary resuscitation (CPR) or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) by first day of employment is required.Completion of 

Medical Assistant training in an approved program, or one (1) year experience patient care in a physician office practice. Will accept completion of EMT or Paramedic Training Program.Job DutiesPerforms procedures such as visual acuity, eye 

muscle balance, developmental and/or musculoskeletal screening. Draws blood specimens from patients and performs related clinical duties.Escorts or transports patients to exam or treatment rooms.Assists in care of patients by preparing 

exam rooms for patient care, facilitating use of diagnostic equipment, and ensuring availability of needed patient information, such as reports of diagnostic exams and medical records.Takes, records, and reports patient vital signs using 

medical equipment.Inspects equipment and facilities visually and physically to ensure patient safety and proper functioning of all equipment.Serves as preceptor and resource for newly-hired medical assistants by actively participating in their 

integration and assimilation into the department.May provide occasional working supervision to non-licensed medical and/or clerical office support personnel.Functions as a clinic safety officer, verifying each employee's knowledge of fire 

safety and the evacuation plan for the work area. Responds to patient questions regarding their accounts, billing, and insurance.Documents patients care interventions and education in medical records.Performs variety of 

administrative/clerical duties, such as receiving and scheduling patient appointments, distributing mail, and preparing reports and correspondence. Ensures appropriate patient consent and authorization forms are obtained for research and/or 

medical treatment.Maintains current customer service, clinical, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures. Maintains 

adequate stock of supplies as required for work area.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects 

research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL OFFICE ASSISTANT U1979 C03 $27,725.00 $38,690.00 $49,655.00 $2,310.42 $3,224.17 $4,137.92 $106.63 $148.81 $190.98 $13.33 $18.60 $23.87 N 5E4 Medical Technician-MOA CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationWithout certification one 

(1) year experience patient care in a physician office practice or hospital setting required.High School diploma or equivalent, certified in cardiopulmonary resuscitation (CPR) or Basic Life Support (BLS) certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC) by first day of employment is required. Completion of Medical Assistant training in an approved program, or one (1) year experience patient care in a physician office practice or 

completion of EMT or Paramedic Training Program.Certified in cardiopulmonary resuscitation (CPR), and completion of Medical Assistant training in an approved program. Will accept completion of EMT or Paramedic Training Program.Job 

DutiesPerforms procedures such as visual acuity, eye muscle balance, developmental and/or musculoskeletal screening. Draws blood specimens from patients and performs related clinical duties.Escorts or transports patients to exam or 

treatment rooms.Assists in care of patients by preparing exam rooms for patient care, facilitating use of diagnostic equipment, and ensuring availability of needed patient information, such as reports of diagnostic exams and medical 

records.Takes, records, and reports patient vital signs using medical equipment.Inspects equipment and facilities visually and physically to ensure patient safety and proper functioning of all equipment.Serves as preceptor and resource for 

newly-hired medical assistants by actively participating in their integration and assimilation into the department.May provide occasional working supervision to non-licensed medical and/or clerical office support personnel.Functions as a clinic 

safety officer, verifying each employee's knowledge of fire safety and the evacuation plan for the work area.Responds to patient questions regarding their accounts, billing, and insurance.Documents patients care interventions and education in 

medical records.Performs variety of administrative/clerical duties, such as receiving and scheduling patient appointments, distributing mail, and preparing reports and correspondence. Ensures appropriate patient consent and authorization 

forms are obtained for research and/or medical treatment.Maintains current customer service, clinical, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with 

departmental policies and procedures. Maintains adequate stock of supplies as required for work area. Performs other duties as assigned **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MEDICAL OFFICE ASSISTANT COORDINATOR 1982 N 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5E4A

Medical Technician-MOA 

Coord CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduate, or 

GED, five (5) years experience as a medical assistant/patient care technician in a hospital or clinic setting, and successful completion of UT Southwestern supervisory training course within twelve (12) months of employment required; OR 

Associates degree in related field and 3 years experience as a Lead MOA preferred. Current MOA Certification required, through one of the following organizations: American Association of Medical Assistants, American Medical Technologists 

Association, National Association for Health Professionals, the National Center for Competency Testing, the National Health Career Association, or American Allied Health. Job DutiesAssists nursing manager/supervisor with oversight of daily 

work assignments and productivity of a group of Medical Office Assistants (MOA's) within one or more clinics/patient areas.Working Supervision Given: Coordinates staff schedules to ensure support of clinic operations. Works closely with 

nursing manager/supervisor and HR regarding recruiting, hiring staff, and disciplinary actions for clinic employees.Assists nursing manager/supervisor to ensure adequate training and supervision of MOA staff; gives timely feedback regarding 

issues with employee performance.Oversees MOA staff development, such as continuing education, orientation, and cross-training; gives input to nursing supervisor and/or physicians regarding employee performance evaluations. Manages 

vacation, sick leave, and time clock edits/approvals for MOA staff.Addresses employee satisfaction data as appropriate.Operations: Monitors clinc workflow and ensures adherence to policies and procedures; recommends and/or implements 

changes as necessary to maintain efficient clinic.Ensures integrity and availability of patient information by staff; maintains patient confidentiality in accordance with university and department policy.Functions as liaison with other 

departments, offices, and divisions regarding MOA clinic functions as needed.Inspects equipment and facilities visually and physically to ensure patient safety and proper functioning. Maintains adequate stock of supplies as required for work 

area. Performs MOA job duties as necessary. May function as clinic safety officer, verifying each employee's knowledge of fire safety and the evacuation plan for the work area as directed. POCT designee to train and recertify users. Duties 

performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing 

or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL OFFICE ASSISTANT COORDINATOR U1982 N T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5F4 Medical Technician-MOA CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduate, or 

GED, five (5) years experience as a medical assistant/patient care technician in a hospital or clinic setting, and successful completion of UT Southwestern supervisory training course within twelve (12) months of employment required; OR 

Associates degree in related field and 3 years experience as a Lead MOA preferred. Current MOA Certification required, through one of the following organizations: American Association of Medical Assistants, American Medical Technologists 

Association, National Association for Health Professionals, the National Center for Competency Testing, the National Health Career Association, or American Allied Health. Job DutiesAssists nursing manager/supervisor with oversight of daily 

work assignments and productivity of a group of Medical Office Assistants (MOA's) within one or more clinics/patient areas.Working Supervision Given: Coordinates staff schedules to ensure support of clinic operations. Works closely with 

nursing manager/supervisor and HR regarding recruiting, hiring staff, and disciplinary actions for clinic employees.Assists nursing manager/supervisor to ensure adequate training and supervision of MOA staff; gives timely feedback regarding 

issues with employee performance.Oversees MOA staff development, such as continuing education, orientation, and cross-training; gives input to nursing supervisor and/or physicians regarding employee performance evaluations. Manages 

vacation, sick leave, and time clock edits/approvals for MOA staff.Addresses employee satisfaction data as appropriate.Operations: Monitors clinc workflow and ensures adherence to policies and procedures; recommends and/or implements 

changes as necessary to maintain efficient clinic.Ensures integrity and availability of patient information by staff; maintains patient confidentiality in accordance with university and department policy.Functions as liaison with other 

departments, offices, and divisions regarding MOA clinic functions as needed.Inspects equipment and facilities visually and physically to ensure patient safety and proper functioning. Maintains adequate stock of supplies as required for work 

area. Performs MOA job duties as necessary. May function as clinic safety officer, verifying each employee's knowledge of fire safety and the evacuation plan for the work area as directed. POCT designee to train and recertify users. Duties 

performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing 

or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL OFFICE ASSISTANT RESIDENT 2030 Y C02 $26,097.00 $35,769.00 $45,441.00 $2,174.75 $2,980.75 $3,786.75 $100.37 $137.57 $174.77 $12.55 $17.20 $21.85 N 8D Doctoral Residents CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Medical Office Assistant 

Apprenticeship is a program designed to train individuals who want to begin a career in patient care as a Medical Office Assistant. This position includes a combination of classroom instruction and on-the-job clinical shift training to prepare the 

apprentice for the new role as a Certified Medical Office Assistant. Upon successful completion of the program the apprentice will have the opportunity to transition to a full time position within one of the clinical departments working under 

general supervision of physician and/or nurse to provide clinical support to physicians and nurses in delivery of patient clinical care and administrative support. Experience and EducationHigh school diploma or equivalent. Must be 18 years of 

age.Job DutiesAll of the following functions are to be performed under the supervision of a preceptor, an experienced medical office assistant or nurse until competency is validated:Completes all mandatory training, courses and skills 

validation. Demonstrates competencies in skills outlined in curriculum. Demonstrates competencies in psychomotor skills outlined in curriculum. Takes, records, and reports patient vital signs using medical equipment; performs procedures of 

low complexity such as visual acuity, development and/or musculoskeletal screening.Escorts or transports patients to exam rooms or treatment rooms.Documents patient data into medical record, may record historical patient information 

into medical record.Assists in care of patients by preparing exam rooms for patient care, facilitating use of diagnostic equipment, and ensuring availability of needed patient information, such as reports of diagnostic exams and medical 

records.Responds to patient questions regarding their care, seeking assistance from the nurse or physician as appropriate. Performs variety of administrative/clerical duties, such as receiving and scheduling patient appointments, distributing 

mail, and preparing reports and correspondence as directed.Inspects equipment and facilities visually and physically to ensure patient safety and proper functioning, performs appropriate quality controls per policy.Ensures appropriate patient 

consent and authorization forms are obtained for research and/or medical treatment.Maintains current customer service, clinical, and technical skills by attending training programs and annual competency skills lab and ensure compliance 

with departmental policies and procedures.Maintains adequate stock of supplies as required for work area.Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly 

interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good interpersonal skills and verbal and written communication skills.Work requires contact with physicians, 

residents, fellows, allied health personnel, and other medical and non-medical office personnel to coordinate necessary information and to provide optimal level of patient care.Work requires telephone skills when in contact with patients, 

referring physicians, and pharmaceutical representatives outside of university, vendors, and third-party payees.Work requires ability to stand for long periods of time and lift, push, and/or pull up to 50 lbsWork requires ability to read, write, 

and perform mathematical calculations.Work requires ability to make occasional minor decisions. Working ConditionsWork is performed primarily in clinical setting where incumbent may be exposed to body fluids and infectious diseases.

MEDICAL OFFICE TECHNICIAN 2038 C01 $24,615.00 $33,541.00 $42,467.00 $2,051.25 $2,795.08 $3,538.92 $94.67 $129.00 $163.33 $11.83 $16.13 $20.42 N 5E4 Medical Technician-MOA CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under direct supervision of 

physician and/or nurse to provide clinical support to physicians and nurses in delivery of patient clinical care and administrative support. Experience and EducationHigh School diploma or equivalent. Must be able to read, write and 

communicate in English and have a working knowledge of basic computer software skills. Patient care experience, familiarity with medical terminology and/or certification in cardiopulmonary resuscitation (CPR) or Basic Life Support (BLS) 

certification preferred. Job DutiesUnder direct supervision of a physician and/or nurse will provide the following duties within the positions scope of service.Takes, records, and reports patient vital signs using medical equipment. Escorts or 

transports patients to exam or treatment rooms, or other areas as directed. Document completion of patient care tasks in the electronic medical record. Assist in care of patients by preparing exam rooms for patient care and ensuring 

availability of needed patient information, such as reports of diagnostic exams and medical records. Performs variety of administrative/clerical duties, such as receiving, distributing mail, and preparing reports and correspondence. Ensures 

appropriate patient consent and authorization forms are obtained for research and/or medical treatment, within the position's scope of service. Maintain current customer service, clinical, and technical skills by attending training programs 

and seminars to continue level of competency and ensure compliance with departmental policies and procedures. Maintains adequate stock of supplies as required for work area. Duties performed may include one or more of the following 

core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including 

patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good interpersonal skills and 

verbal and written communication skills.Work requires contact with physicians, residents, fellows, allied health personnel, and other medical and non-medical office personnel to coordinate necessary information and to provide optimal level 

of patient care.Work requires telephone skills when in contact with patients, referring physicians, and pharmaceutical representatives outside of university, vendors, and third-party payees.Work requires ability to stand for long periods of time 

and lift, push, and/or pull up to 50 lbsWork requires ability to read, write, and perform simple mathematical calculations.Working ConditionsWork is performed primarily in clinical setting where incumbent may be exposed to body fluids and 

infectious diseases.

MEDICAL PHOTOGRAPHER 8817 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H9

Prof Services-Comm & 

Mkting Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryPerforms highly skilled work with 

limited supervision for general, medical, and scientific photography in support of clinical, surgical, education, and research functions.Experience and EducationHigh School graduation and four (4) years photography experience. Job 

DutiesPhotographs sensitive and confidential medical/surgical subjects using specific technical knowledge. Skilled in advanced digital imaging techniques with imaging software and a thorough understanding of the institution's ethical and legal 

guidelines concerning medical and research photography. Works relatively independently and effectively operates digital single lens reflex (DSLR) and video cameras, printers, studio and off-camera flashes, exposure meters, and other related 

apparatus. Selects the proper camera settings for moderately complex medical/scientific photography and other assignments to independently complete work assigned. Responsible for photographic manipulations, methods, and techniques 

used in the production of photographic materials and processing of digital media and photographic prints. Demonstrates considerable knowledge and skill in file correction and color management.Takes photographs of individuals, groups, 

events, objects, and other subjects. Maintains catalog of digital assets, assigns appropriate metadata and keywords. Maintains photographic and studio equipment and accessories. Prepares digital media for publication, including press printing 

and web use. Mounts or mats photographs. Assists Photographer or Photography Supervisor on multiple camera assignments, on and off campus, as needed. Assists in inventorying photographic and related equipment. Provides quality 

control of all completed work to assure high quality and to ensure that institutional standards are met.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly 

interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires proficiency in the use of digital single lens reflex (DSLR) and video cameras, printers, studio and off-camera 

flashes.Work requires proficiency in the use of Adobe Creative Suite (Photoshop, Bridge) and Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) applications. Work requires good knowledge of lenses and their application to variety of 

problems.Work requires exacting accuracy in all phases of work performed.Work requires exercise of limited judgment in application of practices and procedures to work problems. Work requires making decisions that normally relate to 

internal situations where the work is largely routine and involves minor problems.Work requires contact with others outside work-unit in advising photographic techniques to be employed and in preparing for and executing work 

assignments.Work requires ability to perform under general supervision of medical photographer of higher grade.Work requires ability to follow established practices and procedures in the performance of majority of assigned duties. Working 

ConditionsWorks indoors. Working conditions involve moderate exposure to chemicals and photographic solutions.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

Medical Scribe 1980 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5G12 Clin Supp Svcs-Med Scribes ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

diploma. 1 year of experience working with medical terminology in a medical environment. Job Duties  1. Records details of history of present illness, review of systems, past medical history, social history, family medical history, disease risk 

factors, medications and allergies.2. Record details of physical exam, including pertinent positives and negatives, noted abnormalities and patient general condition.3. Submit orders as desired by medical provider and check constantly for 

results of those orders.4. Troubleshoot for causes and solutions of any orders that are not completed in a timely fashion or if results are incomplete.5. Coordinates tests, orders, and results to ensure all health information is recorded 

accurately and is ready for access by the medical provider.6. Lists all proper diagnoses as well as any discharge/follow-up instructions and prescriptions as dictated by the physician or medical provider.7. Assist in disposition of patient, whether 

discharged or admitted including discharge instructions, admission orders and prescription forms.8. Ensures provider closes encounters and accepts transcription.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL TECHNICIAN 1612 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5G9 Clin Supp Svcs-Gen Med Tech ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

with major course work in basic science or ASCP certification as Medical Laboratory Technician and no experience required.    Job Duties  Conducts basic and routine laboratory work in varied areas of chemistry, biology, physics, and other 

biomedical or related scientific fields.      Constructs, assembles, operates, and maintains laboratory apparatus and equipment.       Records and evaluates data in accordance with prescribed methods.        Prepares specimens for quantitative 

and qualitative analysis; identifies and labels all specimens to be retained.       Maintains cleanliness in work area.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL TECHNICIAN U1612 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5G9 Clin Supp Svcs-Gen Med Tech ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  No experience 

necessary, although previous experience in a particular area  is a plus.Associate degree in Medical Technology from an AMA approved school.MLT certification required (ASCP or equivalent) Job Duties  1.Applies knowledge and skills to perform 

a wide variety of routine and designated laboratory tests for which competency has been established. Can do waived and moderate complexity testing. Exercises professional judgment in determining the acceptability of results prior to release 

to the patient records.  Seeks guidance on resolution of instrument, method or specimen problems from Professional Medical Technologists, Leads or supervisory staff as needed.2.Performs routine QC and QA tasks according to established 

protocol, resolves routine problems and refers unresolved or complex problems to designated Professional Medical Technologist for further evaluation then executes corrective action as directed. Support Quality Management initiative 

according to UTSW and Clinical Laboratory Services Quality Programs . Ensures review of all daily, weekly and monthly records and data including quality control, temperature monitors, batch logs, recollects, and turn-around-time.3. Operates, 

maintains and troubleshoots complex instruments.  Maintains laboratory records and computer files. Operates LIS computer terminals and printers.4.Upon supervisor¿s designation, may act as group leader to less experienced staff on 

weekends and holidays to ensure lab service meets patient care needs.5. Manages infectious specimens, radioactive material, hazardous chemicals and potentially dangerous instruments in accordance with hospital policies, in order to 

maintain a safe work environment.6. A. Participates in work of department as may be required by workload.                                                                B.  There will be changes to their job duties  as required.7. Demonstrates financial accountability 

through accurate documentation of workload and efficient use of reagents and supplies.8. Continuously strengthens knowledge of clinical laboratory principles and techniques through participation in continuing education programs.9. Assists 

in specimen processing as needed and shows competency in accurately receiving, centrifuging, aliquoting, and transporting specimens for testing.  Ensures add-on specimens are pulled from storage and tested accordingly and within TAT.10. 

Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, 

releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL TECHNOLOGIST 1609 C06 $46,768.00 $68,180.00 $88,033.00 $3,897.33 $5,681.67 $7,336.08 $179.88 $262.23 $338.59 $22.48 $32.78 $42.32 N 3B15 Prof Technologist-Gen Med ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

medical technology or related field, certification as Medical Technologist by approved accrediting agency, and no experience required.    Job Duties  Cultivates, isolates, and identifies bacteria, viruses, parasites, and other microorganisms; 

determines antibiotic sensitivety patterns.      Performs chemical and physical analysis of blood, urine, and other body fluids for use in diagnostic and evaluation of kidney, liver, and other organic functions.      Performs hematological 

examinations and procedures, such as blood cell and platelet counts and coagulation tests, and/or immunological procedures, such as tests for blood group determinations, hepatitis, syphilis, etc.     Assists in evaluation and implementation of 

new or revised laboratory procedures and techniques.       Performs all required quality control procedures to ensure validity of test results.       Maintains laboratory equipment and instrumentation; performs troubleshooting procedures as 

needed.       Instructs medical students, graduate students, and/or laboratory personnel of lower grade in established clinical laboratory techniques as required.      May provide working supervision to small number of laboratory personnel of 

lower grade.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL TECHNOLOGIST U5517 C06 $46,768.00 $68,180.00 $88,033.00 $3,897.33 $5,681.67 $7,336.08 $179.88 $262.23 $338.59 $22.48 $32.78 $42.32 N 3B15 Prof Technologist-Gen Med ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  -  Bachelor's degree 

in medical technology or related field-  No experience required-  Certification as Medical Technologist by approved accrediting agency. New graduates can be hired without the certification , but will be given the opportunity to earn it within six 

months of hire date. Job Duties  1. Job knowledge.  Accurately performs testing according to and without deviation from established laboratory policies and procedures.  Recognizes deviation from expected results; evaluates results for 

discrepancies and feasibility, utilizing instrument and LIS flags, analyzes and corrects problems according to procedure.  Recognizes critical results and correctly documents notification of critical results to appropriate personnel.2. Quality 

Orientation. Performs all quality control procedures to ensure validity of test results.  Evaluates, documents, and troubleshoots quality control according to lab protocols.  Takes appropriate corrective action when errors are detected or 

specimen rejection / recollection is required.  Ensures patient specimen stability and proper sample processing.  Treat all proficiency test samples according to CAP guidelines and laboratory expectations.3. Instrumentation.  Performs 

instrument startup and shutdown.  Perform and document all maintenance procedures and calibrations, as needed.  Evaluates function checks and calibration results.  Performs corrective action when necessary.4.  ProductivityEnsures smooth 

workflow in all areas of the laboratory.  Exhibits efficient use of time and resources.  Meets expectations for TAT and pending list review.  Coordinates daily tasks to achieve maximum productivity and efficiency during the assigned shift5.  

AttendanceReports for work on the assigned days at the assigned times.6.  Performs special projects such as evaluation of new reagents, procedures, tests, or other duties as assigned.7.  Achieves a minimum of 10 continuing education hours 

annually.  Continuously seeks knowledge in and outside of functional area.8.  Actively participates in Performance Improvement Activities.  Serves on committees and task forces.  Orientates and instructs students and laboratory personnel in 

established clinical laboratory techniques, as required.9.  Performs other duties as assigned. There will be changes to job duties as required.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

MEDICAL TECHNOLOGIST - MICROBIOLOGY U5526 C07 $49,821.00 $77,427.00 $105,033.00 $4,151.75 $6,452.25 $8,752.75 $191.62 $297.80 $403.97 $23.95 $37.22 $50.50 N 3B15 Prof Technologist-Gen Med ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide technical skills for performance of basic to complex laboratory procedures.Experience and EducationBachelor's degree in medical technology or related field. Certification as Medical Technologist by approved accrediting agency. New 

graduates can be hired without the certification, but will be given the opportunity to earn it within six months of hire date.Job DutiesJob knowledge. Accurately performs a variety of microbiological procedures for the cultivation, isolation and 

identification of microorganisms in blood, respiratory sources, skin scrapings, exudates, body fluids and surgical specimens, Conducts routine and specialized microbiological procedures including bacteriology, virology, fungal, mycobacteriology 

and parasitology assays. Conducts rapid molecular and serological testing. Recognizes deviation from expected results; evaluates results for discrepancies and feasibility, utilizing instrument and LIS flags, analyzes and corrects problems 

according to procedure. Recognizes critical results and correctly documents notification of critical results to appropriate personnel.Quality Orientation. Performs all quality control procedures to ensure validity of test results. Evaluates, 

documents, and troubleshoots quality control according to lab protocols. Takes appropriate corrective action when errors are detected or specimen rejection / recollection is required. Ensures patient specimen stability and proper sample 

processing. Inventory check of reagents as required. Treat all proficiency test samples according to CAP guidelines and laboratory expectations.Instrumentation. Performs instrument startup and shutdown. Perform and document all 

maintenance procedures and calibrations, as needed. Evaluates function checks and calibration results. Performs corrective action when necessary.Productivity: Ensures smooth workflow in all areas of the laboratory. Exhibits efficient use of 

time and resources. Meets expectations for TAT and pending list review. Coordinates daily tasks to achieve maximum productivity and efficiency during the assigned shiftAttendance: Reports for work on the assigned days at the assigned 

times.Performs special projects such as evaluation of new reagents, procedures, tests, or other duties as assigned.Achieves a minimum of 10 continuing education hours annually. Continuously seeks knowledge in and outside of functional 

area.Actively participates in Performance Improvement Activities. Serves on committees and task forces. Orientates and instructs students and laboratory personnel in established clinical laboratory techniques, as required.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires internal contact with physicians from other departments regarding tissue samples.Work requires external contact with vendors regarding approved equipment problems.Work 

requires exercise of considerable judgment in application, evaluation, and implementation of new or revised procedures, techniques, and practices to work problems.Working ConditionsWork is performed primarily in laboratory area with 

exposure to one or more disagreeable elements, such as bodily fluids, infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.



MEDICAL TECHNOLOGIST - TRANSFUSION SERVICES U5525 C07 $49,821.00 $77,427.00 $105,033.00 $4,151.75 $6,452.25 $8,752.75 $191.62 $297.80 $403.97 $23.95 $37.22 $50.50 N 3B15 Prof Technologist-Gen Med ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide technical skills for performance of basic to complex laboratory procedures.Experience and EducationBachelor's degree in medical technology or related field. Previous Transfusion Services experience is a preferred.Certification as 

Medical Technologist (Medical Laboratory Scientist (MLS), BB (ASCP) or SBB (ASCP). New graduates can be hired without the certification, but will be given the opportunity to earn it within six months of hire date.Job DutiesJob knowledge. 

Accurately performs testing, which includes accessioning and registering patient's specimen for transfusion services testing and products. Can perform blood group, Rh type (ABO/Rh), cross-match and antibody identification based on the 

Transfusion Services policies and procedures. Prepares and labels components based on the standard operating procedure, Issues blood products by performing all required cross-reference check. Recognizes deviation from expected results; 

evaluates results for discrepancies and feasibility, utilizing instrument and LIS flags, analyzes and corrects problems according to procedure. Recognizes critical results and correctly documents notification of critical results to appropriate 

personnel.Quality Orientation. Performs all quality control procedures to ensure validity of test results. Evaluates, documents, and troubleshoots quality control according to lab protocols. Takes appropriate corrective action when errors are 

detected or specimen rejection / recollection is required. Ensures patient specimen stability and proper sample processing. Inventory check of reagents as required. Treat all proficiency test samples according to CAP guidelines and laboratory 

expectations.Instrumentation. Performs instrument startup and shutdown. Perform and document all maintenance procedures and calibrations, as needed. Evaluates function checks and calibration results. Performs corrective action when 

necessary.Productivity. Ensures smooth workflow in all areas of the laboratory. Exhibits efficient use of time and resources. Meets expectations for TAT and pending list review. Coordinates daily tasks to achieve maximum productivity and 

efficiency during the assigned shiftAttendance. Reports for work on the assigned days at the assigned times.Performs special projects such as evaluation of new reagents, procedures, tests, or other duties as assigned.Achieves a minimum of 10 

continuing education hours annually. Continuously seeks knowledge in and outside of functional area.Actively participates in Performance Improvement Activities. Serves on committees and task forces. Orientates and instructs students and 

laboratory personnel in established clinical laboratory techniques, as required.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires internal contact with physicians from other departments regarding blood and blood 

products.Work requires external contact with vendors regarding approved equipment problems.Work requires exercise of considerable judgment in application, evaluation, and implementation of new or revised procedures, techniques, and 

practices to work problems.Working ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily fluids, infectious agents, odors, chemicals, contagious diseases, etc.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression,age, disability, genetic information, citizenship status, or veteran status.

MEDICAL TECHNOLOGIST LEAD U5434 C07 $49,821.00 $77,427.00 $105,033.00 $4,151.75 $6,452.25 $8,752.75 $191.62 $297.80 $403.97 $23.95 $37.22 $50.50 N 3B15 Prof Technologist-Gen Med ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks collaboratively with team 

members to facilitate tasks, priorities, goals and achievement are coordinated with the management team. Experience and EducationBachelor's degree in medical technology or related field. Minimum 3 years' experience.Certification as 

Medical Technologist by approved accrediting agency a requirement.Job DutiesJob knowledge. Accurately performs testing according to and without deviation from established laboratory policies and procedures. Recognizes deviation from 

expected results; evaluates results for discrepancies and feasibility, utilizing instrument and LIS flags, analyzes and corrects problems according to procedure. Recognizes critical results and correctly documents notification of critical results to 

appropriate personnel. Exercises independent judgement within scope of testing and will perform high-level duties of significant scope and complexity under supervisor's guidance.Quality Orientation. Evaluates, documents, and troubleshoots 

quality control according to lab protocols. Performs statistical analysis on quality control and quality assurance monitors. Takes appropriate corrective action when errors are detected or specimen rejection / recollection is required. Ensures 

patient specimen stability and proper sample processing. Treat all proficiency test samples according to CAP guidelines and laboratory expectations. Instrumentation. Responsible as a primary source of information for maintaining current 

instrumentation. Troubleshoots instrumentation and equipment problems during the shift to ensure uninterrupted testing. Responsible for coordination of training in the methods and techniques of the appropriate specialty area with 

guidance of the manager/supervisor. Productivity Ensures smooth workflow in all areas of the laboratory. Exhibits efficient use of time and resources. Meets expectations for TAT and pending list review. Coordinates daily tasks to achieve 

maximum productivity and efficiency of team members during the assigned shiftAttendance Reports for work on the assigned days at the assigned times.Performs special projects such as evaluation of new reagents, procedures, tests, or other 

duties as assigned. Work collaboratively with supervisor to maintain adequate inventory and supplies for the department's operation.Achieves a minimum of 10 continuing education hours annually. Continuously seeks knowledge in and 

outside of functional area.Actively participates in Performance Improvement Activities. Serves on committees and task forces. Orientates and instructs students and laboratory personnel in established clinical laboratory techniques, as 

required.Ensures compliance with rules and regulations of regulatory accreditation agencies such as TJC, CAP, AABB and OSHA,Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires internal contact with physicians from 

other departments regarding specimens.Work requires external contact with vendors regarding approved equipment problems.Work requires exercise of considerable judgment in application, evaluation, and implementation of new or revised 

procedures, techniques, and practices to work problems.Working ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily fluids, infectious agents, odors, chemicals, 

contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT SouthwesternMedical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn more, please 

visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MEDICAL TECHNOLOGIST MICROBIOLOGY LEAD U5439 C08 $52,062.40 $78,603.20 $105,144.00 $4,338.53 $6,550.27 $8,762.00 $200.24 $302.32 $404.40 $25.03 $37.79 $50.55 N 3B15 Prof Technologist-Gen Med ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks collaboratively with team 

members in Microbiology to facilitate tasks, priorities, goals and achievements are coordinated with the management team. Experience and EducationBachelor's degree in medical technology or related field. Minimum 3 years' 

experience.Certification as Medical Technologist (Medical Laboratory Scientist (MLS) or by an approved accrediting agencyJob DutiesJob knowledge. Accurately performs a variety of microbiological procedures for the cultivation, isolation and 

identification of microorganisms in blood, respiratory sources, skin scrapings, exudates, body fluids and surgical specimens, Conducts routine and specialized microbiological procedures including bacteriology, virology, fungal, mycobacteriology 

and parasitology assays. Conducts rapid molecular and serological testing. Recognizes deviation from expected results; evaluates results for discrepancies and feasibility, utilizing instrument and LIS flags, analyzes and corrects problems 

according to procedure. Recognizes critical results and correctly documents notification of critical results to appropriate personnel. Exercises independent judgement within scope of testing and will perform high-level duties of significant scope 

and complexity under supervisor's guidance.Quality Orientation. Performs all quality control procedures to ensure validity of test results. Evaluates, documents, and troubleshoots quality control according to lab protocols. Performs statistical 

analysis on quality control and quality assurance monitors. Takes appropriate corrective action when errors are detected or specimen rejection / recollection is required. Ensures patient specimen stability and proper sample processing. 

Inventory check of reagents as required. Treat all proficiency test samples according to CAP guidelines and laboratory expectationsInstrumentation. Responsible as a primary source of information for maintaining current instrumentation in 

Microbiology. Troubleshoots instrumentation and equipment problems during the shift to ensure uninterrupted testing. Responsible for coordination of training in the methods and techniques of the appropriate specialty area with guidance of 

the manager/supervisor. Productivity Ensures smooth workflow in all areas of the laboratory. Exhibits efficient use of time and resources. Meets expectations for TAT and pending list review. Coordinates daily tasks to achieve maximum 

productivity and efficiency of team members during the assigned shiftAttendance Reports for work on the assigned days at the assigned times.Performs special projects such as evaluation of new reagents, procedures, tests, or other duties as 

assigned. Work collaboratively with supervisor to maintain adequate inventory and supplies for the department's operation.Achieves a minimum of 10 continuing education hours annually. Continuously seeks knowledge in and outside of 

functional area.Actively participates in Performance Improvement Activities. Serves on committees and task forces. Orientates and instructs students and laboratory personnel in established clinical laboratory techniques, as required.Ensures 

compliance with rules and regulations of regulatory accreditation agencies such as TJC, CAP, and OSHA,Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires internal contact with physicians from other departments 

regarding blood, exudates, transudates, body fluids and tissue specimensWork requires external contact with vendors regarding approved equipment problems.Work requires exercise of considerable judgment in application, evaluation, and 

implementation of new or revised procedures, techniques, and practices to work problems.Working ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily fluids, 

infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn more, 

please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

Medical Technologist Technical Specialist U5435 C07 $49,821.00 $77,427.00 $105,033.00 $4,151.75 $6,452.25 $8,752.75 $191.62 $297.80 $403.97 $23.95 $37.22 $50.50 N 3B15 Prof Technologist-Gen Med ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryServes as an expert working on high-

complexity testing with proficiency in system/test validation and writing technical policies and procedures.Experience and EducationBachelor's degree in medical technology or related field. Minimum 5 years' experience.Has experience in test 

/method validation and writing technical policies and proceduresCertification as Medical Technologist by approved accrediting agency a requirement.Job DutiesJob knowledge. Independently perform work of considerable complexities in order 

to achieve general results by interpretation of policy and using ingenuity, initiative and good judgment, and/or precedents to work problems having broader implications. Keep abreast of new technical developments. Assist with 

implementation of new tests, equipment, programs and/or procedures in the assigned area(s) as needed. Specialist learn new laboratory procedures and techniques and introduce them to their team. Accountable for on-going training and 

professional development of staff. Assist in developing performance standards. Performs advanced/specialized tests and other related laboratory techniques. Reruns work of others to confirm test results. Re-evaluates methodology and makes 

recommended changes to assist in test interpretation. Determines if further testing should be done on samples or if test should be repeated. Performs duties of technologist as necessitated by absence or peak workload.Quality Orientation. 

Anticipate and identify issues related to results of analysis and be able to troubleshoot through lab testing issues. Assist in the creation and revision of laboratory policies and technical procedures. Ensure compliance with Clinical Laboratory 

Services Quality assurance requirements. Adherence to state, federal rules and regulations; ensures compliance with accrediting agencies and regulatory requirements. Maintains continuing laboratory quality improvement/education program 

at institutional, local and national/international level.Instrumentation. Responsible as a primary source of information for maintaining current instrumentation. Troubleshoots instrumentation and equipment problems during the shift to 

ensure uninterrupted testing. Responsible for coordination of training in the methods and techniques of the appropriate specialty area with guidance of the manager/supervisor. Productivity; Able to work, process and analyze methods utilized 

in the laboratory and ensures goal and expectations are achieved by the department.Performs special projects such as evaluation of new reagents, procedures, tests, or other duties as assigned.Achieves a minimum of 10 continuing education 

hours annually. Continuously seeks knowledge in and outside of functional area.Actively participates in Performance Improvement Activities. Serves on committees and task forces. Orientates and instructs students and laboratory personnel in 

established clinical laboratory techniques, as required.Ensures compliance with rules and regulations of regulatory accreditation agencies such as TJC, CAP, AABB and OSHA,Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires ability to communicate well through verbal and written skillsWork requires external contact with vendors regarding approved equipment problems.Work requires exercise of considerable judgment in application, evaluation, and 

implementation of new or revised procedures, techniques, and practices to work problems.Proficiency in Microsoft Outlook, Words, Excel, Powerpoint, Microsoft TeamsWorking ConditionsWork is performed primarily in laboratory area with 

exposure to one or more disagreeable elements, such as bodily fluids, infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.UT SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community.As an 

equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.To learn more, please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MEDICAL TECHNOLOGIST TRANSFUSION SERVICES LEAD U5437 C08 $52,062.40 $78,603.20 $105,144.00 $4,338.53 $6,550.27 $8,762.00 $200.24 $302.32 $404.40 $25.03 $37.79 $50.55 N 3B15 Prof Technologist-Gen Med ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks collaboratively with team 

members in Transfusion Services to facilitate tasks, priorities, goals and achievements are coordinated with the management team. Experience and EducationBachelor's degree in medical technology or related field. Minimum 3 years' 

experience.Certification as Medical Technologist (Medical Laboratory Scientist (MLS), BB (ASCP) or SBB (ASCP)Job DutiesJob knowledge. Accurately performs testing, which includes accessioning and registering patient's specimen for transfusion 

services testing and products. Can perform blood group, Rh type (ABO/Rh), cross-match and antibody identification based on the Transfusion Services policies and procedures. Prepares and labels components based on the standard operating 

procedure, Issues blood products by performing all required cross-reference check. Recognizes deviation from expected results; evaluates results for discrepancies and feasibility, utilizing instrument and LIS flags, analyzes and corrects 

problems according to procedure. Recognizes critical results and correctly documents notification of critical results to appropriate personnel .Exercises independent judgement within scope of testing and will perform high-level duties of 

significant scope and complexity under supervisor's guidance.Quality Orientation. Performs all quality control procedures to ensure validity of test results. Evaluates, documents, and troubleshoots quality control according to lab protocols. 

Performs statistical analysis on quality control and quality assurance monitors. Takes appropriate corrective action when errors are detected or specimen rejection / recollection is required. Ensures patient specimen stability and proper sample 

processing. Inventory check of reagents as required. Treat all proficiency test samples according to CAP guidelines and laboratory expectationsInstrumentation. Responsible as a primary source of information for maintaining current 

instrumentation in Transfusion Services. Troubleshoots instrumentation and equipment problems during the shift to ensure uninterrupted testing. Responsible for coordination of training in the methods and techniques of the appropriate 

specialty area with guidance of the manager/supervisor. Productivity Ensures smooth workflow in all areas of the laboratory. Exhibits efficient use of time and resources. Meets expectations for TAT and pending list review. Coordinates daily 

tasks to achieve maximum productivity and efficiency of team members during the assigned shiftAttendance Reports for work on the assigned days at the assigned times.Performs special projects such as evaluation of new reagents, 

procedures, tests, or other duties as assigned. Work collaboratively with supervisor to maintain adequate inventory and supplies for the department's operation.Achieves a minimum of 10 continuing education hours annually. Continuously 

seeks knowledge in and outside of functional area.Actively participates in Performance Improvement Activities. Serves on committees and task forces. Orientates and instructs students and laboratory personnel in established clinical 

laboratory techniques, as required.Ensures compliance with rules and regulations of regulatory accreditation agencies such as TJC, CAP, AABB and OSHA,Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires internal 

contact with physicians from other departments regarding blood and blood products.Work requires external contact with vendors regarding approved equipment problems.Work requires exercise of considerable judgment in application, 

evaluation, and implementation of new or revised procedures, techniques, and practices to work problems.Working ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily 

fluids, infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn 

more, please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MEDICAL TRANSCRIPTIONIST 2806 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4B9 Office-Clinic Lab Assist ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide effectively transcribed reports for referring physicians and patient notifications.Experience and EducationHigh school diploma or equivalent and up to two (2) years previous related experience is required. Preferred: Certified Medical 

Transcriptionist and one (1) year previous related experience. Job DutiesProduces quality pathology reports via transcription in timely manner paying strict attention to detail. Maintains low error rate. Checks accuracy of co-workers. Identifies 

and corrects incorrect work types.Provides clerical support to laboratory staff, pathologists, medical staff, and any other department as needed.Transcribes various dictation whether it is related to pathology reports or correspondence needed 

by pathologists or laboratory staff.Provides courteous, diligent service to any physician or his staff when needed. Identifies dictating physician and type of report.Utilizes proper grammar and spelling and recognizes need for corrections and 

will point said errors out to co-workers when necessary.Distributes all reports and insures they are routed to their proper destinations in timely manner.Keeps work area neat and clean. Maintains professional appearance at all times.Achieves 

minimum of 10 continuing education hours annually. Seeks knowledge in and outside functional area.Participates in Performance Improvement Activities.Meets departmental productivity standards and follows instructions of prioritized work 

flow as determined by immediate supervisor. Ensures demographic data is correct on each report, as well as discharge and admission dates.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to type 60 

words/minute with accuracy.Work requires accuracy in all phases of work performed.Work requires knowledge of medical terminology.Work requires proficiency in use of reference books and procedure manuals.Work requires knowledge of 

word processing, dictation, data management systems, Microsoft Word and Excel (any version).Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated 

minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MEDICAL TRANSCRIPTIONIST U2806 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5G12 Clin Supp Svcs-Med Scribes ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent education and up to two (2) years previous related experience is required. Preferred: Certified Medical Transcriptionist and one (1) year previous related experience.   Job Duties  Produces quality pathology reports via 

transcription in timely manner paying strict attention to detail.  Maintians low error rate.  Checks accuracy of co-workers.  Identifies and corrects incorrect work types.     Provides clerical support to laboratory staff, pathologists, medical staff, 

and any other department as needed.       Transcribes various dictation whether it is related to pathology reports or correspondence needed by pathologists or laboratory staff.      Provides courteous, diligent service to any physician or his staff 

when needed.  Identifies dictating physician and type of report.       Utilizes proper grammar and spelling and recognizes need for corrections and will point said errors out to co-workers when necessary.      Distributes all reports and insures 

they are routed to their proper destinations in timely manner.       Keeps work area neat and clean.  Maintains professional appearance at all times.       Achieves minimum of 10 continuing education hours annually.  Seeks knowledge in and 

outside functional area.       Participates in Performance Improvement Activities.        Meets departmental productivity standards and follows instructions of prioritized work flow as determined by Director of HIM.  Ensures demographic data is 

correct on each report, as well as dicharge and admission dates.     Performs other related duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MEDICAL TRANSCRIPTIONIST LEAD 2807 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4B9 Office-Clinic Lab Assist ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and four (4) years relevant work experience, two (2) years supervisory experience is required. Job DutiesProduces quality pathology reports via transcription paying strict attention to detail. Maintains low error rate.Provides clerical 

support to laboratory staff, pathologist, medical staff, and any other department as needed.Prioritizes and delegates work efficiently and effectively.Evaluates and documents employee performance. Provides feedback and documentation for 

employee commendation or disciplinary action when required.Ensures smooth workflow in Pathology Office and transcription. Meets all expectations for turn around time, inventory, new employee orientation and training, customer service, 

multi-task ability, and computer entry.Distributes all reports and insures they are routed to their proper destinations in timely manner.Keeps work area neat and clean. Maintains professional appearance at all times.Achieves minimum of 10 

continuing education hours annually. Seeks knowledge in and outside of functional area.Participates in Performance Improvement activities.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL TRANSCRIPTIONIST LEAD L2807 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4B9 Office-Clinic Lab Assist ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and four (4) years relevant work experience, two (2) years supervisory experience is required.     Job Duties  Produces quality pathology reports via transcription paying strict attention to detail.  Maintains low error rate.       

Provides clerical support to laboratory staff, pathologist, medical staff, and any other department as needed.       Prioritizes and delegates work efficiently and effectively.        Evaluates and documents employee performance.  Provides 

feedback and documentation for employee commendation or disciplinary action when required.      Ensures smooth workflow in Pathology Office and transcription. Meets all expectations for turn around time, inventory, new employee 

orientation and training, customer service, multi-task ability, and computer entry.     Distributes all reports and insures they are routed to their proper destinations in timely manner.       Keeps work area neat and clean.  Maintains professional 

appearance at all times.       Achieves minimum of 10 continuing education hours annually.  Seeks knowledge in and outside of functional area.       Participates in Performance Improvement activities.        Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEDICAL TRANSCRIPTIONIST LEAD U2807 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4B9 Office-Clinic Lab Assist ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and four (4) years relevant work experience, two (2) years supervisory experience is required.     Job Duties  Produces quality pathology reports via transcription paying strict attention to detail.  Maintains low error rate.       

Provides clerical support to laboratory staff, pathologist, medical staff, and any other department as needed.       Prioritizes and delegates work efficiently and effectively.        Evaluates and documents employee performance.  Provides 

feedback and documentation for employee commendation or disciplinary action when required.      Ensures smooth workflow in Pathology Office and transcription. Meets all expectations for turn around time, inventory, new employee 

orientation and training, customer service, multi-task ability, and computer entry.     Distributes all reports and insures they are routed to their proper destinations in timely manner.       Keeps work area neat and clean.  Maintains professional 

appearance at all times.       Achieves minimum of 10 continuing education hours annually.  Seeks knowledge in and outside of functional area.       Participates in Performance Improvement activities.        Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MEG TECHNGST 9818 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3B11 Prof Technologist-MRI ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociate's degree plus 

(4) years experience as a registered EEG technologist (R EEG T. and/or R EP T. credential)__ Within the first two years in the position, the MEG technologist will be expected to undergo training and obtain their MEG technologist certification 

from ABRET. May consider additional years of experience in lieu of education.Job Duties1. Instructs, prepares and monitors patients through MEG procedures. Demonstrates independence in performing needed advanced spontaneous and 

evoked MEG recording on patients and analyzes the resulting data. Archives and stores data on appropriate media. Places EEG electrodes when needed. Applies methods to obtain optimal MEG recordings and waveforms. Is knowledgeable in 

correct procedure performance and recognition of clinically significant events. Actively identifies equipment limitations and problems related to patient care. Demonstrates knowledge of appropriate actions to take during an abnormal study or 

emergency situation. Ensures safety to patients and staff.2. Reviews, edits and, provides technical descriptions of all MEG related procedures, and prepares detailed factual reports of all procedures. Demonstrates the ability to access, navigate, 

and document in multiple software applications (Microsoft Office suites, Remote Citrix, Epic, Peoplesoft). Uploads diagnostic MEG images to patient electronic medical records. Co-registers Magnetic Resonance Imaging (MRI) images and uses 

current software to make DICOM images. Attends patient care planning meetings to present this information, either in person or virtually.3. Screens patients and obtains and documents pertinent medical history from patients and referring 

facilities. Demonstrates knowledge of neuroanatomy, physiology, basic electronics, electrical safety, instrumentation, pattern recognition, and various medical and pharmacological conditions that may influence MEG procedures. Reviews 

informed consent form with patients and families. Provides accurate charge entry/verification routinely and maintains electronic communication consistently with appropriate staff through the designated channels.4. Responsible for daily MEG 

system upkeep procedures. Ensures medical gases are ordered and refilled. Performs system checks, troubleshoots equipment problems, and reports problems to appropriate personnel. Maintains and sets up peripheral MEG equipment. Acts 

as a resource for the department in evaluating new equipment, ordering supplies, assessing effectiveness of current policy and standard of care. Provides input to the MEG director, department manager and others regarding quality and 

patient care issues as needed.5. Actively assists department leadership in continuous process improvement which includes audits of charges/billing reconciliation, ensuring that research studies and clinical studies are properly coded to for 

correct billing, record review, staff orientation and training, staff development and successful monitoring and documentation of employee competencies. Works with other department leaders and care team members on projects related to 

MEG as assigned by manager, including community events, accreditation activities, Nursing and other care team coordination, improvement of coordination of care, training and learning initiatives.6. Participates in startup meetings for new 

protocols. Performs technical setup of new protocols with scientists or researchers. Trains researchers to set-up and acquire MEG for studies, and assists researchers with analysis and data transfer.7. Orients new staff and students to work 

areas. Assists in the training, supervision, and evaluation of other technologists. Acts as a resource to junior staff members. Collaborates with other hospital employees to create an environment that is conducive to retention of qualified 

personnel.8. Learns to perform additional and advanced MEG Procedures. Expands knowledge by participation in research projects, conferences, in-services, and independent study.9. The MEG technologist may be asked to help provide tours, 

demonstrate the new technology, or speak to various departments about the technology. They will interface with internal personnel as well as donors and outside universities.10. Performs routine database checks and prunes, clips and 

archives files as needed according to department policy. Communicates computational and storage needs with neuroimaging systems engineer.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the 

basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-

work-here/diversity-inclusion.

MENTAL HEALTH TECH U6205 P11 $33,145.00 $41,358.00 $52,562.00 $2,762.08 $3,446.50 $4,380.17 $127.48 $159.07 $202.16 $15.94 $19.88 $25.27 N 5E17

Medical Technician-Mental 

Hlth ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent. **Current BLS is required, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Completion of an approved organizational de-escalation program (CPI) within 6 months of hire date.One year 

acute care inpatient hospital experience OR CNA with training from an accredited training program OR Completed the first semester of nursing clinicals.Must be able to read, write and communicate in English. Job DutiesCollects data including 

intake and output, weight, temperature, pulse, respirations, and blood pressure. Recognizes and reports values outside normal parameters to nurse. Demonstrates awareness of age-specific considerations in gathering assessments.Reports any 

changes in patient's condition or behavior to nurse. Seeks assistance and guidance as needed to ensure patient care is delivered in safe, high quality, and effective manner.Responds to patient requests for assistance.Performs basic hygiene care 

for assigned patients in accordance with Department of Nursing policies and procedures. Checks skin carefully during bath and reports anything abnormal to nurse.Makes frequent patient rounds to comfort, position, and provide toileting and 

hygiene care.Documents patient information.Transfers patients safely and in accordance with Department of Nursing policies and procedures with concern for age-specific considerations. Ensures patient is outfitted in robe and/or blankets and 

slippers.Welcomes new patient and patient's family. Alerts nurse of issues regarding patient and/or patient's family.Orients new staff and students to work areas.Assists others and/or provides additional amenities to patients and/or patients' 

families as needed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.



MENTAL HEALTH TECH LEAD U9661 Y P12 $33,889.00 $45,371.00 $56,574.00 $2,824.08 $3,780.92 $4,714.50 $130.34 $174.50 $217.59 $16.29 $21.81 $27.20 N 5E17

Medical Technician-Mental 

Hlth ALLIED HOSP Hospital Classified Salary Pln

SECURITYSALARYSalary negotiableEDUCATION AND EXPERIENCEHigh school diploma or equivalent. Must be able to read, write and communicate in English.Three (3) years of experience in the field of Psychiatry within a hospital setting.Current 

American Heart Association (AHA) or American Red Cross (ARC) BLS is required. Completion of an approved organizational de-escalation program (CPI) within 6 months of hire date.1. Collects data to include: Intake and output, weight, 

temperature, pulse, respirations, and blood pressure. Performs skin assessments. Recognizes and immediately reports values outside normal parameters to the nurse. Demonstrates awareness of age-specific considerations in gathering these 

assessments (children, adolescents, adults, older adults). Performs sterile procedures in accordance with the Department of Nursing and Infection Control Policies and Procedures to include sterile gloves, dressing changes and in/out 

cauterizations. Assists in facilitating treatment milieu including recreational activities and groups. Participates in codes/interventions to protect the patient from harming self or others.2. Supervises daily workflow and addresses issues related 

to the department in the absence of department leaders. Assists with the establishment, implementation, and maintenance of protocols, policies, and practices of the department. Regularly assists in communicating program objectives 

ensuring compliance and standard of care is met.3. Demonstrates independence in performing patient care procedures as outlined by Leadership: Required to participate in conferences and lead in-services within the department.4. 

Troubleshoots equipment and software and acts as a resource for the department in evaluating new equipment, ordering supplies, assessing effectiveness of current policy and standard of care. Provides input to the medical director, 

department manager and others regarding quality and patient care issues as needed. Is knowledgeable in correct procedure performance and recognition of clinically significant events. Performs routine database checks and prunes, clips and 

archives files as needed according to department policy. 5. Actively assists department leadership in continuous process improvement which includes audits of charges/billing reconciliation, record review, staff orientation and training, staff 

development and successful monitoring and documentation of employee competencies. Organizes and/or leads in-service training, monthly lectures, performance evaluations, team huddles, physician-tech record reviews and other activities 

under the direction of the department manager.6. Actively works with other department leaders and care team members on projects related to Psychiatry as assigned by manager, including community events, accreditation activities, Nursing 

and other care team coordination, improvement of coordination of care, training and learning initiatives.7. Orients new staff and students to work areas. Collaborates with other nursing staff and hospital employees to create an environment 

that is conducive to the retention of qualified personnel. Works with other members of a multi-disciplinary team in leading milieu activities such as current events groups, community meetings, goals groups, activities of daily living groups, 

and/or recreational activities, as appropriate to the specified patient population. 8. Welcomes new patient/patient's family. Knocks before entering room. Smiles and introduces self. Wears name tag. Immediately alerts nurse if 

patient/patient's family seems or is unhappy and you have not resolved the issue. Perform (within scope) initial safety evaluations during intake treatment procedures. Participates in the development and implementation of patient treatment 

programs.Maintains confidentiality of patient records.9. Verifies identify of patient and provides adequate patient ID on all patients. Ensures patient safety at all times. Keeps equipment clean and in working order. Troubleshoots equipment 

problems and repairs or reports to management promptly. Demonstrates knowledge of appropriate actions to take during an emergency situation. Complies with dept/institutional standards for handling infectious, hazardous, or flammable 

materials. 10. Assumes accountability for all actions in the workplace. Reports errors promptly. Maintains established institutional policies and procedures, objectives, quality assurance program, and safety, environmental and infection control 

standards, Produce and continue to maintain all credentialing, certifications, licensing, and training that is required for the position. 11. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions. Attends 

and participates in group sessions, in-service education, and staff meetings. Enhances professional growth and development through participation in educational programs, current literature, in service meetings and workshops.12. Utilizes 

downtime to assist others and/or to provide additional amenities to patients and/or patients' families. Performs miscellaneous job-related duties as assigned.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

MG DIVISIONAL FINANCIAL ANALYSIS MANAGER 9233 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

finance, accounting, or related field and six (6) years experience in finance with demonstration in planning, forecasting, and financial analysis, plus analytical ability to understand complex financial activities of Health System required. A 

Master's degree in Business and Healthcare experience preferred.Job DutiesWorks under minimal supervision to conduct financial planning, analysis and forecasting in the development of contracting strategies, producing supporting analytics 

and communication materials by maintaining effective relationships with executive level leadership across all lines of service.Provides financial analysis and reporting for UTSW contracting functions, in support of budgeting, forecasting and 

resource allocation.In conjunction with clinical department personnel, develops and maintains divisional level reporting that values UTSW's efforts across all affiliates. Develops multi-year cash flow projections.Identifies areas of financial risk, 

presents findings and makes recommendations to management.Manages, directs and plans evaluation of financial performance. Develops and recommends actions to achieve company financial objectives.Coordinates interaction with other 

affiliated organizations' contracting efforts.Provide strategic financial consultation and guidance to senior management regarding business proposals, and make recommendations for optimizing the financial impact of business 

initiatives.Ensures compliance with all internal policies, procedures and internal audit recommendations.Identify and communicate to leadership key process improvement opportunities. Monitors performance of contracts, regarding their 

financial performance and trends Completes complex projects as requested.Creates ad hoc reporting as requested.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires forecasting and analyzing revenue and expense 

reports.Work requires strong oral and written communication skills.Work requires excellent customer service.Work requires ability to multi-task and handle multiple projects. Work requires maintaining and developing key business 

relationships to achieve departmental and organizational objectives.Work requires advanced Microsoft Excel, Access, and PowerPoint skills.Work requires knowledge of financial concepts, practices and procedures. Work requires wide range of 

creativity and latitude.Work requires experience in planning and accomplishing goals.Work requires creation and dissemination of complex spreadsheets and models.Work requires strong interpersonal, presentation, and organizational 

skills.Work requires leadership qualities to interpret and translate financial details into operational opportunities.Work requires good organizational skills.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR ACADEMIC COLLEGES 8380 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryServes as the administrator for the 

Academic Colleges office works closely with Human Resources, Budget and Financial departments, Dean's offices. Manages daily operations of the department by coordinating effectively with other parts of the institution and establishing 

effective working relationships with organizational peers. Implements institutional policies and procedures while directly administering daily activities to include personnel administration, and recruitment. Provides a high level of service to all 

internal and external customers. Experience and EducationBachelor's degree in Business Administration, Healthcare Administration, or directly related field and six (6) years related experience, including a minimum of 2 years of supervisory 

experience.Job DutiesIn collaboration with the Office of Human Resources, administers human resource activities to include coordinating the recruitment of essential personnel of the Academic Colleges.Responsible for ensuring effective 

onboarding and orientation of all new staff and providing high levels of customer service to all department employees to embrace implementation of education technology.Supervises departmental administrative support staff, establishing 

goals/objectives, managing workflow of maximum efficiency, evaluating work process, preparing annual performance evaluations, and determining work priorities. Oversees all departmental financial operations including budget planning and 

preparation, approving expenditures and preparing financial reports as needed. Reconciles accounts on monthly basis.Primary liaison for business activities within the department. Demonstrates commitment to improving service and product 

quality for internal and external customers. Designs systems and processes which enhance efficiency and effectiveness of internal controls and ensure the integrity of the department (quality control). Assures that effective internal controls are 

developed and maintained to ensure integrity of the Department. Coordinates the department's physical resource utilization including space planning, budget and inventory control, purchasing and utilization of department resources, and 

other property maintenance providing project management oversight in the setup and establishment of new space for incoming staff. Manages staff that compiles and maintains data for the educational enterprise data warehouse and the 

preparation of reports such as grade rosters, clinical skills dashboards and LCME compliance related to Colleges activities. Supports Associate Dean for educational outcomes including managing schedule and appointments. Attends and 

presents at national conferences representing the department.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to manage and direct staff.Work requires ability to monitor and maintain budget.Work requires 

ability to ensure adherence to policies and procedures of university such as FLSA, salary guidelines, accounting regulations, and internal controls policy.Work requires ability to communicate effectively with various levels of internal and 

external contacts concerning policies and procedures.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in an office area.Any qualifications to be considered as equivalents 

in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR ACCESS CONTROL SR 9380 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree 

with major coursework in Business Administration, Law Enforcement, Computer Science, or other related field, and seven (7) years of progressively responsible and applicable experience in physical and electronic security management or 

relevant areas, including at least three (3) years in a supervisory capacity. Job Duties  1.  Confers and coordinates with Facilities, Information Resources, architects, contractors, and involved University departments and other parties on the 

incorporation of electronic security systems into new construction and renovation projects; ensures that established security standards and specifications are adhered to, and that all tasks are completed within established deadlines.2.  

Provides consultation with campus departments regarding security requirements and coordinates implementation with Facilities, Information Resources, and other involved parties.3.  Provides direction and oversight to the Access Control 

Division regarding the installation, expansion, operation, maintenance, repair and failure-proofing of the various electronic security systems across campus and their integration with other systems.4.  Develops, revises, recommends and 

implements institutional policies and procedures related to electronic physical security systems.  Establishes and maintains internal access control policies and procedures for the University Police Department.5.  Provides management, 

supervision and direction to the Access Control Technical Operations Supervisor6.  Directs the research, planning and testing for future improvements to campus electronic security systems;7.  Directs the maintenance, troubleshooting, and 

replacement of University Police Department computers, printers and peripherals, along with various other technical departmental systems.8.  Administers specific annual contracts or maintenance agreements for University Police Department 

systems.9.  Ensures all applicable laws, governmental guidelines, and university and departmental policies are followed by Access Control employees, and that the campus population and visitors are given the best possible customer service.10.  

Assists with developing and maintaining the departmental Business Continuity/Disaster Recovery Plan.11.  Disseminates pertinent information to affected Police Department employees when required.  **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR ACCOUNTING FINANCIAL SERVICES ADMINISTRATION OPERATIONS 9840 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under supervision of the AVP of 

Accounting & Financial Services (AFS) to coordinate and manage a complex department's administrative and technology functions.Experience and EducationBachelor's degree in Business Administration, Healthcare Administration, or directly 

related field and six (6) years related experience, including a minimum of 2 years of supervisory experience. Experience in lieu of education may be considered.Job DutiesResponsible for managing and coordinating the administrative duties 

across all divisions within AFS, including but not limited to:Policies and Procedures:Coordinates the required reviews of current departmental policies, manuals, organizational charts, etc. Manages and recommends the implementation of 

external (customer use) policies and procedures to ensure they are consistent, effective, efficient, and customer oriented.Provides input and recommendations for changes or new procedures based on observations, customer complaints and 

inquiries, employee input, etc. This includes improvements related to workflow and effectiveness. Coordination of department wide activities, audits, and leaders' calendars:department wide training, events, meetings, etc.Audit MyTime&reg; 

vacation and sick requests to ensure all divisions always maintain appropriate coverage and that employees are paid accurately.Managing the department wide holiday calendars to ensure proper coverage.Supervises the coordination of 

leaders' daily calendar and schedule. Works closely with AFS leadership in developing metrics, standards, assessing and communicating productivity and results. Also provides the reports to centralized group and provides explanations as 

requested.Trains AFS administrative support employees; plans, directs, and apportions their work, monitor individual staff productivity, provides input to their performance appraisals, and makes recommendations regarding personnel 

actions. This team supports the entire department.Performs Human Resource and financial duties:Manages the human resource activities to include coordinating the recruitment, appointment, promotion, and evaluation of staff. Collaborates 

with HR and departmental management to establish, develop, and implement departmental performance standards taking all actions necessary to support management in ensuring standards are met.Manages and maintains Position Control 

Process. This includes reviewing requests for new positions, changes to existing positions, daily position control reconciliation to ensure all divisions remain within budget allocation. Creating all new position numbers in PeopleSoft. Is 

responsible for reviewing monthly financial reports and communicating with AVP about transactions and balances. Signs off on accuracy of monthly financial reports.Assists in preparing the annual budget for department for approval by 

department management, including developing equipment and capital replacement plans for department. Monitors monthly financial reports to ensure spending and revenue is tracking with budget appropriately. Provides recommendations 

for reductions or increases in spending.Manages the department's ordering and expense processes including reviewing and approving transactions. Also supports the Real Estate department and Vice President of Financial Affairs when 

requested on financial transactions.TechnologyResponsible for centralizing and triaging all technology related questions and complaints.Researches all technological needs which include equipment, accessories, software, training, etc.Interface 

with information systems to resolve computer hardware and software problems developing strategies to manage and improve departmental effectiveness.Serves as the AFS Lead Administrator for all tasks related to PeopleSoft, which includes 

financial approval of FSCM and HCM transactions. Special projects and AuditsProvides professional support on special projects, which may include tasks such as: researching various options, gathering and organizing data needed, creating 

report reporting formats, analysis of relevant data, capital project request processing, collaborating with other departments, etc.Coordinate all internal and external audits.Manage the requests from the external audit firm during our annual 

financial audit, coordinate meetings and audit report versions, etc.Coordinate the internal audits and storing the resulting audit reports.Other duties as assigned.Knowledge, Skills & AbilitiesAbility to manage and direct staff.Ability to ensure 

adherence to policies and procedures of university.Ability to communicate effectively (oral and written) with various levels of internal and external contacts.Excellent interpersonal and teamwork skills.Excellent organizational and project 

management skills.Knowledge of computers, office equipment & other administrative tasks, ability to supervise staff, knowledge of Word and Excel software, ability to create and/or use complex financial and/or administrative reports.Ability 

to work with confidential information on a daily basis.Ability to multi-task and work with others to set priorities.Working ConditionsWork is performed primarily in an office environment.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

MGR ACCOUNTING SUPPORT SERVICES 9832 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under supervision of the AVP to 

coordinate and manage administrative and customer call center functions of the Accounting and Fiscal Services (AFS) department.Experience and EducationBachelor's degree in Business Administration, Healthcare Administration, or directly 

related field and six (6) years related experience, including a minimum of 2 years of supervisory experience.Job DutiesManages customer service staff, supplier financial relations, and non-grant accounts receivables. Manages daily employee 

activities for these areas including determining specific work assignments and monitoring individual staff productivity. Develop and monitor both production and financial reporting for these areas.In collaboration with the Logistics Manager, 

administers human resource activities to include coordinating the recruitment, appointment, promotion and evaluation of staff within their team. Establishes, develops and implements departmental performance standards taking all actions 

necessary to assure standards are met.Demonstrates continuous performance improvement in targeted areas of responsibility in alignment with the overall annual performance targets. Interfaces with Logistics Manager to resolve computer 

hardware and software problems. Work with direct supervisor to develop strategies to manage and improve departmental effectiveness. Recommends and oversees the installation of new software packages.Assists in preparing annual budget 

requests for division or unit for approval by department management, including developing equipment and capital replacement plans for department. Provides recommendations for reductions or increases in spending. Serves as the primary 

liaison for business activities within their division. Demonstrates commitment to improving service and product quality for internal and external customers. Designs systems and processes which enhance efficiency and effectiveness of internal 

controls and ensure the integrity of the department (quality control). Assures that effective internal controls are developed and maintained to ensure integrity of the Department/Divisions/ Institution.Manages and recommends the 

implementation of policies and procedures for the department to ensure they are consistent, effective, efficient, and customer oriented. Works closely with Leadership in developing standards, assessing & communicating productivity and 

results.Manages and/or coordinates the department's physical resource utilization including space planning, budget and inventory control, purchasing and utilization of department resources, and other property maintenance providing project 

management oversight in the setup and establishment of new office space.Assists in the development of both long and short-term strategic business plans for the department. Implements such plans in a manner to achieve stated financial and 

operational results for the department.Performs other duties as assigned.Knowledge, Skills & AbilitiesAbility to manage and direct staff.Ability to ensure adherence to policies and procedures of university.Ability to communicate effectively 

(oral and written) with various levels of internal and external contacts.Excellent interpersonal and teamwork skills.Excellent organizational and project management skills.Knowledge of computers, office equipment & other administrative tasks, 

ability to supervise staff, knowledge of Word and Excel software, ability to create and/or use complex financial and/or administrative reports.Ability to work with confidential information on a daily basis.Ability to multi-task and work with 

others to set priorities.Working ConditionsWork is performed primarily in an office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR ACCREDITATION SERVICES U2321 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  -  Bachelors Degree 

in Nursing (preferred) or other healthcare related field from an accredited institution. -  Working knowledge of TJC standards and CMS Conditions of Participation. -  A minimum of 5 years of experience in a clinical role in a hospital setting with 

at least 2 years in a supervisory capacity. Job Duties  1.  Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.2.  Meets or 

exceeds financial goals and objectives of the department.3.  Demonstrates ability to interpret accreditation standards, identify organizational gaps and able to facilitate implementation of processes to meet standards and/or close gaps.4.  

Establishes mechanisms to assess and document each unit's level of compliance with each applicable standard and coordinate and oversee the establishment of corrective action for non-compliance.5.  Collects and organizes documentation 

throughout the organization for ongoing program needs or develops documents, as needed, to meet needs.6.  Assists and/or facilitates regulatory readiness review activities to ensure all accreditation requirements are met.7.  Leads tracer 

activities among staff to ensure continuous regulatory readiness.8.  Maintains all UTSW administrative policies and standard operating procedures (SOPs) to ensure compliance with CMS and TJC standards.9.  Will serve as team lead on the 

Policy & Procedure Committee.          a.  Communicates with respective staff to receive feedback regarding specific policies.          b.  Ensure policies and procedures are correct and kept up-to-date.10.  Supports various hospital committees as 

needed.11.  Assists with Failure Mode Effects Analysis (FMEA) activities.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR ACCTG U9153 Y T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field with minimum twelve (12) hours in accounting and five (5) years directly related experience with at least one (1) year in supervisory capacity.   CPA preferred.      Job Duties  1.Responsible for managing and coordinating the 

activities of a department by overseeing one or more of the  following functions Accounts Payable, Accounting Operations, Asset Accounting & Taxes, Cash Management, Facilities Finance, Fiscal Reports & Analysis, and Payroll.2.  Demonstrate 

continuous performance improvement in targeted areas of responsibility in alignment with the overall annual performance improvement targets.3.  Manages daily employee activities for one or more areas including determining specific work 

assignments; and monitoring individual staff productivity.4.  Trains employees on policies and procedures related to financial and operational reporting, as well as computer system use. Participates in professional development activities to 

keep current with trends and practices in accounting, payroll, tax, process improvement, and health care administration.5.  Manages and recommends the implementation of policies and procedures for the group to ensure consistent 

established accounting policies and procedures.6.  Evaluates various projects performed by staff to ensure priorities and appropriate procedures are being maintained.7.  Assists in developing plans, priorities and work assignments to achieve 

department goals.8.  Manages summaries of financial and operating information and analysis.9.  Works closely with Leadership in communicating and assessing productivity and results.10. Provides written analyses and recommendations to 

the Leadership.11. Ensures accuracy and appropriateness of accounting policies and practices.  Maintains strictest confidentiality.Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR ADMINISTRATIVE 9016 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Healthcare Administration, or directly related field and six (6) years related experience, including a minimum of 2 years of supervisory experience.   Job Duties  1.  Serves as the administrator for a clinical or basic 

science department/center and works closely with Human Resources, Budget and Financial departments, as well as Dean's offices.  Manages daily operations of the department/center by coordinating effectively with other parts of the 

institution and establishing effective working relationships with organizational peers.  Implements institutional policies and procedures while directly administering daily activities to include personnel administration, recruitment, 

academic/educational appointments and grant and/or financial management.  May also include operational oversight of both clinical and bench research and/or patient care clinics and clinical laboratories.2.  In collaboration with the Office of 

Human Resources, administers human resource activities to include coordinating the recruitment, appointment, credentialing, international visas, promotion and tenure actions and evaluation of educational appointees, staff and faculty.  

Establishes, develops and implements departmental performance standards taking all actions necessary to assure standards are met.3.  Responsible for ensuring effective onboarding and orientation of all new faculty and staff and providing 

high levels of customer service to all department employees.4.  Supervises departmental administrative and/or  accounting support staff. May also supervise billing and/or clinic managers.5.  Ensures the timely credentialing of department 

providers in Medicare, Medicaid, other governmental and private insurance and managed care plans.6.  May oversee coding operations and the reconciliation process of claims generated to reduce the number of lost charges and to increase 

the number of accurate claims.7.  May prepare, justify, monitor and administer budgets for the department/center and its related programs including expense and income tracking, monthly account balances.  May oversee department 

accounting and budgeting activities and coordinate  department financial operations including providing required budgetary and financial reports.8.  May serve as the primary liaison for business activities within the department.  Demonstrates 

commitment to improving service and product quality for internal and external customers. Designs systems and processes which enhance efficiency and effectiveness of internal controls and ensure the integrity of the department (quality 

control). Assures that effective internal controls are developed and maintained to ensure integrity of the Department/Divisions/Institution.9.  May coordinate and assist in the preparation of grant proposals and contractual agreements and 

associated budgets; ensure the timely submission of proposals or agreements which meet institutional mandate; provide administrative oversight of clinical and basic science research programs; assist in long-range planning for research 

program growth and changes in research priorities; develop and implements the research budgets; provide oversight of post award reporting requirements.10.  Assists in the development of both long and short-term strategic business plans 

for the department.  Implements such plans in a manner to achieve stated financial and operational results for the department creating analytical reports for management review.11.  Interfaces with information systems to resolve computer 

hardware and software problems developing strategies to manage and improve departmental effectiveness.  Recommends and oversees the installation of new software packages.12.  Provides administrative oversight for department 

education programs for students, residents, and fellows including recruitment, orientation, training, records management as well as continuing education for faculty members.13.  Coordinates the department's physical resource utilization 

including space planning, budget and inventory control, purchasing and utilization of department resources, and other property maintenance providing project management oversight in the setup and establishment of new laboratories, offices 

or clinical spacefor incoming faculty.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR ADMINISTRATIVE - PRN 9016P Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 N 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Healthcare Administration, or directly related field and six (6) years related experience, including a minimum of 2 years of supervisory experience. Job Duties1. Serves as the administrator for a clinical or basic science 

department/center and works closely with Human Resources, Budget and Financial departments, as well as Dean's offices. Manages daily operations of the department/center by coordinating effectively with other parts of the institution and 

establishing effective working relationships with organizational peers. Implements institutional policies and procedures while directly administering daily activities to include personnel administration, recruitment, academic/educational 

appointments and grant and/or financial management. May also include operational oversight of both clinical and bench research and/or patient care clinics and clinical laboratories.2. In collaboration with the Office of Human Resources, 

administers human resource activities to include coordinating the recruitment, appointment, credentialing, international visas, promotion and tenure actions and evaluation of educational appointees, staff and faculty. Establishes, develops 

and implements departmental performance standards taking all actions necessary to assure standards are met.3. Responsible for ensuring effective onboarding and orientation of all new faculty and staff and providing high levels of customer 

service to all department employees.4. Supervises departmental administrative and/or accounting support staff. May also supervise billing and/or clinic managers.5. Ensures the timely credentialing of department providers in Medicare, 

Medicaid, other governmental and private insurance and managed care plans.6. May oversee coding operations and the reconciliation process of claims generated to reduce the number of lost charges and to increase the number of accurate 

claims.7. May prepare, justify, monitor and administer budgets for the department/center and its related programs including expense and income tracking, monthly account balances. May oversee department accounting and budgeting 

activities and coordinate department financial operations including providing required budgetary and financial reports.8. May serve as the primary liaison for business activities within the department. Demonstrates commitment to improving 

service and product quality for internal and external customers. Designs systems and processes which enhance efficiency and effectiveness of internal controls and ensure the integrity of the department (quality control). Assures that effective 

internal controls are developed and maintained to ensure integrity of the Department/Divisions/Institution.9. May coordinate and assist in the preparation of grant proposals and contractual agreements and associated budgets; ensure the 

timely submission of proposals or agreements which meet institutional mandate; provide administrative oversight of clinical and basic science research programs; assist in long-range planning for research program growth and changes in 

research priorities; develop and implements the research budgets; provide oversight of post award reporting requirements.10. Assists in the development of both long and short-term strategic business plans for the department. Implements 

such plans in a manner to achieve stated financial and operational results for the department creating analytical reports for management review.11. Interfaces with information systems to resolve computer hardware and software problems 

developing strategies to manage and improve departmental effectiveness. Recommends and oversees the installation of new software packages.12. Provides administrative oversight for department education programs for students, residents, 

and fellows including recruitment, orientation, training, records management as well as continuing education for faculty members.13. Coordinates the department's physical resource utilization including space planning, budget and inventory 

control, purchasing and utilization of department resources, and other property maintenance providing project management oversight in the setup and establishment of new laboratories, offices or clinical spacefor incoming faculty.**Other 

Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR ADMISSION SYSTEMS AND PROCESSING 3050 N 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleManager Admission Systems and Processing - 

3050SalarySalary Negotiable Job SummaryThe Admission System Manager supports the administration, maintenance, and data integrity of admissions databases within the Office of Enrollment Services.Experience and EducationBachelor's 

degree in Information Systems or a related field and five years experience in technical, data analysis, and/or admissions roles. May consider related experience in lieu of education. Job DutiesManages the admission management 

systems.Provides leadership and functional/technical assistance to the Office of Enrollment Services for admissions systems.Collaborates and supports the Associate Director and Director in administering recruitment, admissions, and 

onboarding services for the UT Southwestern Medical School; implementing strategic planning; overseeing data management processes and reporting to inform strategies for all three Schools; and ensuring compliance with UT Southwestern 

policies and procedures as well as those set by the Texas Higher Education Coordinating Board, the State of Texas, clinical sites, and the federal government.Participates and makes recommendations in the design, implementation, and 

maintenance of admissions systems and solutions; to include management of admissions decisions, Admissions Committee meetings and support, communications, and reporting. Provides expertise and support with maintaining and 

enhancing processes within the student information system (Campus Solutions) and ancillary systems, managing data integrity between systems, and developing and documenting standard operating procedures.Supervises day-to-day 

activities and sets priorities for admissions processing activities. Works with the Associate Director in administering methods to monitor quality and productivity of staff. Provides training support on admissions systems to Admissions team 

members and other staff.Evaluates data and make independent judgments about the improvement of technical and administrative practices and processes with minimal supervision.Handles all incoming data requests/recurring reporting 

needs, data loads, and report inquiries as well as conduct data analysis as needed to support admissions initiatives.Performs other duties as assigned.Knowledge, Skills & AbilitiesAbility to ensure adherence to all policies and procedures of the 

institution and the State of Texas and effectively interpret and apply organizational policies, procedures, and systems.Supervisory, customer service, and written and verbal communication skills.Knowledge of computer systems and student 

information systems. Ability to work with confidential information.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MGR ADMNTV SUPV HOSP OPS U9343 T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationFive (5) years of 

progressive related experience required. Bachelors degree in nursing, nursing administration, healthcare administration, or health care related field required. Master&iquest;s degree with hospital management experience preferred. Current 

Texas (or BNE Compact State) license. Current BLS course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesSupport clinical, operational and facility services throughout the entire Hospital on a 24-hour 

basis, coordinating operations and personnel activities to meet Hospital and Health System objectives. Intervenes and problem solves for inter-/intra-departmental issues, facilitating interdepartmental communication, negotiation and 

decision-making. Maintain visibility with hospital staff through rounds.Organizes hospital operations and systems delivering services in a manner that meets or exceeds regulatory requirements, demonstrating judgment and self-sufficiency in 

effective problem solving while serving as the administrative and operational resource.Oversee patient care flow while redirecting and allocating resources by determining necessary space, equipment, supplies and support systems to ensure 

effective functioning of unit/department & assisting Patient Access Services in coordinating patient placement.Investigate patient/visitor concerns and implements appropriate courses of action, taking corrective action in situations requiring 

immediate intervention and optimizing service satisfaction of patients, families, physicians and staff.Provide on-site management/leadership of crisis situations to prevent or minimize disruption of services. Function as on-site coordinator for 

internal/external disasters/inclement weather or other major events.Collaborate with clinical and support staff to foster delivery of quality care, communicating issues identified by front line staff to appropriate administrative team and 

assisting staff in identifying clinical experts for specific patient population concerns.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR ADVANCED PRACTICE PROVIDERS 1776 Y 28 $119,367.00 $164,130.00 $208,892.00 $9,947.25 $13,677.50 $17,407.67 $459.10 $631.27 $803.43 $57.39 $78.91 $100.43 E 3A1 Adv Pract Provider-NP APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides overall clinical and operational 

management to an assigned portfolio in collaboration with Assistant Director and/or Director of Advanced Practice Providers, Pediatric Specialties, along with the Office of Advanced Practice Providers leadership team collectively. Experience 

and EducationEDUCATIONMaster's degree or higher in nursing, documentation of completion of accredited Advanced Practice Education Program. Graduate education and related Texas Board of Nursing authorization must be consistent with 

clinical practice area and patient population. &shy;- OR - Graduate of a Master's degree or higher Accreditation Review Commission on Education for the Physician Assistant (ARC-PA) accredited Physician Assistant 

programLICENSURE/CERTIFICATIONLicensure as Advanced Practice Registered Nurse by Texas State Board of Nursing. Authorization for prescriptive authority by the Texas Board of Nursing - OR- Certification by the National Commission of 

Certification of Physician Assistants (NCCPA) Certification required. Licensed by the Texas Physician Assistant Board, with registered supervisor and delegation to prescribe. Must hold and maintain current applicable life support certification(s) 

based on UT Southwestern guidelines for Advanced Practice Providers.EXPERIENCEMinimum of four (4) years of experience in advanced practice provider role required, with demonstrated increasing responsibility. Prior leadership experience 

preferred.Job DutiesResponsible for program wide, multispecialty operations. Provides guidance to others as needed for complex problems/situations. Reviews, analyzes, and resolves medical staff issues.Oversees the development of master 

scheduling patterns, call schedules and peak plans. Assists in the planning and development of annual budgets, including the preparation of position requests detailing role, need, and cost/revenue analysis. Monitors and manages the budget(s) 

for the defined area(s) of responsibility. Responsible for the oversight and development of Lead Advanced Practice Providers and Advanced Practice staff. Conducts annual performance evaluation of assigned Lead APPs and related APP staff, in 

conjunction with the division chief or medical director faculty, and advanced practice leadership.Provides guidance, coaching, and feedback to Lead APPs on effective management techniques. Assists Lead APPs with preparation of 

documentation for performance evaluation of assigned APP staff. Approves APP staff development plans.Makes employment decisions for the team, seeking direction from advanced practice leadership. Provides talent management planning 

and approves performance recommendations of Advanced Practice staff and Leads. Coordinates recruitment and interviewing of candidates. Assists with the performance of orientation and competency assessments.Conducts regular portfolio 

oriented APP meetings to identify barriers to patient care and problem solve on solutions. Reviews meeting results with advanced practice leadership, division chief, medical director, and/or faculty, as appropriate. Identifies quality indicators 

for the service line(s) to facilitate ongoing quality data collection and continuous patient care quality monitoring. Monitors changes in practice that impact clinical, financial, or operational outcomes.Manages the development, implementation, 

and evaluation of quality improvement initiatives pertaining to the APPs and within the assigned clinical program(s). Provides frequent updates to advanced practice leadership, division chief, medical director, and/or faculty as 

appropriate.Leads resolution of issues identified through audit trends.Assists in the review of safety events or issues related to APP clinical practice quality and safety for assigned team, and as designated by leadership. Participates in root 

cause analyses related to the clinical practice of direct reports. Reviews, approves, and communicates response to incident reports.Completes initial follow-up on patient occurrences/incident reports. Briefs medical leadership and advanced 

practice leadership on events in real time.In the clinical setting, may provide diagnostic and therapeutic management of patients within their scope of practice, licensure, and privileges. Performs other duties as assigned.Knowledge, Skills & 

AbilitiesAccuracy and ability to exercise considerable judgment.Develop and use collaborative relationships to facilitate the accomplishment of work goals.Effectively communicate with various stakeholders.Ability to maintain current customer 

service, clinical, and technical skills.Ability to identify opportunities and provide suggestions for improvements in departmental policy, procedures, and protocols. Ability to identify and understand data from multiple sources to draw 

conclusions and problem solve.Ability to provide feedback, instruction, and development guidance to help others excel in their current or future job responsibilities.Effectively manage time and resources to ensure work is completed 

efficiently.Proficient use of EMR in the delivery of care.Working ConditionsWork is performed primarily in a clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as 

equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MGR ALLIANCE 1460 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationPhD required with 

emphasis in Life sciences research and/or development focus is preferred. Experience in building and leading relationships and business development opportunities. At least five (5) years of experience in pharmaceutical and/or life sciences 

industry. At least two (2) years of experience leading collaborations and interactions with a variety of partners. Proven track record of successfully building and running de-risking studies. Must have experience helping to complete various 

agreements and contracts with a variety of academic, research and industry partners. Significant experience in and knowledge of research to early stages of drug development process.Job DutiesServe as the leading technical expert for 

designing and running de-risking studies in the Office for Technology DevelopmentLead faculty and partners, with the help of the collective team and resources, through all aspects of study design and operations processConduct strategic 

planning work to reduce risk, where possible, and proactively address issues and complexities as they ariseReview operations and processes to formulate and implement improvements, as necessaryWork closely with both internal and external 

partners to monitor progress to ensure agreed upon goals are metRemain abreast of the latest developments and advancements in research and early stages of drug development processEstablish and build healthy and strong working 

relationships with key internal and external partnersAttend external events to engage with appropriate external partners and audiences and communicate on message the work of the institution and officeProvide timely and courteous service; 

communicate effectively with internal and external partnersPerforms problem solving with all parties involved in the de-risking process Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent customer service, 

interpersonal, and verbal and written communication skills.Work requires problem solving and negotiation skills.Work requires ability to utilize word processing and spreadsheet software.Work requires ability to utilize spreadsheet 

software.Work requires various media venues and personal contact with all levels of internal and external personnel and organizations.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR AMBULATORY MATERIAL LOGISTICS 9620 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

manage the personnel on site at the clinics/labs, ensuring they are efficiently running the day to day supply chain operations at their respective locations.Experience and EducationBachelor's degree in related field with emphasis on courses in 

business or related field and two (2) years experience in materials management functions or distribution center environment or related field. Prior experience in a lead role preferred. Working knowledge of PeopleSoft receiving and return 

merchandise procedures is preferred.Job DutiesPrimary focus of the job is to manage the personnel on site at the clinics/labs, ensuring they are efficiently running the day to day supply chain operations at their respective locations. Forms and 

maintains professional working relationships with clinical leadership at all clinic/lab locations. Participates in space planning sessions with Project Managers to determine adequate storage for supplies. Expands material management 

operations outreach, by leading the implementation of our services to additional clinics/labs. Responsible for ensuring recalls are managed at the clinics/labs. Communicates directly with customers to ensure we are meeting their supply chain 

needs and expectations. Facilitates regular and spontaneous meetings with immediate staff to resolve staffing, equipment, efficiency, and any concerns. Performs mid-year and annual evaluations of all direct reporting staff. Disseminates 

necessary health and safety, institutional, and departmental information to all department employees through verbal or written communications, group meetings, and demonstrations. Conducts manpower workload analysis and makes 

appropriate changes to improve efficiency and productivity. Develops, implements, documents and monitors policies, procedures and changes thereof, for effective and efficient operations, internal controls, and institutional compliance. 

Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good written and verbal communication skills and interpersonal skills.Work requires ability to prioritize responsibilities.Work requires analytical skills.Work requires 

ability to supervise, counsel, and discipline.Work requires ability to utilize computer with various software.Work requires math skills for computing productivity and evaluation of data.Working ConditionsWork is performed primarily in an 

office environment with occasional work performance in cold warehouse with constant noise. Work requires ability to move 50 pounds by bending, reaching, carrying, and lifting. Data entry and typing skills are needed for reports and 

correspondence along with filing skills. Driving is needed for delivering priorities to campus, and vision is needed for inspection of docks or delivery locations. Running and walking is also performed as job is completed. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR AMBULATORY NURSE 6066 Y P43 $75,085.00 $111,881.00 $138,683.00 $6,257.08 $9,323.42 $11,556.92 $288.79 $430.31 $533.40 $36.10 $53.79 $66.67 E 1C Managerial NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision of 

department Chairman or Director to provide clinical and managerial functions within general or specialized patient care area. Experience and EducationBSN required. Graduate of NLN approved nursing program. Five (5) years' experience as a 

registered nurse and two (2) years of management/supervisory experience required. Current Texas license.Job DutiesCollaborates effectively with Medical Director, faculty, staff and all stakeholders to achieve Health System expectations 

regarding key strategic and operational objectives including but not limited to productivity, access, quality, and patient experience metrics. Responsible for continuous performance improvement to provide quality focused safe patient 

care.Manages daily clinical operations in conjunction with Health System policies and guidelines.Define and develops effective roles for licensed nursing personnel, technologists, CMOA's who are directly involved in patient care in the 

ambulatory setting. Meets or exceeds strategic financial goals based upon Health System/Ambulatory Services staffing guidelines and employs most cost effective option in providing appropriate patient care. Utilizes resources in manner 

which is appropriate and which optimizes resources for benefit of organization and patient outcomes. Identifies and implements efficiency or cost saving ideas. Develops clinic's annual capital and operational budgets with assistance from 

clinical department, Medical Director, nursing, staff and administration personnel. Completes payroll editing at the end of payroll cycle and maintains attendance records. Adheres and facilitates adherence by other personnel to all policies and 

procedures, ANA's code of ethics, and nationally recognized standards of nursing practice, and other regulatory agencies. Reviews nursing assignments and revises as necessary to meet specific needs of patients and /or to ensure adherence to 

policies, procedures and to monitor budget objectives. Implements disciplinary interventions, including termination, as appropriate and in compliance with policy. Reviews schedule and staffing plan with other personnel to ensure adequate 

coverage of patient care needs daily. Interviews and makes final decision regarding hiring of all nursing personnel for clinic. Oversees new employee orientation to clinic. Implements disciplinary interventions, including termination, as 

appropriate and in compliance with policy. Acts as a mentor using coaching and counseling tools to evaluate performance improvement activity. Completes performance reviews and orientation evaluations of nursing personnel and clinical 

staff. Participates in identification and resolution of staff, physician, patient and/or family complaints. Provides direct patient care and/or functions as "charge" position as needed. Seeks out opportunities to teach and mentor other nursing 

personnel on formal or informal basis. Collaborates with nursing staff and Ambulatory Services to meet educational needs of current nursing and clinical personnel. Promotes personal and professional growth of all nursing personnel by 

supervising opportunities for active participation in unit-based activities and appropriate patient care.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly 

interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to maintain current customer service, clinical, and technical skills by attending training programs and 

seminars to continue level of competency and ensure compliance with departmental policies and procedures.Work requires knowledge and ability to develop and recommend departmental and institutional policies and procedures for patient 

care and operational management.Work requires establishment and management of operating budget.Work requires determination of methods and approaches to problems.Work requires knowledge of basic computer skills.Work requires 

excellent verbal and written communication skills.Work requires frequent contact with physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate and provide optimal 

level of patient care.Work requires telephone contact with patients, referring physicians, and pharmaceutical representatives outside of UT Southwestern, vendors, and third party payees.Work requires ability to stand for long periods of 

time.Work requires ability to lift, push, and/or pull up to 50 lbs.Work requires ability to read, write, and perform mathematical calculations.Working ConditionsWork is performed primarily in clinical environment. The incumbent may be 

exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MGR AMBULATORY NURSE U6066 P43 $75,085.00 $111,881.00 $138,683.00 $6,257.08 $9,323.42 $11,556.92 $288.79 $430.31 $533.40 $36.10 $53.79 $66.67 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision of 

department Chairman or Director to provide clinical and managerial functions within general or specialized patient care area. Experience and EducationBSN required. Graduate of NLN approved nursing program. Five (5) years' experience as a 

registered nurse and two (2) years of management/supervisory experience required. Current Texas license.Job DutiesCollaborates effectively with Medical Director, faculty, staff and all stakeholders to achieve Health System expectations 

regarding key strategic and operational objectives including but not limited to productivity, access, quality, and patient experience metrics. Responsible for continuous performance improvement to provide quality focused safe patient 

care.Manages daily clinical operations in conjunction with Health System policies and guidelines.Define and develops effective roles for licensed nursing personnel, technologists, CMOA's who are directly involved in patient care in the 

ambulatory setting. Meets or exceeds strategic financial goals based upon Health System/Ambulatory Services staffing guidelines and employs most cost effective option in providing appropriate patient care. Utilizes resources in manner 

which is appropriate and which optimizes resources for benefit of organization and patient outcomes. Identifies and implements efficiency or cost saving ideas. Develops clinic's annual capital and operational budgets with assistance from 

clinical department, Medical Director, nursing, staff and administration personnel. Completes payroll editing at the end of payroll cycle and maintains attendance records. Adheres and facilitates adherence by other personnel to all policies and 

procedures, ANA's code of ethics, and nationally recognized standards of nursing practice, and other regulatory agencies. Reviews nursing assignments and revises as necessary to meet specific needs of patients and /or to ensure adherence to 

policies, procedures and to monitor budget objectives. Implements disciplinary interventions, including termination, as appropriate and in compliance with policy. Reviews schedule and staffing plan with other personnel to ensure adequate 

coverage of patient care needs daily. Interviews and makes final decision regarding hiring of all nursing personnel for clinic. Oversees new employee orientation to clinic. Implements disciplinary interventions, including termination, as 

appropriate and in compliance with policy. Acts as a mentor using coaching and counseling tools to evaluate performance improvement activity. Completes performance reviews and orientation evaluations of nursing personnel and clinical 

staff. Participates in identification and resolution of staff, physician, patient and/or family complaints. Provides direct patient care and/or functions as "charge" position as needed. Seeks out opportunities to teach and mentor other nursing 

personnel on formal or informal basis. Collaborates with nursing staff and Ambulatory Services to meet educational needs of current nursing and clinical personnel. Promotes personal and professional growth of all nursing personnel by 

supervising opportunities for active participation in unit-based activities and appropriate patient care.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly 

interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to maintain current customer service, clinical, and technical skills by attending training programs and 

seminars to continue level of competency and ensure compliance with departmental policies and procedures.Work requires knowledge and ability to develop and recommend departmental and institutional policies and procedures for patient 

care and operational management.Work requires establishment and management of operating budget.Work requires determination of methods and approaches to problems.Work requires knowledge of basic computer skills.Work requires 

excellent verbal and written communication skills.Work requires frequent contact with physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate and provide optimal 

level of patient care.Work requires telephone contact with patients, referring physicians, and pharmaceutical representatives outside of UT Southwestern, vendors, and third party payees.Work requires ability to stand for long periods of 

time.Work requires ability to lift, push, and/or pull up to 50 lbs.Work requires ability to read, write, and perform mathematical calculations.Working ConditionsWork is performed primarily in clinical environment. The incumbent may be 

exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MGR AMBULATORY PATIENT ACCESS 9277 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary negotiableExperience and EducationBachelor's degree in 

Business Administration, Health Care Administration, Nursing or other related field, four (4) years' experience in clinic and/or business operations, academic medical center, health care management, or call center management. Must have EPIC 

related work experience. Will consider additional years of experience in lieu of education.Job DutiesLeads patient access operations by directly managing supervisors and staff. This position ensures that ambulatory services are accessed 

efficiently by identifying gaps and opportunities in access operations, provider templates, referring physician related process and programs. Assures processes and procedures are aligned with Health System established standards.Provides 

leadership and coordination of patient access-related changes organization and proactively understand and mitigate downstream impacts on scheduling, templates and triage processes.Ensures that ambulatory services are accessed efficiently 

by identifying gaps and opportunities in access operations, provider templates, referring physician related process and programsManages, creates and maintains a goal-oriented climate of cross-team collaboration for effective problem solving, 

conflict resolution, support for organizational values and standard work. Actively promotes team-building, staff development and participation to engage employees in continuous delivery of high-value, customer-oriented services and 

solutionsEnsures staff adherence to training, scheduling and triage protocols, quality assurance, established workflow and customer service standards. Develop and maintain a training for new staff.Works collaboratively with teams across the 

organization to ensure the implementation and optimization of patient workflows, provider templates, scheduling and call triage protocols to ensure patient access to services are delivered smoothly, efficiently, and timely. Evaluates and 

reports performance by developing, analyzing and interpreting key performance indicators, staffing needs, trends, and detailed audit reporting. Responsible and accountable for maintaining/establishing service level agreements with clinical 

department leaders.Monitors applicable industry trends, established benchmarks/targets and emerging solutions to drive continuous improvement opportunities to assure timely patient access and positively impact on patient 

outcomes.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires ability to plan, organize, coordinate, and 

supervise work of employees as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires proven customer service, 

written and verbal communication skills.Work requires ability to work with confidential information on daily basis.Work requires proficient knowledge of computers and office equipment.Work may require ability to monitor and maintain a 

budget.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR AMBULATORY PATIENT ACCESS U9277 Y T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary negotiableExperience and EducationBachelor's degree in 

Business Administration, Health Care Administration, Nursing or other related field, four (4) years' experience in clinic and/or business operations, academic medical center, health care management, or call center management. Must have EPIC 

related work experience. Will consider additional years of experience in lieu of education.Job DutiesLeads patient access operations by directly managing supervisors and staff. This position ensures that ambulatory services are accessed 

efficiently by identifying gaps and opportunities in access operations, provider templates, referring physician related process and programs. Assures processes and procedures are aligned with Health System established standards.Provides 

leadership and coordination of patient access-related changes organization and proactively understand and mitigate downstream impacts on scheduling, templates and triage processes.Ensures that ambulatory services are accessed efficiently 

by identifying gaps and opportunities in access operations, provider templates, referring physician related process and programsManages, creates and maintains a goal-oriented climate of cross-team collaboration for effective problem solving, 

conflict resolution, support for organizational values and standard work. Actively promotes team-building, staff development and participation to engage employees in continuous delivery of high-value, customer-oriented services and 

solutionsEnsures staff adherence to training, scheduling and triage protocols, quality assurance, established workflow and customer service standards. Develop and maintain a training for new staff.Works collaboratively with teams across the 

organization to ensure the implementation and optimization of patient workflows, provider templates, scheduling and call triage protocols to ensure patient access to services are delivered smoothly, efficiently, and timely. Evaluates and 

reports performance by developing, analyzing and interpreting key performance indicators, staffing needs, trends, and detailed audit reporting. Responsible and accountable for maintaining/establishing service level agreements with clinical 

department leaders.Monitors applicable industry trends, established benchmarks/targets and emerging solutions to drive continuous improvement opportunities to assure timely patient access and positively impact on patient 

outcomes.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires ability to plan, organize, coordinate, and 

supervise work of employees as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires proven customer service, 

written and verbal communication skills.Work requires ability to work with confidential information on daily basis.Work requires proficient knowledge of computers and office equipment.Work may require ability to monitor and maintain a 

budget.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR AMBULATORY POLICY 5554 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible for the maintenance of 

ambulatory and departmental policies. Coordinates with multidisciplinary leadership, policy owners and/or content experts throughout the institution for review and implementation of ambulatory policies. Fosters the development of an 

evidence-based approach to clinical practice. Experience and EducationBachelor's degree required. Bachelor of Science in Nursing (BSN) or Master's degree preferred. Related experience in health care, academic, policy, or publications 

environment strongly preferred. Must have a minimum of five (5) years' experience in a healthcare setting.Job DutiesResponsible for the management of the Ambulatory Policy and Procedure manual. Leads the process with coordinating, 

developing, evaluating, reviewing, revising, and evaluating the policies and procedures with research of evidence-based practice while integrating applicable standards and regulations. Assists with drafting, formatting, new and revised policies, 

and procedures. Prepares presentations for the Ambulatory Services Committee review and approval of Ambulatory Policy and Procedures. Develops, reviews and updates policies and procedures utilized by Ambulatory Clinics, using policy 

management software to support the process. Collaborates with the University Policy System Administrator on system functions, enhancements, and issues.Analyzes and organizes data using the appropriate analytical tools. Uses data to 

support a decision or recommendation and to plan strategies for overcoming obstacles.Coordinates with policy owners to assure that no duplication or conflicts in policy exist. Monitors alignment of Ambulatory Policy and Procedure manual 

with Hospital Policy and Procedure manual.Establishes and maintains collaborative relationships across the institution by providing responsive customer service, follow through, and communication. Oversees communication strategy to 

appropriate staff of new/revised policies/procedures in a timely manner.Maintains knowledge of applicable rules, regulations, policies, laws, and guidelines that impact clinical practices and patient safety.Manages policy staff within the 

department, including the evaluation of employee performance, as well as mentorship and coaching.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent oral and written communication skills.Must have good 

organizational skills.Must be able to communicate effectively with all levels of internal and external personnel.Must have excellent presentation skills and personal computer skills in MS Word, PowerPoint, and Excel software including working 

knowledge of Epic.Must be able to prepare project schedules and reports.Must be able to evaluate practice for evidence of Best Practice.Work requires demonstration of self-supervision and leadership abilities related to his/her specialized 

knowledge and/or experience.Working ConditionsWork is performed primarily in the Ambulatory Nursing Administration office.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice 

President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.



MGR AMBULATORY TRAINING 9881 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Education, Human Resources, Public Administration, or related field or equivalent experience and four (4) years of experience in field of assignment. Master's degree preferred.  Strong EMR background required and 

EPIC experience preferred. Job Duties  1.Oversees the delivery of EMR and related workflow training for outpatient clinic staff and providers.2.Analyzes training needs to develop new training programs or modify and improve existing programs 

to align with organizational goals.3.Develops/coordinates initial and ongoing training plans for staff and providers.4.Develops and organizes training materials using knowledge of the effectiveness of methods such as classroom training, e-

learning, on-site demonstrations, on-the-job training, webinars, conferences, and workshops.5.Trains instructors in techniques and skills for training and conducts or arranges for ongoing technical training and personal development classes for 

instructors and other direct reports.6.Evaluates the effectiveness of training.7.Evaluates trainer/instructor performance, providing recommendations for improvement.8.Maintains knowledge of contemporary staff training and development 

methods and theory.9.Teaches content as needed and/or assigned to facilitate training team goals.10.Develops and maintains competency on all pertinent applications and technologies.11.Arranges for the maintenance of all necessary 

equipment and materials relating to the effective delivery and measurement of training.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MGR ARC TRAINING 9608 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryManages ARC training and educational 

programs provided to ARC staff and to UT Southwestern Research Faculty and Staff. Oversees associated personnel and programs. Provides support to the Associate DirectorExperience and EducationBachelor's degree in Science, Education, 

Personnel Management, or related field and five (5) years experience in development and use of training methods, techniques, and materials and three years in a lead or supervisory role. Certification by the American Association of Laboratory 

Animal Science (AALAS) as an LATG or CMAR or successful completion of the examination within 1 year of employment. Job DutiesManages ARC training and educational programs provided to ARC staff and to UT Southwestern Research 

Faculty and Staff. Oversees associated personnel and programs. Provides support to the Associate Director.Plans, organizes, administers, conducts, and coordinates in-service training and educational programs. Provides training and education 

to ARC staff and UT Southwestern Researchers. Confers with management and line supervision to determine need and scope of training programs. Develops curriculum and lesson plans or other appropriate methods of presentation.Conducts 

training sessions, organizes lectures, and prepares training manuals and materials, visual aids such as slides and films, and other training implements. Attends professional meetings, training seminars, and conferences when appropriate. 

Maintains records of training activities, and evaluates applicability and effectiveness of programs. Recommends policies and procedures relating to training activities.Responsible for interviewing, hiring, training, and mentoring Training 

Coordinators and other training staff.Collaborates with the IACUC and other research departments to administer required onboarding training.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good oral and written 

skills.Work requires proficiency in use of software packages.Work requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to carry, push, or pull 15lbs.Work requires 

ability to read, write, develop programs, and conduct analysis.Work requires recommendation of new policies or revisions to existing policies.Work requires tracking costs associated with all programs and presentations.Work requires working 

knowledge of technical procedures commonly used in a laboratory animal environment.Work requires ability to develop, follow, and implement SOP's and Quality Assurance Standards. Working ConditionsWork is performed in general office 

area, procedure areas, and vivarium.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR ASSET MANAGEMENT 6457 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and 7 years  progressively, responsible, inventory/asset related experience, including three (3) years experience in a supervisory capacity. Job Duties  1.Manages the daily operation of the Office of Asset Management by ensuring 

the capital and controlled assets of the institution are monitored, properly identified, accounted for on an annual basis, and disposed of correctly.2.Manages the operation of the surplus warehouse and ensures surplus assets are recycled 

where possible and disposed of appropriately.3.Manages the sale of surplus assets in the surplus warehouse and special equipment sales for departments.4.Advise and assist departments with inventory issues.  Provides departments with 

equipment transfers and equipment sale documentation for principal investigators transferring to other institutions.5.Coordinates with Information Resources to maintain the system and data integrity of the Asset Management 

system.6.Prescribes changes to the Asset Management system to improve performance and functionality.7.Manages the maintenance and records retention schedule in accordance with the Texas State Library and Archive 

Commission.8.Manages the receiving, storing and purging of records as defined in the approved Records Retention Schedule.9.Assists with the preparation of special reports and audit inquiries Report of University assets to the State Property 

Accounting System.10.Assists with the reconciliation of University assets to Accounting's general ledger and the State Property Accounting system annually.11.Responds to audit requests from Internal Audit, state and federal 

auditors.12.Represents the University in the State Property Accounting User Group to advise on State policy, rule and regulation changes as they relate to asset accounting controls.13.Remains current on all rules, regulations, and laws as they 

relate to assets and controls for the institution.14.Ensures asset reporting and disposal activities are in compliance with the Handbook of Operation Procedures of the University, UT System Rules and Regulation of the Board of Regents, state 

and federal laws.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR AUXILIARY SERVICES OPERATIONS 9017 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks independently to manage and 

coordinate operational and systems infrastructure of Auxiliary Enterprises. Participates in the development and implementation of departmental policies and procedures. Prepares operational analyses and reports and audits current 

procedures to monitor and improve efficiency of operations. Normally oversees multiple lines of business and/or multiple service functions within a line of business.Experience and EducationBachelor's degree in business administration or 

other related field, or equivalent experience and five (5) years experience in Operations including three (3) years in supervisory capacity.Job DutiesOversees the daily operations of Auxiliary Enterprises and its various components, ensuring 

compliance with university, local, state, and federal policies and regulations. Collaborates, monitors, manages and oversees the creation of the department's operational processes, procedure, policies, forms, and workflows, including but not 

limited to: performance Improvements initiatives, orienting and training staff on specific processes and service standards, and ensuring staff has the tools and resources necessary to perform assigned tasks.Oversees the supervision of 

personnel, which includes work allocation, training, and problem resolution; evaluates performance and makes recommendations for personnel actions; motivates employees to achieve peak productivity and performance.Plans and 

implements capital improvement projects to ensure upkeep and enhancement of existing facilities and business systems. Participates in and coordinates the design and implementation of data collection and analysis systems for the 

department to include computer, and/or network systems, applications programs, and administrative procedures. Reviews and interprets financial and operating information, as appropriate; coordinates and develops periodic operating 

analyses, and prepares financial/business reports for Director; may participate in the preparation of contract proposals, and other reports provided by the department. Provides advice and assistance to senior management in the planning, 

implementation, and evaluation of modifications to existing operations, systems, and procedures. Represents the department at various business meetings; promotes existing and new programs and/or policies. Oversees the supervision of one 

or more specified operating and/or service activities within the department, as appropriate. Helps develop annual operating budgets and provides fiscal direction to the department. Performs miscellaneous job-related duties as assigned. 

Knowledge, Skills & AbilitiesAbility to communicate clearly and effectively, both orally and in writing.Ability to deal courteously and diplomatically with the general public.Ability to select, develop, organize, motivate and effectively utilize 

staff.Ability to utilize Microsoft Office applications.Working ConditionsWork is performed primarily in a general office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR BILLING OPERATIONS 1942 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or equivalent and eleven (11) years experience in physician practice plan, healthcare, or medical insurance environment to include three (3) years supervisory experience and previous exposure to hospital or physician billing.  Bachelor's degree 

and certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered Records Administrator (RRA) preferred.    Job Duties  Directs and manages daily operation of departmental billing office to ensure all charges are 

processed and billed accurately and in a timely manner.      Analyzes recommends, and implements policies and procedures as needed to maximize reimbursement for all services rendered in compliance with established third party guidelines.      

Designs and compiles periodic financial reports for management to include analysis of revenue and medical service activity.       Establishes, maintains, reviews and implements fee schedules and strategic business plans which promote 

competitiveness with community physicians and provide maximum return to department.      Coordinates billing and collection efforts with UTSHS, affiliated institutions, all other third party payers, and other clinical departments.      Acquires 

and maintains thorough knowledge of Federal and State Legislative and Administrative action affecting physician reimbursement; disseminates acquired knowledge to faculty.      Delineates auditing and billing policies and procedures to ensure 

maximization of revenue for department.       Develops billing policies and procedures for new technology and services.       Develops standardized forms and procedures according to subspecialty to facilitate billings.       Assists in computation 

and compilation of annual department budget and incentive data.       Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-

subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.  Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members 

of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; 

disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR BILLING OPS U1942 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or equivalent.  Bachelor's degree preferred. Min of ten (10) years hospital billing/ops to incl fed, state, third party payors, research & transplant.   Must have min of three (3) years of progressive supv/mgmt exp with extensive knowledge of 

Patient Financial systems & processes including the Healthcare revenue cycle, coding & billing compliance.  Proven record of identifying PI opportunities. Requires strong negotiating, analytical & organizational skills as well as the ability to be 

flexible with changing needs & deadlines; the ability to interact & communicate both verbally & in writing with all levels of associates, mgmt & patients.  Job Duties  Demonstrate continuous performance improvement in targeted areas of 

responsibility in alignment with the overall annual Hospital performance improvement targets. a) Manages daily operation of all Hospital Billing to ensure all charges are processed & billed in a timely manner to include Fed., State, & Third 

Party Payors. (Billing & Collections of all Fed./ State Payors i.e. Medicate/Medicaid. Responsible for daily exporting of claims from Billing sys to claim editor. Daily reconciliation between systems. b) Manages research and client billing and 

collections. Maintaining appropriate fee schedules. c) Manages billing/collection of Solid Organ & BMT srvcs to include acquisition, pre/post transplant. Manages Special Billing protocols to incl. package plans, self pay, intl. patient billing, 

purchased srvcs, workers comp & occupational billing, & other clinical depts, etc. Maintains appropriate fee schedules. Meets or exceeds financial goals & objectives of the department.        Manages & monitors the quality & quantity of work & 

service provided by team to ensure team meets production, billing & cash goals set for the department. Ensures system work lists & settings are providing the best work source for staff. Works with staff identifying payor reimbursement 

issues. Assist in perf. analysis to determine root causes (payor or hospital), for payment variance issues & resolution.  Analyzes, recommends, & implements policies & procedures as needed to maximize reimbursement for services rendered in 

compliance with established government & third party guidelines. Close collaboration with HIM/Coding Audit & Denial teams.     Acquires and maintains thorough knowledge of Federal & State Legislative & Administrative action affecting 

reimbursement; disseminates acquired knowledge to leadership. "Risk Reporting" monthly as outlined by Office of Compliance.     Audits posting of payments for purchased services, client & research billing.  Coordinates all workflow issues & 

account concerns with PFS leadership.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR BILLLING - PATIENT ASSISTANCE OFFICE 1999 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and seven (7) years experience in physician practice plan or medical facility, healthcare, or medical insurance environment to include three (3) years supervisory experience and previous exposure to hospital or physician billing.  

Bachelor's degree and professional or hospital billing or customer service experience preferred. Job Duties  1.  Reviews details of hospital and professional billing to ensure all charges are processed and billed accurately and in timely manner.2.  

Understands policies and procedures pertaining to maximization of reimbursement for all services rendered in compliance with established third party guidelines.3.  Designs and compiles financial reports for management to include analysis of 

revenue and medical service activity.  Reports on trends.4.  Coordinates review of billing and collection efforts with MSP, University Hospitals, all third party payers, and clinical departments.5.  Analyzes issues pertaining to self-pay collections 

and customer service processes and procedures.6.  Completes root cause analysis for review with appropriate manager(s) in an effort to improve services and/or processes.7.  Upon determination of resolutions that impact statements, 

communicates with appropriate billing area to facilitate adjustments, reimbursements, corrections, etc.8.  Works with Associate Director to recommend billing compliant resolutions.  Monitors and reports on outstanding account issues.9.  

Acquires and maintains thorough knowledge of Federal and State Legislative and Administrative action affecting physician reimbursement.10.  Understands auditing and billing policies and procedures to ensure maximization of revenue for 

departments and hospitals.11.  Interacts with MSP and PFS Managers, Supervisors and Staff, Department billing office staff and management, University Risk Management, Legal and Compliance Staff.12.  Duties include speaking with patients 

regarding their billing complaints.  Addresses issues that can be handled on the spot and explains the Institution¿s process for investigating concerns.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR BIOMED - UH U9448 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Manager, Biomed is the primary 

administrative contact between other departments and the Biomedical Engineering Department. This position develops, directs, organizes and manages overall operations and distribution of resources (staffing, budgets, and outside vendor 

services) of the biomedical engineering equipment support services program.Experience and EducationTen or more years' experience in the biomedical/imaging service industry, at least six of which must be in a supervisory or managerial 

capacity. An equivalent combination of education and experience may be substituted.Bachelor of Science degree in electrical, biomedical, or clinical engineering, with documented attendance at two or more manufacturer service schools or 

management seminars. An equivalent combination of education and experience may be substituted.AAMI/ACI Certified Healthcare Technology Manager (CHTM) is required. Current employees must obtain certification within two (2) years of 

job description effective date (July 2023).Job DutiesInforms hospital and other entity management staff of operational and financial aspects of the biomedical engineering department services performed at their sites.Determine proper staffing 

levels to provide equipment support services at assigned accounts; distribute personnel based on preventive and corrective maintenance workloads.Review productivity and efficiency work data for all staff and identify areas where 

improvements can be made to maximize resources.Meet regularly with department site supervisors/team leaders to review previous work completion data, future scheduled work assignments, quality assurance issues, new equipment 

inspections, and any other projects or equipment support needs.Work with department site supervisors/team leaders and clinical engineers on projects related to new equipment acquisition, installation, renovation, modification, or removal. 

May directly oversee the progress and status of such projects.Monitors all service contracts covering patient-related equipment.Determine training needs for staff technicians and engineers and recommend/implement arrangements as needed 

to obtain necessary training, test equipment, and tools needed to expand the areas of technical services provided by the department.Ensure that work request from equipment users and end users are responded to within established 

timeframes.Understand and comply with all Joint Commission and other applicable standards and regulations.Develops strategic planning and goals and communicates vision and direction for department and strategy for achieving these 

goals. Develops standards for and ensures maintenance of departmental records. Supervises and guides departmental staff through direct supervision, setting individual performance goals, clarification of responsibilities, identification of 

continuing educational needs and regular communication. Manages Human Resource function of department to ensure University Hospital Human Resource policy and procedures.Develops and maintains management information reports 

that monitor inventory levels and usage in an interactive manner. Prepares ongoing reports such as temperature monitoring and asset tracking and department status reports for executive staff. Develops and monitors workload and quality 

indicators for all Biomed functions. Develops, monitors, and justifies Biomed departmental operating and capital budgets.Processes medical device recalls as appropriate.Performs other related duties as assigned or requested.Knowledge, Skills 

& AbilitiesSkill in oral and written communication skills.Ability to be able to meet and deal effectively with people.Ability to be alert and able to concentrate on many different items.Ability to establish and maintain a professional relationship 

with physicians, supervisors, and other hospital staff.Ability to read and understand medical terminology.Ability to work productively under stressful situations.Visual acuity to read information from computer screens, forms and other printed 

materials and information.Able to speak (enunciate) clearly in conversation and general communication.Hearing ability for verbal communication/conversation/responses via telephone, telephone systems, and face-to-face interactions.Manual 

dexterity for typing, writing, standing, and reaching, flexibility, body movement for bending, crouching, walking, kneeling and prolonged sitting.Able to lift and move objects and equipment up to 25 lbs.The following is the acronym, "PACT", 

and is fundamental to all clinical positions at UT Southwestern Medical Center:P-Problem Solving: To achieve excellence in patient care and service, all employees are expected to take ownership in solving problems effectively, efficiently and to 

the satisfaction of the patient.A-Ability, Attitude and Accountability: In keeping with a professional healthcare environment, all employees are expected to have the ability to perform their jobs and to appear and conduct themselves in a 

professional and positive manner.C-Communications and Compassion: It is our goal that all our communications are clear, courteous, timely, and delivered with compassion, respect and appropriate confidentiality.T-Teamwork: In our medical 

environment, our patients regard every employee they encounter as a member of the Southwestern Medical Center team. Our goal is to individually work hard to contribute to our team, support our co-workers, and to achieve not only 

excellent patient care and service, but also a satisfying, caring environment for each other.Working ConditionsWork is indoors and sedentary and is subject to schedule changes and/or variable work hours. There are no harmful environmental 

conditions present for this job.The noise level in this work environment is usually moderate.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

MGR BUDGET 2013 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business and 5+ years directly related exp. in a mid to large size corporation. MBA degree preferred.  Two (2) years in a supervisory or lead capacity preferred. Knowledge of Hyperion and PeopleSoft systems required. Job Duties  Develop and 

implement an effective action plan to improve performance in the department in general and particularly for the development of budgets for different fund groups.      Meets or exceeds financial goals and objectives of the department.        

Coordinate with management teams throughout the organization to develop annual budget.  Develop and enhance budgeting and reporting tools.  Coordinates activities & the documentation of the budget process.  Develops forecasts and 

projections for review. Prepares schedules, reports, graphs, charts, etc.  Ensure notification and publication deadlines are met. Prepares final budget documents for distribution.  Implement systems or procedures to  capture MSRDP, Service 

and auxiliary financial/statistical data for developing operating budget for the university.  Prepare budget to actual variance analysis, and other ad hoc management reports.  Analyze and develop key benchmarking indicators for forecasting 

and developing clinical practice revenue and expense projections. Assist clinical departments to prepare their MSRDP budget and help meet budgetary goals. Develop practice plan budget presentation for senior management which will include 

projections with support documents.       Serve as a liaison between University Budget Office and the Clinical departments, Service and Auxiliary department staff.  This includes research, analysis, forecasting, and/or training. Maintain and 

update department specific documents.     Prepare and analyze financial information on a regular an ad hoc basis for internal and external reporting, i.e., UT System, UT Board of Regents, LBB, etc.      Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR BUDGET U2013 T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  3 - 5 years hospital 

finance experience; Strong evidence of excellent communication skills - translating financial into operational data for clinicians.Bachelors Degree required.

Masters degree and five (5) years accounting and five (5) years finance and supervisory experience in healthcare preferred. Hyperion, budget development for a large organization and strong analytical, Excel and Access skills required. Job Duties  

1. Coordinate with management teams throughout the organization to develop annual budget.  Develop and enhance budgeting and reporting tools. Coordinates activities and the documentation of the budget process.  Develops forecasts and 

projections for review.  Prepares schedules, reports, graphs, charts, etc.  Ensure notification and publication deadlines are met. Prepares final budget documents for distribution.2. Responsible for assisting in training of Hospital staff on budget 

processes within Hyperion. Maintains data within Hyperion and updates as necessary. Coordinate with Hyperion team and Controller to ensure system is updated properly and enhancements made or recommended as needed.3.  Implement 

systems or procedures to  capture financial/statistical data.  Generate the productivity reports for publication.  Analyze hospital key volume indicators in various weekly/monthly reports.   Analyze actual to target trends in productivity for 

management.  Provide month-end reports to accounting for accruals.4.  Responsible for maintaining the Book budget and operational adjustments and work with the CFO, Controller and Academic departments to maintain accuracy on entries 

to Book.5.  Serve as a liaison between hospital staff and the Finance Department.  This includes research, general ad-hoc analysis, or training.  Maintain and update department specific documents.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR BUSINESS CONTINUITY 9853 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree in 

related field and eight (8) years related experience with at least one (1) year in supervisory capacity.    Job Duties  Researches and stays abreast of all major threats that could impact UT Southwestern Medical Center's (UTSW) business activities 

including mergers/acquisitions, earthquakes, and changes in economic conditions; performs periodic business impact analyses (BIAs) which examine the major risks to UTSW's ability to perform its mission (floods, bomb explosions, fires, 

tornados are examples of such risks).  Prepares budgets, cost/benefit analyses, and other financial evaluations of the currently available business continuity planning options; evaluates commercially-available business continuity planning tools, 

such as those that run on a desktop computer, and makes recommendations about the packages that would best support UTSW's business continuity planning efforts.   Assists with the development and refinement of conceptual and 

organizational structures (such as response team structures important to the Emergency Operations Plan) which help to ensure that UTSW is prepared for various threat events.     Individually and through the Business Continuity staff, assists 

the business units in developing and maintaining up-to-date and practical business continuity plans which assist UTSW in quickly restoring operations after an emergency or a disaster that affects centralized multi-departmental business 

resources; develops, implements, and refines management decision-making processes that facilitate a rapid and appropriate response to business emergencies and disasters ¿A problem escalation process would be an example of this type of 

decision-making processá.With the individual business unit staff, plans and conducts departmental recovery plan exercises.       Develops methodologies and instructional material that assist UTSW workers in preparing their own business 

continuity plans to deal with decentralized or single department business resources, such as a medical clinic; provides expert technical assistance related to business continuity planning to departments throughout UTSW who are preparing, 

testing, and updating their own business continuity plans for decentralized or single department business resources.  Reviews the business continuity plans developed by departments and other organizational units to ensure that they meet 

UTSW standards, and also to ensure that they have integrated all applicable UTSW business continuity planning practices; compiles status information reflecting the completeness, accuracy, effectiveness, efficiency, and currency of business 

continuity plans at UTSW, and then periodically communicates this information to management; plans, supervises, participates in, and reports to management on the success of business continuity plan drills.Assists with the establishment of 

practical and integrated organization-wide business continuity plans which combine information systems recovery plans with business continuity plans.      Develops customized damage assessment and reporting methods to be used after a 

business emergency or disaster, and periodically performs "post mortems" to determine the degree to which these methods are accurate and useful; assists with major business loss event related insurance claim investigations that are 

necessary in order for UTSW to receive the proceeds from insurance policies.   Attends several conferences or training seminars per year to become acquainted with the latest tools, techniques, and best practices for business continuity 

planning.      Coordinates business continuity planning efforts with all major UTSW divisions, including hospitals; coordinates and develops emergency response plans within UT Southwestern, and participates in local and state emergency 

planning operations to the extent required by state statutes and directives and local contractual arrangements.   Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR BUSINESS DEVELOPMENT TECHNOLOGY DEVELOPMENT 9195 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Hospital Administration, or related field; minimum of seven (7) years' experience in a technology transfer office. An advanced degree in science or business is a distinct advantage.  Proficiency with Microsoft Office 

Suite is required and experience with Adobe Creative Cloud Suite is preferred. Job Duties  1.Leverage market research acquired internally to identify market opportunities to gain competitive advantage and develop specific industry outreach 

initiatives. Market opportunities in this context means potential licensees of UTSW technology, potential corporate sponsors of UTSW Research or Product Development, and potential investors in UTSW technology.2.Identify potential 

licensees in industry or non-profit organizations upon receipt of an intellectual property disclosure or confidential discussion with faculty and coordinate such efforts with the molecular or device Directors of Biomedical Product 

Development.3.Coordinate with the Technology Analyst and Director of Technology Commercialization to manage the inflow of technologies by prioritizing projects for business development efforts.4.Initiate outreach to potential corporate 

industry research or product development partners with technology opportunities at UT Southwestern and coordinate such efforts with the Managers of Cooperative Research.5.Develop, in conjunction with UTSW Marketing and 

Communications staff, a strong core communications infrastructure that works effectively with the Office for Technology Development.6.Collaborate with the UTSW Communications Department to identify newsworthy stories in the 

commercialization and venture aspects of research and product development.7.Collaborate with the Office for Technology Development staff to identify on-campus departments or faculty that are interested in learning of the services that the 

Office for Technology Development provides to UT Southwestern faculty, students, trainees, post-doctoral fellows, and staff.8.Maintain awareness of the latest methods and models of industry and academic partnering.9.Coordinate and 

execute on-campus events hosted by the Office for Technology Development.10.Prepare and present various presentations and informational material used in industry outreach efforts.11.Maintain and track business development data in the 

departmental database for reporting purposes.12.Manage the Business Development Specialist and review their work, as well as complete annual reviews of the Business Development Specialist.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR CAMPUS ACTIVITIES 3413 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree in 

sports management, recreation, physical education or college student personnel with four years of proven experience in administering intramural and special event programs in college recreational setting, understanding of programming and 

scheduling for leagues and tournaments.  Background in sports officiating and training sports officials.  Certification as (or eligibility to obtain) National Intramural Recreational Sports Specialist (CRSS) required. Job Duties  1.Supervises the work 

of subordinates.  Responsible for establishing job standards for staff and effectively evaluating staff.2.Develops, plans, organizes and implements program and services that delivers quality and diverse extra-curricular activities.3.Assists Director 

on various reports and projects such as inventory, large scale student special events, facility operations and maintenance etc.4.Relieves Director of wide variety of internal duties and large volume of decisions which require thorough 

understanding of the functions, programs, and policies of the Student Center.5.Completes and coordinates complex projects and reports, which may require significant contact with other departments and outside organization. Examples: 

facilities, membership access control, student staff access, committee assignments at the national level through NIRSA: Leaders of Collegiate Recreation. Responsible for design, execution, and effectiveness of system of internal controls 

including: assurance that operations are effective and efficient, assets (fitness and recreation equipment) are safeguarded, and financial information is reliable.6.Manages, hires, trains and supervises fitness classes and related 

programs.7.Coordinates media materials, branding, and advertising initiatives to efficiently promote student activities. Provide leadership for updating Student Activities publications and policies, i.e. Student Activities Handbook and Student 

Activities website.8.Budgets, plans, organizes and evaluates various team and dual sports activities in the Intramural Sports program for students, faculty and staff.9.Manages the overall program operation in the absence of the Director.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CANCER GENETICS U1546 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree 

from board accredited program in genetics, four (4) years directly related experience in clinical cancer genetics, certification as a Certified Genetic Counselor from the National Society of Genetic Counselors.   Job Duties  Responsible for directing 

the clinical cancer genetics program, inc luding interviewing, training and monitoring the work performance o f the genetic counselors.      Oversees and/or teaches others knowledge and skills that are specia lized and necessary to perform 

techniques and routines in area of s pecialty.      Provides operational management of genetic counseling services. Assesses, monitors, and evaluates systems for delivery of genetic counseling services. Assists in development of genetic 

counseling standards of practice and personnel performance.    Supervises genetic counselors and provides general oversight to other staff (e.g., clerical, clinical). Facilitates teamwork through planned group processes, i.e. workshops, seminars, 

and staff meetings.     May provide direct genetic counseling services.        Consult regularly with physicians, nursing staff, therapy, and dietitians regarding patient concerns and/or problems and possible recommendations.      Maintain a 

routinely updated list of community outreach activities for clinical cancer genetics.       Coordinate clinical cancer genetics staffing needs and scheduling for contracted facilities.       Develop, implement and review policies and procedures for the 

genetic counseling department. Collect, evaluate and report statistics for monthly reports.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MGR CARE COORDINATION U1181 Y P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationFive (5) years RN acute 

care hospital Case Management/Care Coordination experience, OR Five (5) years Social Work acute care Case Management/Care Coordination hospital experience, with three (3) years leadership experience preferred.Bachelor's or Master's 

degree from an accredited school of Nursing or Social Work program.Current Texas (or BNE Compact State) RN or Social Worker license; CCM or ACM certification preferredJob Duties1. Provides leadership in the development of 

processes/systems specifically for the following: coordination and supervision of work of professional social workers and care coordinators, planning, managing and evaluating care with patients and families, continuum of care planning with 

patients and families, and management of length of stay in coordination with care provider team.2. Functions as a liaison with senior management to develop policies, procedures and organization of continuous performance improvement 

activities of the care coordination team. Coordinates and acts as a liaison for community resources. Assists team in negotiation of financial, medical and other human service programs for patients and families.3. Assists in developing 

philosophy, goals and objectives for the department. Identifies and resolves barriers for implementation of such. Provides education and expert role modeling to social workers in clinical areas of expertise. Develops, implements and manages 

comprehensive orientation, in-service and training programs for social work to support the organizational objectives and in conjunction with the changes in the profession and other regulatory changes.4. Advises care coordination team and 

social work personnel with respect to resolution of unusual or complex psychosocial problems.5. Meets or exceeds financial goals and objectives of the department. Incorporates budget planning, monitoring, and evaluating individual cost 

center. Manages the fiscal operation of the unit/department to ensure utilization of staff and resources are being met in an efficient and cost effective manner.**Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CASE HH381 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe RN Case Manager for Home Health 

provides nursing care in accordance with the client's plan of care, and includes comprehensive health and psycho-social evaluation, monitoring of client's condition, health promotion and prevention, coordination of services, teaching and 

training activities and provision of direct nursing care and other duties as deemed necessary.Experience and EducationGraduate of accredited nursing program; BSN preferred. Current licensure as Register Nurse by Board of Nurse Examiners for 

the State of Texas (or BNE Compact State). Valid Texas driver's license, proof of driver's insurance and Basic Life Support (BLS) certification (accredited course by the American Heart Association (AHA) or American Red Cross (ARC) required. Two 

(2) years RN experience with one (1) year experience with adult IV expertise required. Other RN experience including high tech and home health expertise preferred. Basic computer skills and knowledge; prefer knowledge of InterQual and TMF 

care criteria.Job DutiesProvides direct nursing care, including patient observation and delivery of prescribed treatments. Conducts initial and ongoing comprehensive assessments of home health patient needs, including OASIS assessments at 

appropriate time points.Evaluates outcomes of patient care and identifies discharge planning needs. Consults with other disciplines as required. Adjusts nursing care processes as necessary.Maintains patient records and charts to ensure 

accurate record of treatment, including med profile, care plan, communication notes, etc.Provides instructions to patients/families for use of products and services utilizing nursing process to address learning needs.Prepares, administers, 

monitors, and discontinues IV fluids. Accesses IV delivery system (ie. peripheral IV start, implant cath, broviac, etc.).Administers medications and treatments as prescribed by the physician.Performs phlebotomy, laboratory specimen collection 

and point of care testing.Responsible for overall delivery of quality patient care that meets or exceeds established standards and provides assistance in activities to meet state and/or federal regulatory guidelines.Maintains safe, comfortable, 

and therapeutic environment for patients/families in accordance with established standards.Participates in Continuous Quality Improvement (CQI) Program.Provides supervisory visits for Home Health Aides and LVNs as required by state and 

federal regulations.Responsible for participating in on-call rotation and emergency call according to agency policy.Performs other duties as assigned.Knowledge, Skills & AbilitiesResponsible for overall delivery of quality patient care that meets 

or exceeds established standards and provides assistance in activities to meet state and/or federal regulatory guidelines.Maintains safe, comfortable, and therapeutic environment for patients/families in accordance with established 

standards.Working ConditionsExposure to dust/dirt/fumes, exposure to disease, move and position patients, bending or reaching, driving a vehicle, more than average exposure to variable weather and road conditions, walking, annual physical 

examination, lifting over 50 pounds, available to work all shifts.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR CENTRAL STERILE U5011 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree 

preferred. Must be able to read, write, speak, and understand English. Three (3) years or greater experience in Sterile Processing Management and Five (5) years working with inventory and central sterile processing functions is required, to 

include endoscope reprocessing. Technician Certification thru CBSPD (Certification Board for Sterile Processing and Distribution) or IASCHMM (International Association of Healthcare Central Service Material Management) required. 

Certification as a Certified Flexible Endoscope Reprocessor (CFER) or Certified Endoscope Reprocesor (CER) are required within 90 days of hire. Additional certifications or licenses preferredJob DutiesSupervises and evaluates unit operations and 

functions and provision of services provided by personnel assigned to unit. Facilitates compliance by personnel assigned to unit to all policies and procedures, PACT, TJC standards, OSHA standards, and AAMI standards.Interviews and provides 

input regarding hiring of all personnel for unit. Provides immediate counseling and constructive criticism and disciplinary interventions of personnel in private setting and in manner that is positive and respectful. Follows-up with accurate and 

timely reports to Director of Sterile Processing.Conducts daily and/or shift by shift review of unit assignments, scheduling and staffing plans to ensure adequate coverage of unit and adherence to policies, procedures, and productivity targets. 

Revises unit assignments, schedules, and plans as necessary. Utilizes staffing patterns and guidelines to foster most cost effective option for providing adequate coverage for unit.Generates and/or supervises generation, implementation and 

evaluation of occurrence reports and performance improvement activities as appropriate. Provides appropriate and timely follow-up and monitors occurrence reports and performance improvement activities and submits them to Director of 

Sterile Processing.Assists in the completion of all annual performance evaluations and orientation evaluations of personnel assigned to unit.Communicates effectively with all hospital personnel and industry representatives. Participates in 

identification and resolution of complaints regarding unit. Reports complaints and interventions to Director of Sterile Processing to allow adequate follow-up.Assist with the human, fiscal, clinical, operational and quality management of 

department.Seeks opportunities to teach, mentor, promote professional growth of personnel assigned to unit. Collaborates with Clinical Educator to assist in meeting educational needs of personnel assigned to unit.Conducts staff and 

committee meetings and special projects such as educational, research and recruitment activities. Participates in routine interdisciplinary and special care conferences.Performs other duties as assigned.Knowledge, Skills & AbilitiesBroad 

knowledge base regarding medical/surgical instruments and equipment.Communicate in a manner that promotes efficiency, courtesy, and cooperation. Utilize proper telephone etiquette and speak clearly. Convey a feeling of helpfulness and 

repeat the caller's message to ensure proper communication. Give complete attention to the caller and hang up last.Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects. Must be 

able to lift 20 pounds, heavy boxes, and instrument sets. Demonstrate willingness to respond to all reasonable requests from supervisor in an appropriate and timely manner.Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CHAPLAIN SERVICES U2904 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationThree (3) years 

healthcare chaplaincy with two (2) years management experience preferred. Preferred five (5) years healthcare chaplaincy.Degree in Ministry or related field, four (4) units Clinical Pastoral Education (CPE). Preferred Master of Divinity, Theology, 

or Theological Studies.Certification through Board of Education Approved Organization preferred.Job Duties1. Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital 

performance improvement targets.2. Meets or exceeds financial goals and objectives of the department.3. Provides spiritual support appropriate to spiritual, developmental, emotional, psychological needs of patients, family members, staff. 

Assists Director as s/he hires, evaluates, supervises full-time and part-time departmental chaplains, administrative staff, volunteers. Maintains adequate, qualified staffing levels to provide desired pastoral, spiritual services. Manages 

departmental scheduling and triage of need. Works with Director in meeting targets and metrics incuding budget. 4. Manages compliance of departmental policies. Collaborates with other departments, agencies to maintain compliance 

regulatory standards. Assists with coordination of Medical Ethics Committee. Serves as educational resource, advocate on spiritual, ethical concerns for patients, family members, students and staff. Coordinates ethics consultation sessions 

when needed.5. Develops and provides education for intra- and inter-departmental staff on bereavement, Advance Directives, Pastoral and Spiritual Care, Ethics, Patient Rights, and related concerns. Maintains liaison relationship with 

community organizations and service agencies. Serves as resource to promote hospital objectives, community education, and multi-faith collaboration for patient care. Participates in continuing education, professional supervision, retreats, 

and active membership in Board of Education approved certification organization.      6. Partners with Director in current trends in pastoral healthcare and updates of department policies and professional practice to provide appropriate and 

innovative methods of providing care. Prepares timely and accurate progress reports, statistical data, performance improvement, and projects which support department and hospital goals. Performs other duties as assigned.                                              

**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CHEMICAL SAFETY 6624 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

manage, oversee, develop, and monitor chemical safety programs.Experience and EducationBachelor's degree in basic or applied science, engineering, safety, industrial hygiene or related field required and five (5) years of directly related safety 

experience.Job DutiesManagement, development, planning, and continuous evaluation of a comprehensive chemical safety program campus-wide, including research laboratories, hospital, and clinics. Prepares various types of reports and 

metrics to demonstrate activity and progress.Supervision of Chemical Safety personnel, which includes task assessment, validation of internal procedures/controls, problem resolution, training, professional development, mentoring, 

counseling, and performance evaluations. Manages hiring activities including interviewing and candidate selection.Performs and facilitates risk assessment and survey process, including industrial hygiene-related work, in support of exposure 

assessments, research/procedures involving hazardous chemicals, pharmaceuticals, and controlled substances. Evaluates existing buildings and new construction plans/projects to identify chemical safety deficiencies, takes corrective actions or 

works with personnel to have findings remediated.Serves an integral role with the Chemical Safety Committee (CSC) to include coordinating with faculty and staff regarding submitted chemical registrations; review required disposition letters 

and other documentation to faculty and personnel; works with other research committee coordinators; leads bimonthly CSC meetings.Provide advanced professional knowledge and expertise in the realm of industrial hygiene, chemical safety, 

and hazardous materials management. Leads or participates in the response to accidents, emergencies, incidents, or indoor air quality issues. Participates in and/or leads in the conduct of accident/incident investigations.Review and 

incorporation of health and safety standards as promulgated by all regulating agencies. Remains current on rules and regulations to conclude appropriate decisions relative to chemical safety; summarizes changes.Develops, delivers, tracks, and 

reports on safety training with an emphasis on chemical safety, hazardous materials, laboratory safety, and industrial hygiene content. Maintains required records and documentation including, but not limited to, training, permits, 

emergencies, after-action follow-ups, surveys, and assessments.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent verbal, written, and interpersonal communication skills.Work requires ability to read, write, 

analyze data, develop plans and procedures, and coordinate resources to accomplish goals.Work requires responsibility for review, recommendation, development, and implementation of policies.Work requires telephone and personal contact 

with all levels of internal and external personnel and organizations. Work requires excellent organizational skills and attention to detail.Work requires excellent administrative skills.Must be proficient in Microsoft Office Suite and be able to use 

computer database.Ability to collaborate effectively with personnel in diverse positions.Must have advanced knowledge of chemical hazards in the laboratory environment.Must be familiar with applicable laboratory safety regulations and 

guidelines.Working ConditionsWork is performed primarily indoors and outdoors. May require local travel (less than 20%). Working conditions involve exposure to hazardous equipment or materials. Response to emergencies or handling of 

hazardous materials may necessitate the ability to wear a respirator. This job is designated as essential. Personnel are expected to report to work, as required outside of set work schedule, in the event of an emergency to sustain institutional 

services and/or protect assets.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status.

MGR CLIN INFORMC U3136 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationFive or more 

years of clinical experience.  Five or more years of Epic EHR experience and/or certification or proficiency in Epic Inpatient, Ambulatory, OpTime and/or ASAP modules. Two or more years of healthcare management experienceMaster's Degree in 

Nursing, Nursing Informatics or Healthcare Business (MBA or MHA) preferred.RN License required. One or more of the following certifications: Project Management, HIMSS, ANCC (informatics), AONL, Green Belt, Black Belt or Lean Six-Sigma 

certification preferred.Job Duties1. Identifies, evaluates and proposes new informatics opportunities and uses of data/information across the organization to meet clinical requirements.2. Take leadership in developing team/program goals and 

objectives for high impact EMR transformation in key areas.3. Work collaboratively with leadership at prioritizing changes that will meaningfully improve patient safety and interdisciplinary clinical communication both during hospitalization 

and at transitions of care.4. Improve functionality of the EMR for communicating with patients about their hospitalization.5. Oversee the introduction, validation and implementation of clinical information systems with key stakeholders, and 

identifies support systems and pathways which will integrate these systems into the continuum of clinical practice; serves as the primary facilitator of the process for development, revision, optimization and prioritization.Knowledge, Skills & 

AbilitiesWorking ConditionsUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLIN OPS U9130 Y T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationExperience: Minimum of 

Five (5) years progressive experience in healthcare related field or participation in UT Southwestern post graduate Administrative Fellowship Program. Education/Cert: Bachelor's degree in Business Administration, Health Care Administration, 

or directly related field required (Masters preferred).Job DutiesProvide leadership, direction, monitoring and oversight for Quality, Compliance, Improvement and Safety within the clinical settingProvides input into the capital budget process 

for optimal stewardship of resources and prioritization of needs for the ambulatory settingProvides assistance to the senior institutional leadership in the monitoring and management of relevant budgets. Leads and promotes staff 

engagement in decision-making using the Shared Governance model**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to provide prior knowledge and experience with Microsoft Office 

applicationsWork requires ability to provide excellent critical thinking, and problem solving skillsWork requires ability to manage time and stress effectively, and adapt to unpredictable situations.Work requires ability to communicate 

effectively with all employees, leaders and executives.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLIN PASTORAL EDU U5472 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks collaboratively with the 

department to equip Clinical Pastoral Education students to fulfill the necessary requirements for ACPE units for their development in the field of chaplaincy. The Manager, Clinical Pastoral Education will work to manage all aspects of student's 

integration into the vision of the Spiritual Care department and the larger institution. MINIMUM QUALIFICATIONSMaster's Degree in Divinity/Theology or EquivalencyFive (5) years' Pastoral Care experienceOrdination or Ecclesiastical 

endorsement. Certified Supervisor by the Association for Clinical Pastoral Education (ACPE).ESSENTIAL FUNCTIONSJob Duties: Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall 

annual Hospital performance improvement targets.Meets or exceeds financial goals and objectives of the department.Comply with all standards, certifications and ethics of the Association of Clinical Pastoral Education (ACPE) for CPE Center 

maintenance. Recruit, interview and select students for Clinical Pastoral Education (CPE). Develop and maintain CPE program, curriculum and training and tailor educational opportunities to enhance clinical engagement and future institutional 

growth.Arrange professional consultations for students, counsel students concerning educational progress, and provide evaluation of students for ACPE standards in alignment with departmental standards and guidelines.Work with Spiritual 

Care department to structure clinical assignments for trainees in order to maximize educational experience. Collaborate with leadership regarding work performance of students and assess work performance in tool provided by the 

institution.Track hours of students to be in compliance with ACPE standards and institutional expectations using KRONOS or institutionally provided tools. Supervise CPE students through case conferences, didactics, interpersonal relationship 

groups, theological reflection, individual supervision and ongoing student support enhancing the student experience in the clinical setting.Work collegially with other institutional managers across hospital units to enhance educational 

opportunities and departmental presence in patient centered care. Maintain Professional Advisory Group (PAG) for CPE programming and growthResponsible for students and CPE Registrar in reporting structure. Position reports to Director of 

the department of Spiritual Care and SupportPerform other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESExcellent organizational and administrative skills.Demonstrated ability to communicate effectively orally and in writing.Excellent 

interpersonal skills.Demonstrated competence in enabling effective team collaboration between colleagues, staff, students and volunteers.Demonstrated competence in ministry to the sick and to persons of diverse religious, educational, and 

cultural backgrounds.Clarity of pastoral identity and role in a nonsectarian institutional setting.Ability to relate theology and behavioral sciences to spiritual care ministry.Demonstrated competence in teaching and supervising adult 

learners.WORKING CONDITIONSWork is performed in hospital, hospital clinic and or university campus environment. Activities include traveling significant distances and navigation of multiple buildings on ADA compliant campus. Any 

qualifications to be considered as equivalents in lieu of stated minimum will require prior approval of Vice President for Human Resources Administration or their designee.This position is security-sensitive and thereby subject to the provisions 

of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, 

or veteran status.

MGR CLIN PRAC 1905 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationMaster's degree (MBA, 

MHA or MPH) and/or equivalent combination of education and experience plus a minimum five (5) years of effective leadership experience in a healthcare environment in a large and complex organization. Experience in clinic specialty 

preferred.Job DutiesResponsible for optimization, growth, performance, safety and financial results of designated portfolio of clinics spanning multiple locations with independent management structures at each location including the strategic 

planning and management for all clinical activities of the practice. This includes oversight for the patient care and business operations of the practices. Develops an efficient and effective collaborative relationship between staff and faculty 

members, while fostering a positive working relationship. This include the development/implementation of staffing models, streamlined workflows, meaningful reward and recognition programs, opportunities for ongoing professional 

development, onboarding programs, and communication plans.Assures provider fulfillment of all obligations and responsibilities related to patient care effort, as well as assuring complete compliance with all federal and state regulations and 

laws. Works with Medical Director and Departmental leadership on programmatic development and associated key performance metrics. Arranges for appropriate call and escalation schedules as needed.Optimizes access and referral 

management activities. Establishes pathways to reduce lag times, ensure financial transparency, manage slot fill rates and meet productivity expectations. Includes template management, modeling for business plans/budget, outreach, and 

referring provider/patient communication management.Measures, reports, and optimizes patient flow to achieve quality measures and optimal patient satisfaction; Minimizes wait times and implements communication strategies to meet 

patient expectations. Streamlines handoffs to move patients through clinic efficiently. Evaluates and recommends investment in technology to increase efficiency and effectiveness.Develops training and continuing education activities based on 

individual practice needs. Conducts or arranges for regular skill development activities for practice staff. This may include assessment of clinical competencies and/or licensure/certification in coordination with Nursing Operations as well as 

business and/or general operations such as scheduling, registration, insurance verification, collections, etc.Works with practice staff to optimize all leases, equipment purchases, maintenance and vendor contracts; assists in developing 

effective systems for purchasing and maintaining practice's inventory of office and medical supplies. Establishes safeguards for effective patient confidentiality (HIPAA) and billing compliance. Implements processes to manage risk and prevent 

adverse events. Manages the requirements of federal, state, and local regulatory agencies in coordination with other health system offices. Designs internal control systems to ensure clinic processes are functioning as intended. Coordinates 

with legal, internal audit, risk management, and other UTSW experts as necessary.Maintains professional affiliations to enhance professional growth and remain current with the latest trends in healthcare; and specifically, the delivery of 

ambulatory care. Act as a liaison to health system leadership on cross-institutional initiatives affecting clinic operations.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of EPIC Resolute billing and 

Cadence Scheduling.Work requires knowledge of computers and office equipment and administrative tasks, such as maintaining budget.Work requires ability to ensure adherence to all policies and procedures of university, such as Human 

Resources policies and guidelines, accounting regulations, and internal control policies.Work requires ability to relieve supervisor of various internal administrative duties that require thorough understanding of functions, programs and policies 

of clinic.Work requires ability to coordinate and work independently.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to work with confidential information 

on daily basis.Work requires ability to balance strong business acumen with professional ethics and integrity.Work requires ability to effectively analyze complex business issues/problems and lead/influence individuals and groups in 

developing and implementing successful resolution tactics.Work requires exceptional managerial, financial and interpersonal skills.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLIN PRAC - PEDIATRICS 1902 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree 

(MBA, MHA or MPH) and/or equivalent combination of education and experience plus a minimum three (3) years of effective leadership experience in a healthcare environment in a large and complex organization.   Job Duties  Responsible for 

optimization, growth, performance and financial results of all ambulatory, hospital based clinics and satellite/regional clinic operations.      Develops an efficient and effective collaborative relationship between Children's Medical Center practice 

managers, Department of Pediatrics Medical Directors and faculty, while fostering a positive working relationship.     Works in collaboration with the Vice-Chair of Clinical Operations and the Department Manager to enact and enforce clinical 

productivity expectations that include clinic template management and session length expectations.     Monitors and reports on key clinic information data including visit stats, patient access, patient satisfaction, session numbers and length.  

Works for improvement in all key indicators.      Works with practice managers to establish effective internal controls.  Coordinates with legal and UTSW experts as necessary.       In collaboration with the department billing office, assures all 

front-end revenue cycle processes are followed to maximize revenue for the Department of Pediatrics faculty.      Develops and monitors the effective on-boarding and exiting of faculty into the departmental clinical operations.  Includes 

communications regarding credentialing to appropriate parties and appropriate process for faculty when leaving clinical/practice.     Ensures that all departmental communications regarding clinical operations are  disseminated as appropriate.       

Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR CLIN PRAC - PLASTIC SURGERY 1983 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor degree in 

Business Administration, Nursing, Health Care Administration, Allied Health, or related field; and, five (5) years responsible administrative experience in patient care environment to include two (2) years supervisory experience required. Job 

Duties  1.Supervises all staff members according to human resources policies and procedures.2.Responsible for optimization, growth, performance and financial results of the clinical and Medallion Guest Suites practices for strategic and fiscal 

planning, management and accounting for all activities regarding ambulatory and outpatient recovery services and clinical capabilities.3.Develops an efficient and effective collaborative relationship between staff and faculty members, while 

fostering a positive working relationship.4.Assures faculty fulfillment of all obligations and responsibilities in patient care, teaching and research, as well as assuring complete compliance with applicable federal and state regulations and laws; 

e.g. monitors clinician scheduling/workload and ensures it follows institutional policies of productivity, clinic cancellations, etc.; ensures appropriate program staffing.5.Measures and reports the quality of clinical outcomes and patient 

satisfaction; Evaluates and recommends investment in plastic surgery technologies; Leads and participates in planning, implementation and training of new technology or upgrades to technology.6.Conducts or arranges for regular skill 

development activities for practice staff on all aspects of financial, budget, revenue cycle management, operational, manage care and personnel management tasks.7.Provides ongoing training on fee schedule development, managed care 

contracting, appointment and staff scheduling, coding, billing and collection process, data collection, analyses and reporting requirements; conducts or arranges for regular assessment of staff performance in these areas.8.Ensures the practice 

staff optimizes all leases, equipment and supply purchases, maintains vendor contracts; oversees effective patient confidentiality (HIPAA), medical records and other data compliance activities; helps practice integrate systems and programs 

with UT Southwestern as required; provides advice on dealing with regulatory and governmental agencies.9.Works with practice staff to establish effective internal controls; coordinates with department management, legal, and UT 

Southwestern experts as necessary.10.Assists in establishing effective benchmark tools.11.Arranges appropriate call schedule.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MGR CLIN PRAC - PSYCHIATRY 1903 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree 

(MBA,MHA or MPH or Masters in a related clinical field) and /or equivalent combination of education and experience plus a minimum five (5) years of effective leadership experience in a healthcare environment in a specific field in a large and 

complex organization.  Job Duties  Ensures all clinical practice faculty and staff work are supervised according to institutional and departmental human resources policies and procedures.      Responsible for optimization, growth, performance 

and financial results of the department's practice sites; under direction of Chair and Manager, works with clinician leadership to research and develop new program proposals, business plans and solutions to operational and financial concerns.    

Responsible for strategic and fiscal planning, management and accounting for all clinical activities; responsible for annual and ad hoc budgeting for all clinical practice components at all practice locations; responsible for annual and ad hoc 

reporting for all clinical practice components; responsible for accurate representation of clinical funding (contracts and collections) in the accounting system.  Develops an efficient, effective and positive collaborative working relationship 

between staff and faculty members; assures faculty clinicians' fullfillment of all obligations and responsibilities in patient care, teaching and research as well as assuring complete compliance with applicable federal and state regulations and 

laws; e.g. monitors clinician scheduling/workload and ensures it follows institutional  policies for productivity, clinic cancellation, etc.; ensures appropriate program staffing. Measures and reports the quality of clinical outcomes and patient 

satisfaction; evaluates and recommends investment in technology; leads or participates in planning, implementation and training of new technology or upgrades to technology; participates in developing departmental website content related 

to the clinical practice.   Conducts or arranges for regular skill development activities for practice staff on all aspects of financial, budget, revenue cycle management, operational, managed care and personnel management tasks including but 

not limited to training on fee schedule development, managed care contracting, appointment and staff scheduling, coding, billing and collection processes, data collection, analysis and reporting requirements; conducts or arranges for regular 

assessment of staff performance in these areas.Assists in establishing effective benchmarking tools, policies and procedures and job aids; develops or arranges for training and continuing education activities based on individual practice needs.      

Ensures that practice staff optimize all leases, equipment and supply purchases, maintenance and vendor contracts; oversees effective patient confidentiality (HIPAA), medical records and other data compliance activities; helps practices 

integrate systems and programs with UTSW as required; provides advice on dealing with regulatory and governmental agencies.   Works with practice staff to establish effective internal controls; coordinates with department management and 

with legal and UTSW experts as necessary.      Maintains professional affiliations to enhance professional growth and remain current with the latest trends in healthcare and specifically the delivery of patient care.      Arranges appropriate call 

schedules, ensures call coverage and troubleshoots any call schedule failures or concerns; serves as departmental liaison to affiliated hospitals for psychiatry, psychology and related services; participates in program development, staffing and 

contract negotiation activities.    Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR CLIN PRGMS & INITIATIVES U5493 N T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableSUMMARYWorks under general supervision of the 

Director of Clinical Programs & Initiatives for Health System Nursing, responsible for assisting the Director in the development, coordination, and management of clinical programs in the nursing portfolio, and strategic initiatives across 

inpatient nursing.MINIMUM QUALIFICATIONSEducation/ExperienceBSN required. Five (5) years' experience as registered nurse, and two (2) years of management experience required. Current Texas (or BNE Compact State) license.ESSENTIAL 

FUNCTIONSJob Duties:Assists nursing leaders in the coordination and management of Strategic Initiatives across nursing. Facilitates review and documentation of nursing's strategic plan with focus on the integration of service line projects and 

metrics. Provides leadership of identified clinical programs in the nursing portfolio, including management of staff, program coordination, (40% allocation to the Palliative Care Program)and development of emerging programs.Provides 

leadership, direction, monitoring and oversight for Quality, Compliance, Improvement and Safety within UH Nursing portfolio. Works closely with the Magnet program leaders to provide any required support data, including monitoring of 

nurse sensitive clinical indicators, patient experience data, and nurse engagement data.Acts as a liaison with external partners for nursing-related patient experience initiatives and programsRemains current with and progressively learns 

accreditation standards relevant to the clinical programs within the portfolio.Perform other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to use spreadsheets, and databases.Work requires telephone and personal 

contact with all levels of internal and external personnel and organizations.Work requires strong verbal and written communication and interpersonal skills.Work requires ability to read, write, analyze data, develop plans and procedures, and 

coordinate resources to accomplish goals.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in 

lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 

51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, 

citizenship status, or veteran status.

MGR CLINIC 1901 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Health Care Administration, or related field and five (5) years responsible administrative experience in patient care environment to include two (2) years supervisory experience which may include nursing, business, 

and/or operations management. May consider additional years of experience in lieu of education.Job DutiesManages and supervises staff to achieve institutionally determined standards to include: Effective communication with staff, 

physicians and patients, providing feedback, goal setting, responding to patient and staff needs and mentoring and coaching staff to achieve performance improvement and monitoring work flow. Ensures adherence to policies and procedures; 

recommends and/or implements changes as necessary to maintain efficiency. Maintains high level of customer service to all internal and external customers by communicating performance standards and expectations to clinic staff. Coaches, 

mentors and develops staff, administering staff engagement and patient experience surveys and managing responses to them to optimize results. Orients and trains staff on specific clinic work processes. Organizes and directs operational 

processes including: Access to care, telephone service/response times, clinic dwell times, practice and procedure changes, insurance verification, timely submission and completeness of charges, billing compliance, cancellations/bumped 

appointments, referral tracking and follow up, registration, quality control of correspondence, scheduling and staffing to ensure excellent patient care and service and HIPAA compliance.Monitors and manages clinical processes including: 

Compliance with clinical policies and nursing practice, adherence to the National Patient Safety Goals, achievement of ACO goals, maintaining compliance with Joint Commission standards and PQRI and other clinical measures of performance. 

Ensures successful financial performance of the clinic including: Monitoring adequate controls for appointments, charges and payment functions, works with department manager to develop clinic budget, tracks performance and variance to 

budget, ensures appropriate accounting practices and procedures are followed, prepares and submits various budgetary reports, oversee purchasing and expense management, maintains point of service (POS) cash collection controls, 

collaborates with business manager and team leader to ensure successful collections efforts.Maintains patient confidentiality in accordance with university and departmental policy. Designs, executes, and maintains effective system of internal 

controls which provides reasonable assurance that operations are effective and efficient, assets are safeguarded and financial information is reliable. Ensures compliance with applicable laws, regulations, policies and procedures. Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of computers and office equipment.Work requires ability to ensure adherence to all policies and procedures of university, such as Human Resources policies and 

guidelines, accounting regulations, and internal control policies.Work requires ability to relieve supervisor of various internal administrative duties that require thorough understanding of functions, programs and policies of clinic.Work requires 

ability to coordinate and work independently.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires skill in providing positive customer service environment.Work 

requires skill in applying excellent organizational skills.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLINIC U1901 Y T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Health Care Administration, or related field and five (5) years responsible administrative experience in patient care environment to include two (2) years supervisory experience which may include nursing, business, 

and/or operations management. May consider additional years of experience in lieu of education.Job DutiesManages and supervises staff to achieve institutionally determined standards to include: Effective communication with staff, 

physicians and patients, providing feedback, goal setting, responding to patient and staff needs and mentoring and coaching staff to achieve performance improvement and monitoring work flow. Ensures adherence to policies and procedures; 

recommends and/or implements changes as necessary to maintain efficiency. Maintains high level of customer service to all internal and external customers by communicating performance standards and expectations to clinic staff. Coaches, 

mentors and develops staff, administering staff engagement and patient experience surveys and managing responses to them to optimize results. Orients and trains staff on specific clinic work processes. Organizes and directs operational 

processes including: Access to care, telephone service/response times, clinic dwell times, practice and procedure changes, insurance verification, timely submission and completeness of charges, billing compliance, cancellations/bumped 

appointments, referral tracking and follow up, registration, quality control of correspondence, scheduling and staffing to ensure excellent patient care and service and HIPAA compliance.Monitors and manages clinical processes including: 

Compliance with clinical policies and nursing practice, adherence to the National Patient Safety Goals, achievement of ACO goals, maintaining compliance with Joint Commission standards and PQRI and other clinical measures of performance. 

Ensures successful financial performance of the clinic including: Monitoring adequate controls for appointments, charges and payment functions, works with department manager to develop clinic budget, tracks performance and variance to 

budget, ensures appropriate accounting practices and procedures are followed, prepares and submits various budgetary reports, oversee purchasing and expense management, maintains point of service (POS) cash collection controls, 

collaborates with business manager and team leader to ensure successful collections efforts.Maintains patient confidentiality in accordance with university and departmental policy. Designs, executes, and maintains effective system of internal 

controls which provides reasonable assurance that operations are effective and efficient, assets are safeguarded and financial information is reliable. Ensures compliance with applicable laws, regulations, policies and procedures. Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of computers and office equipment.Work requires ability to ensure adherence to all policies and procedures of university, such as Human Resources policies and 

guidelines, accounting regulations, and internal control policies.Work requires ability to relieve supervisor of various internal administrative duties that require thorough understanding of functions, programs and policies of clinic.Work requires 

ability to coordinate and work independently.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires skill in providing positive customer service environment.Work 

requires skill in applying excellent organizational skills.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLINIC PRACTICE U1905 Y T26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMasters degree (MBA, 

MHA or MPH) and/or equivalent combination of education and experience plus a minimum three (3) yrs of effective leadership experience in a healthcare environment of a large and complex organization. Job DutiesSupervision of all staff 

members according to human resources poliices and procedures.Responsible for optimization, growth, performance and financial results of the regional clinical center operations and for strategic and fiscal planning, management and 

accounting for all activities regarding the ambulatory services clinical capabilities.Develops an efficient and effective collaborative relationship between staff and faculty members, while fostering a positive working relationship.Assures faculty 

fulfillment of all obligations and responsibilities in patient care, teaching and research, as well as assuring complete compliance with all federal and state regulations and laws.Measures and reports the quality of clinical outcomes and patient 

satisfaction; Evaluates and recommends investment in technology upgrades associated with the clinical practice specialities of OB/GYN, Orthopaedic surgery, dianostic imaging, oncology services, cardiology services and adult primary care 

(family medicine and general internal medicine).Conducts regular skill development activities for practice staff on all aspects of financial, budget, revenue, cycle management, operational, managed care and personnel management tasks. 

Assists in establishing effective benchmarking tools.Provides on-going training on fee schedule development, managed care contracting, appointment and staff scheduling, coding, billing and collection processes, data collection and analysis 

and reporting requirements.Develops training and continuing education activities based on individual practice needs. Works with practice staff to optimize all leases, equipment purchases, maintenance and vendor contracts; assists in 

developing effective systems for purchasing and maintaining practice's inventory of office and medical supplies.Provides assistance with establishing effective patient confidentiality (HIPAA) and billing compliance activites. Helps practice 

integrate systems and programs with UTSW as required. Provides advice on dealing with regulatory and governmental agencies.Works with practice staff to establish effective internal controls. Coordinates with legal and UTSW experts as 

necessary. Maintains professional affiliations to enhance professional growth and remain current with the latest trends in healthcare; and specifically, the delivery of ambulatory care.Arranges appropriate call schedules.Performs other duties 

as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLINIC PRACTICE MANAGER OB/GYN 1886 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationMaster's degree (MBA, 

MHA or MPH) and/or Master's degree in nursing or related field, documentation of completion of accredited Advanced Practice Education Program. With the Advanced Practice accreditation, a minimum of Master's level nursing education for 

Advanced Practice Nursing education; DNP preferred. Licensure as Advanced Practice Registered Nurse (APRN) with prescriptive authority by Board of Nurse Examiners for State of Texas, and a current Basic Life Support (BLS) certification, 

course accredited by the American Heart Association (AHA) or American Red Cross (ARC), are required. Equivalent combination of education and experience may be considered. Job DutiesWorks under limited supervision to provide clinical 

practice management of all aspects of the surgical and/or clinical operations to include capital equipment budgets working with Medical, Clinical, and Operational Directors along with clinical deployment as an Advanced Practice Provider (APP) 

in clinical area of expertise, under minimal supervision of supervising or collaborating physician and/or advanced practice provider supervisor to provide advanced practice care and treatment within area of board recognized specialization. 

Supervision of all staff members according to human resources policies and procedures.Responsible for optimization, growth, performance and financial results of designated portfolio of clinics.Responsible for strategic and fiscal planning, 

management and accounting for all clinical activities regarding the business and operations of assigned clinics.Develops an efficient and effective collaborative relationship between staff and faculty members, while fostering a positive working 

relationship.Assures provider fulfillment of all obligations and responsibilities related to patient care effort, as well as assuring complete compliance with all federal and state regulations and laws.Responsible for measuring, reporting and 

developing workflows to optimize performance for KPI set by the department and/or Health System. ie.) Quality, access, collections, patient responsiveness, patient experience, employee engagement, etc.Evaluates and recommends 

investment in technology upgrades associated with improving clinic operations.Conducts regular skill development activities for practice staff on all aspects of referral/scheduling management, revenue cycle management, patient care 

management, and personnel management tasks. Assists in establishing effective benchmarking tools and optimized clinic workflows.Develops training and continuing education activities based on individual practice needs. Ensures all staff 

competencies, licensure, and/or certification are kept up to date.Works with practice staff to optimize all leases, equipment purchases and maintenance and vendor contracts.Assists in developing effective systems for purchasing and 

maintaining practice's inventory of office and medical supplies. Ensures all related safety and regulatory requirements are met.Provides assistance with establishing effective patient confidentiality (HIPAA) and billing compliance activities. 

Helps practices integrate systems and programs with UTSW as required. Works with practice staff to establish effective internal controls. Coordinates with legal and UTSW experts as necessary.Maintains professional affiliations to enhance 

professional growth and remain current with the latest trends in healthcare; and specifically, the delivery of ambulatory care. Arranges appropriate call and escalation schedules as needed.Performs other duties as assigned.May perform the 

following as an APP, based on individual training, licensure, and approved privileges, (no more than 10% time):Obtains and records complete medical history.Performs physical exams according to departmental protocols.Obtains and interprets 

laboratory tests according to departmental protocols.Assesses patient database and identifies biopsychosocial needs.Develops and implements patient management plans, following nursing processes and procedures identified in standing 

orders.Recognizes deviations from normal in-body systems and refers to appropriate medical/social resources.Initiates and manages preventative healthcare services.Provides relevant counseling and education to patients and significant 

others within role limitations. Knowledge, Skills & AbilitiesWork requires knowledge of EPIC Resolute billing and Cadence Scheduling.Work requires knowledge of computers and office equipment and administrative tasks, such as maintaining 

budget.Work requires ability to ensure adherence to all policies and procedures of university, such as Human Resources policies and guidelines, accounting regulations, and internal control policies.Work requires ability to relieve supervisor of 

various internal administrative duties that require thorough understanding of functions, programs and policies of clinic.Work requires ability to coordinate and work independently.Work requires ability to communicate effectively with internal 

and external contacts on policies and procedures.Work requires ability to work with confidential information on daily basis.Work requires ability to balance strong business acumen with professional ethics and integrity.Work requires ability to 

effectively analyze complex business issues/problems and lead/influence individuals and groups in developing and implementing successful resolution tactics.Work requires exceptional managerial, financial and interpersonal skills.Working 

ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLINIC STAFF PROGRAM 1918 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree with 

five (5) years related experience in patient care environment or clinical operations and three (3) years of supervisory or lead experience in a clinical setting; or eight (8) years related experience in a patient care environment or clinical operations 

and five (5) years of supervisory or lead experience in a clinical operations setting. Master's degree in healthcare administration or public health and clinic leadership experience are preferred.Job DutiesManagement of Clinical Staff Assistant 

(CSA) Hiring Program and initiatives for UTSW related to staffing, onboarding, training, and development of front line clinical staff to achieve institutionally determined standards. Ensure that clinics have quality, trained staff to fill vacancies 

with minimal delays as defined by Ambulatory Operations executive leadership. Requires strong communication skills to effectively communicate with clinic managers, supervisors, and clinic staff. Responsible for on-going assessment and 

development of training for front line operations for all health system ambulatory practice locations.Management of CSA Float Program to ensure clinic operations will be sustained in the event of temporary staffing shortages. Must 

quantitatively and qualitatively project temporary staffing shortages to ensure maximum support to clinics while also maintaining a budget neutral staffing model. Act as a content expert by developing, implementing, and clarifying policies, 

procedures and regulations to facilitate ambulatory operations that are consistent with legal and organizational guidelines. Communicate new or modified ambulatory policies and best practices to relevant personnel thoroughly and promptly. 

Remain current on all regulatory requirements and healthcare trends that might affect front end operations. Perform quality assurance and data collection activities including oversight and development of annual competencies and audit tools 

for front end ambulatory operations. Areas of focus will include: front office staffing to ensure excellent patient care, CSA competency development and deployment, CSA career development and retention, and front line staff skills 

development opportunities.Manages CSA Program Specialists, Senior CSA Program Specialists, and float pool personnel responsible for front-end clinic activities. Provide feedback and staff development on ways to improve work skills and 

improve overall performance.Maintain high level of customer service to all internal and external customers by communicating performance standards and expectations and soliciting customer satisfaction feedback.Participate on workgroups 

and committees under direction of the Ambulatory Operations Council (AOC) to meet the strategic goals set by the Ambulatory Services Committee (ASC). Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to 

effectively implement change.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to 

work with confidential information on daily basis.Work requires strong team building and leadership qualities.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MGR CLINICAL DENIALS 7097 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent (Bachelor's degree preferred) and 7 years professional revenue cycle working experience, including: 4 years medicine, ancillary, or surgical coding; 1 year clinical and or technical denials management/ prevention; and 3 years 

progressive management in health care administration, physician group practice, and/or claims processing is required. Manager experience must include producing positive results in a 100% metric driven work environment. Advanced 

degree(s) (Bachelors, Masters) may be considered in lieu of experience.** Professional Coding Certification preferred.Job Duties1. Accountable and responsible for the clinical denial prevention and management program for either the 

centralized Medicine and Ancillary or Surgical revenue cycles in a collections metric driven environment. Monitor appeal effectiveness and denial prevention efforts by reviewing Epic work queues and reports, MS Excel remit code level reports, 

and the Epic staff note payment percentage report. Monitors Epic follow-up work queue automation rules to ensure they are functioning correctly and or if adjustments or new rules need to be written. Conducts analysis of denials and denial 

trends by type and payor. Monitors payor reimbursement policies to prevent future claim denials and or internal denial routing for correct and prompt resolution.2. Coordinates, with supervisor, the appeals process for all balances deemed 

appropriate. Facilitates payor denials related communication with revenue cycle operations staff, clinical operations staff, and Revenue Cycle Operations management.3. Works with staff to identify the root cause of denials and to implement 

effective strategies and process improvements, to reduce costly delays in payment. Assures prompt action is taken on denials by coordinating with supervisor/staff to create written and/or verbal clinical appeals with payers.4. Formulates 

letters of appeal. Ensuring they include relevant and effective clinical documentation from the medical record; supported by current industry clinical guidelines, evidence based medicine, local and national medical management standards and 

clinical protocols.5. Actively participates in the University Edit Administration Committee to ensure accountability for denials reduction performance, and ensures compliance with all governmental regulations and non-governmental 

guidelines.6. Maintains and applies an excellent understanding of physician reimbursement policy and coding methodologies including, but not limited to AMA, CMS and specialty societies to ensure physician practice revenue integrity and 

compliant documentation and coding.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLINICAL EDUCATION & PROFESSIONAL DEVELOPMENT 9962 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial NURS UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

from an NLN accredited program in nursing, licensure as Registered Nurse by Board of Nurse Examiners for the State of Texas, and three (3) years staff development/nursing professional development experience.  Master's degree preferred. Job 

Duties  1.Educator:Coordinates clinical orientation of new staff to the organization.  Conducts needs assessments using a variety of strategic tools.  Assists learners in the assessment of needs and identification of outcomes. Prepares short and 

long term planning and programs to address identified needs.  Incorporates principles of adult learning in the planning, implementation, and evaluation of education programs.  Develops/coordinates education plans related to initial and 

ongoing competency validation. Develops/coordinates core education to address patient population-specific nursing care. Develops/coordinates core education for the development of beside leaders. Develops evidence-based educational 

materials.  Plans, prepares and maintains materials for use in educational programs for accuracy and relevance to the target audience. Identifies and evaluates instructional materials in all types of media and formats.  Adjusts content and 

teaching strategies appropriate to learner needs.  Provides educational opportunities that benefit nurses and other clinical staff at all stages of their career development.Delivers competence based programs for staff with a focus upon 

improvement of skills and retention of knowledge.  Supports staff development with educational activities (which include remediation, certification, mentoring, life support, JCAHO requirements, product roll-outs, etc.).  Evaluates the 

effectiveness of educational programming.  Teaches content as needed and/or assigned within clinical expertise to facilitate orientation, staff development and/or safe practice. In coordination with the AVP, set annual performance goals to 

include the development of needs assessments for ambulatory staff, creation of on-line, blended, and classroom educational offerings for ambulatory staff, and act as a liaison between the clinics and the ambulatory education 

team.2.Consultant:Serves as an educational consultant to facilities, task forces, committees, and projects relating to policy, procedure and program development.  Responds to regulatory mandates for research and management of sentinel 

events. Responds to identified needs of UT Southwestern to promote quality patient care and safety.  Collaborates with faculty and leadership to recommend educational strategies for the implementation of clinical standards. Consults with 

staff regarding individual learning needs.Oversight of ongoing programs such as BLS, ACLS, New Employee Orientation, and Clinical Ladder.3.Facilitator:Facilitates the adult learning process, creating a climate which supports learning across the 

health system.  Identifies and recruits internal and external resources (nurse, physician, other specialists) for educational activities.  Coordinates educational activities (includes continuing education credit, clinical affiliations, nurse residency, 

etc.) across the ambulatory practice.  Participates in committees, task forces, projects for areas of coverage.  Facilitates teambuilding and leadership development for areas of coverage.  Participates in review of activities or processes for area of 

coverage and department.4.Change Agent:Responds to changes in nursing practice and develops programs to support those changes.  Ensures that educational programs are congruent with organizational missions, values, and goals.  

Maintains flexibility when managing multiple roles and responsibilities.  Interprets and communicates across multiple disciplines.  Promotes a safe and healthy work environment.5.Leader:Serves as a role model to promote excellence and 

safety.  Maintains required educational and/or clinical competencies.  Seeks opportunities to develop staff in various roles.  Integrates ethical principles in all aspects of practice. Serves as a role model for education and professional nursing 

practice.  Serves as a role model and promotes the concept of lifelong learning. Leads committees, work groups and/or projects related to the implementation of educational activities.6.Researcher:Supports the integration of research into 

practice.  Provides information to document effectiveness of role as a staff development educator.  Incorporates current educational evidence into individual practice as a staff development expert.  Conducts and/or contributes to nursing 

research.  Interprets, communicates, and incorporates research findings into program planning.7.Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly 

interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR CLINICAL IMAGING EDUCATION & PROFESSIONAL DEVELOPMENT U5558 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position will provide expertise in 

staff development as an educator, coordinator/facilitator, change agent, and researcher. Supports the clinical staff's development and empowers them through knowledge to achieve excellence through the delivery of evidence-based practice. 

This is accomplished through assessment, development, planning, implementation, and evaluation of competency-based assessments, continuing education, and leadership development. Additionally, as a model of professional conduct, the 

clinical educator is instrumental in establishing a professional environment at UT Southwestern to meet the needs and safety of the patients, the staff, and the faculty while also supporting team-based care and UT Southwestern's population 

health management strategies.Experience and EducationBachelor's degree required. Board licensure is required from one of the following: ARRT, ARDMS, ARMRIT, or NMTCB. Current Basic Life Support (BLS) accredited by American Heart 

Association or American Red Cross is required. Seven (7) years related experience, including a minimum of 4 years of supervisory experience in staff development/radiologic imaging professional development experience. Master's degree 

strongly preferred.Job DutiesEducator:Coordinates and develops the orientation content for the newly employed, agency, and ongoing education for clinical staff. Utilizing various strategic tools conducts teams and individual needs 

assessments with data to measure improvement. Prepares just-in-time, short-term, and long-term plans, programs, and data to address and quantify knowledge gaps. Incorporates active learning strategies into the planning, implementation, 

and assessment of educational programs. Plans and coordinates education for initial and ongoing competency validation (new, changing, high risk, chronic problems). Works collaboratively with leadership to correctly identify and prioritize 

goals and objectives to meet accreditation and department standards. Develops and coordinates fundamental education and preceptorship for the developing clinical staff. Produces educational content supported by best practices. Plans, 

creates, and maintains educational program materials for reliability and validity to clinical staff. Identifies and evaluates instructional materials across all formats and media types. Affords educational and mentoring opportunities that prepare 

clinical staff at all career development stages. Develops and coordinates fundamental patient population-specific education (culturally specific, age-specific, gender-specific, etc.).Identifies and delivers competency-based programs for staff, 

emphasizing skill enhancement and knowledge retention. Contributes to employee development through educational activities (remediation, certification, mentoring, technology roll-outs, radiation/MRI safety, Joint Commission and other 

accrediting bodies requirements, etc.). Assesses, tracks, and reports on the performance of educational programming. Participates in preparing content for annual performance goals, including needs assessments for clinical staff, creating 

online, blended, and classroom educational offerings for clinical staff, and serving as a liaison between patient care teams in coordination with the AVP.Coordinator/Facilitator:Assists and facilitates task forces, committees, and projects with 

policy, procedure, and program development. Responds to regulatory mandates for sentinel events, including; research, management, and root cause analysis. Responds to identified needs to promote quality patient care and safety. 

Recommends educational strategies for implementing clinical standards in collaboration with faculty and leadership. Continuous oversight and tracking for programs such as New Employee Orientation and Clinical Ladder.Identifies and 

coordinates educational activities; internal and external resources (including continuing education credit, clinical affiliations, etc.) across the imaging areas. Facilitates team building and leadership development for the department. Directs 

committees, workgroups, and/or projects about the execution of educational activities.Change Agent:Responds to changes in clinical practice and develops programs to support those changes. Ensures that educational programs are congruent 

with organizational missions, values, and goals. Maintains flexibility when managing multiple roles and responsibilities. Interprets and communicates across multiple disciplines. Promotes a safe and healthy work environment.Leads and 

engages staff in an annual performance improvement project, including gathering initial data and progress made with designated timelines. The Clinical Educator will submit the project and or poster presentation to national forums for quality 

and performance improvement organizations, including the annual UTSW Celebration of Excellence. Formally presents the process improvement project to the imaging department and senior leadership.Researcher:Supports the integration of 

research into practice. Provides information to document the effectiveness of the role as a staff development educator. Incorporates current educational best practice evidence into individual practice as a staff development expert. Conducts 

and/or contributes to clinical research. Interprets, communicates, and incorporates research findings into program planning.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for 

patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Additional Duties:Other duties as assigned.Knowledge, Skills & AbilitiesShows ability to supervise other staff 

members.Demonstrates a thorough understanding of training strategies and educational concepts of adult learning.Successfully illustrates organization and time management skills.Work requires outstanding interpersonal and communication 

skills.Work requires proven experience in a customer-service environment.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Requires lifting equipment and ability to move and reposition patients; up 

MGR CLINICAL PRACTICE - NEUROLOGY 1892 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business, healthcare administration, or public health, or equivalent combination of education and experience, and a minimum five (5) years of effective leadership experience in a healthcare environment in a large and complex organization, 

required.   *Certified Medical Practice Executive, required.*   MBA, MHA, or MPH, preferred. Job Duties  Work under minimal supervision to manage the day to day operations of the clinics in the Department of Neurology.1.Direct and manage 

the operations for a multisite clinical practice, including 8 areas of subspecialty and 5 multidisciplinary clinics.  Collaborate in the operations of satellite and hospital based clinics where our providers have other clinical responsibilities.  

Collaborate with senior Neuroscience leadership for integration with the Brain Institute.2.Redesign and recommend staffing structure and task organization for all clinical positions to ensure efficiency.  Integrate clinical research efforts into 

clinical practice workflow.3.Recruit, hire and onboard all business and clinical staff up through Advanced Practice Providers, including those for hospital locations.  Participate in interviews for physician candidates and subsequent participation 

in their onboarding.  Maintain high level of customer service to all internal and external customers by communicating performance standards and expectations to clinic staff.  Coach, mentor and develop staff, administering customer 

satisfaction surveys and responses.  Provide training to staff on specific clinic work processes.4.Responsible for working with department manager to ensure financial performance of the clinic, to develop clinic budget, and track performance 

and variance to budget.  Provide input for budgetary considerations relative to M&O, drug procurement, hiring/staffing.5.Plan for space for new clinical locations including, but not limited to, input on physical space, technological 

infrastructure requirements, selection and placement of medical and business equipment, identification of furniture requirements, supply ordering and stocking, and all operational make ready to open new locations.6.Liaise with MSRDP on 

billing and compliance issues for all inpatient and outpatient locations.7.Actively participate in Ambulatory Governance, including co-chair of the Access Initiative, reporting up to the Ambulatory Operations Council and Ambulatory Services 

Council.  Participate in other workgroups on Patient Responsiveness and Meaningful Use.8.Collaborate with other business contacts across the institution to resolve issues, ensure compliance, and spearhead new initiatives.  **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLINICAL PRACTICE - OPHTHALMOLOGY 1904 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree 

(MBA, MHA or MPH) and/or equivalent combination of education and experience plus a minimum three (3) years of effectiv leadership experience in a healthcare environment (preferably ophthalmic leadership) in a large and complex 

organization.   Job Duties  Supervision of all staff members according to human resources poliices and procedures.       Responsible for optimization, growth, performance and financial results of the satellite operations and for strategic and 

fiscal planning,management and accounting for all activities regarding the Ophthalmology clinical capabilities.     Develops an efficient and effective collaborative relationship between staff and faculty members, while fostering a positive 

working relationship.      Assures faculty fulfillment of all obligations and responsibilities in patient care, teaching and research, as well as assuring complete compliance with all federal and state regulations and laws.     Measures and reports 

the quality of clinical outcomes and patient satisfaction;Evaluates and recommends investment in ophthalmic technology.      Conducts regular skill development activities for practice staff on all aspects of financial, budget, revenue, cycle 

management, operational, managed care and personnel management tasks. Assists in establishing effective benchmarking tools.     Provides on-going training on fee schedule development, managed care contracting, appointment and staff 

scheduling, coding, billing and collection processes, data collection and analysis and reporting requirements.     Develops training and continuing education activities based on individual practice needs. Works with practice staff to optimize all 

leases, equipment purchases, maintenance and vendor contracts; assists in developing effective systems for purchasing and maintaining practice's inventory of office and medical supplies.    Provides assistance with establishing effective 

patient confidentiality (HIPAA) and billing compliance activites. Helps practice integrate systems and programs with UTSW as required. Provides advice on dealing with regulatory and governmental agencies.    Works with practice staff to 

establish effective internal controls. Coordinates with legal and UTSW experts as necessary. Maintains professional affiliations to enhance professional growth and remain current with the latest trends in healthcare; and specifically, the 

delivery of ophthalmic care.    Arranges appropriate call schedules.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

MGR CLINICAL PRACTICE - PEDIATRIC NEUROLOGICAL SURGERY 1894 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's Degree in 

related field, fifteen (15) years experience, and must be a Certified Professional Accountant (CPA). Job Duties  1.  Management of clinical operations and staff for the Division. Direct operational processes including: Access to care, telephone 

service/response times, clinic times, practice and procedure changes, insurance verification, timely submission and completeness of charges, billing compliance, cancellations/bumped appointments, referral tracking and follow-up, registration, 

quality control of correspondence, scheduling  and staffing to ensure excellent  patient care and service and HIPPA compliance.2.  Monitors and manages clinical processes including: compliance with clinical policies and nursing practice, 

adherence to the National Patient Safety Goals, maintaining compliance with Joint Commission standards, and PQRI and other clinical measures.3.  Manages the billing processes of the Division and provide billing analysis for all Departmental 

billing to provide additional ways to maximize revenue or implement process changes that will stream-line functions.  (Revenue cycle)4.  Manages administrative and financial processes of the Division. This includes the following, but not 

limited to:  faculty and staff recruitment, provider credentialing and privileges, budget preparation, justification and changes, monitor income and expenses, research and clinical trials, and internal controls.5.  TIBIR-Establish a Network of all 

school districts/schools in Texas. Oversee/maintain the enrollment of the Texas Athletic Trainer into the Texas Concussion Law Website estimating about 200 to be enrolled. Coordinates with Trainers through the school districts and Research 

Coordinators at UTSW to make sure all are being captured accurately. Work with Gwen Natola, Associate VP of University Hospitals and Dr. Hunt Batjer to report progress to committee.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLINICAL PRACTICE - SURGERY 1893 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business, healthcare administration, or public health, or equivalent combination of education and experience, and a minimum five (5) years of effective leadership experience in a healthcare environment in a large and complex organization.  

MBA, MHA, or MPH preferred. Job Duties  1. Manages clinical activities in Multidisciplinary Surgery, Colorectal and Vascular Clinics. Responsible for optimization, growth, performance and financial results of the department's practice sites.2. 

Responsible for strategic and fiscal planning, management and accounting for all clinical activities; responsible for annual and ad hoc budgeting for all clinical practice components.3. Monitors and reports on key clinic information data 

including visit stats, patient access, patient satisfaction, session numbers and lengths. Works for improvement in all key indicators.4. Provides leadership to ensure patient safety and the clinics are following protocols and regulations. 

Measures and reports the quality of clinical outcomes and patient satisfaction.5. Ensures clinics are efficient and provide access for patients. Support healthcare provider's needs in caring for patients. Ensures faculty fulfillment of all obligations 

and responsibilities in patient care, teaching and research, as well as assuring complete compliance with all federal and state regulations and laws.6. Ensures staff is appropriately trained, current on their license and certification.7. Maintains 

professional affiliations to enhance professional growth and remain current with the latest trends in healthcare and specifically the delivery of patient care.8. Performs other duties as assigned.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLINICAL RESEARCH 4367 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

science, social science, business, or health-related (including nursing) field and six (6) years related experience to include management experience, or.Master's degree in science, social science, business, or health-related (including nursing) field 

and four (4) years related experience to include management experience, orPhD or equivalent in science, social science, business, or health-related (including nursing) field and three (3) years related experience to include management 

experience.A Heart Saver for non-licensure or BLS for Licensure may be required based on research study protocols or affiliate location requirements.Job DutiesReviews proposed new research studies and determines projects to implement; 

negotiates budget and contract issues;  initiates regulatory activities; oversees preparation of necessary project summaries, consent forms, etc. for IRB; oversees compliance with all regulatory requirements.Oversees on-going research studies 

and quality assurance measures, developing criteria where necessary; negotiates favorable agreements with laboratories and collaborators on campus; monitors profitability of research studies; renegotiates contracts, supplements, etc. as 

needed.Directs financial oversight and management of clinical research unit; ensures invoicing is accurate and sponsor payments are received; ensures appropriateness of expenditures from various funding sources available to clinical research 

unit.Participates in selection process of clinical research unit staff; provides training to research, financial, laboratory, and administrative staff; evaluates staff performance and implements measures necessary to maintain quality performance 

and results; participates in training, development, and/or disciplinary measures; assesses policies and procedures to ensure optimal operation of clinical research unit.Identifies potential sponsors for clinical research unit; develops and 

oversees marketing strategies.Initiates and maintains collaborative relationships between clinical research unit and basic science facilities.Designs, executes, and maintains effective system of internal controls which provides reasonable 

assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable. Ensures compliance with applicable laws, regulations, policies, and procedures.Duties performed may include one or more of the 

following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.**Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLINICAL RESEARCH OFFICE OPERATIONS 4386 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

implement, oversee, and evaluate the programmatic activities associated with clinical trials on the UT Southwestern (UTSW) campus.Experience and EducationMaster's degree in science, social science, healthcare administration, or a related 

field, and at least 5 years of experience managing clinical trials required. Equivalent combination of education and relevant experience may be considered in lieu of Master's degree. Job DutiesOversees the organizational and operational 

activities of the Disease-Oriented Teams (DOTs). Develops performance standards and expectation for DOT managers and teams, and periodically assess the attainment of these standards. Consults with DOT managers and faculty leaders to set 

performance expectations for research nursing and technical staff managing clinical trials. Works with the members of the team to identify, develop and evaluate key core competencies of clinical research personnel in an effort to tailor training 

needs. Maintains peer-level working relationships with faculty and academic departments across UTSW to oversee the conduct of clinical trials. Fulfill duties of DOT managers in their absence.Oversees the financial and administrative resources 

available for the management of clinical trials by DOTs, working closely with leadership, staff and faculty from various departments with UTSW Medical Center. Develops budget, fee, cost recovery and revenue recommendations for DOT 

functions. Works with DOT Managers to analyze and review study budgets to ensure that all studies are fiscally sound and that all study costs are recovered or minimized.Develops and implements best practices for DOT compliance and 

assurance. Develop and manage all DOT internal monitoring programs to ensure compliance with all relevant rules, regulations and policies. Coordinates and oversees the management affiliate networks conducting clinical trials. Analyzes and 

makes recommendations regarding internal process improvements related to optimal time-to-protocol activation.Leads a committee comprised of faculty and staff to annually review and develop new Standard Operating Procedures (SOPs); 

recommends new and drafts updates to existing SOPs as necessary. Directs and oversees the processes for ensuring timely and accurate electronic data capture (EDC) for investigator-initiated clinical trials (IITs). Maintains high-level expertise in 

EDC for IITs, and implement training and education for managers and staff performing these functions.Oversees and optimizes the process for collecting, storing and tracking clinical biospecimens, working closing with institutional resources. 

Ensures storage space is available and managed appropriately. Performs other duties as assigned.Knowledge, Skills & AbilitiesStrong leadership, organizational, and administrative skills to effectively organize plans and programs in a highly 

technical research environment.Skilled as both a leader and participant in cross-functional and interdepartmental teams and excellent communicator.Administrative expertise including working with technical operational support functions and 

multidisciplinary research programs/grants.Excellent verbal, written, interpersonal and listening skills.Analytical and strategic thinker.Strong Editorial and writing skills.Strong instructional and speaking skillsAbility to master medical research 

regulations and proposal development.Working ConditionsWork is performed primarily in clinical and/or office areas.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President of 

Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

MGR CLINICAL THERAPY U5720 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's, Master's 

or Doctorate degree and Three (3) to Five (5) years experience in field of Physical, Occupational Therapy, Speech Language Pathology or Respiratory Therapy; having worked in a variety of clinical settings with One (1) year being in rehabilitation 

and as Clinical Instructor required. **Current Physical, Speech Language Pathology, Respiratory or Occupational Therapy licensure in State of Texas.**     Job Duties  Observes, develops, implements and clarifies policies, procedures and 

regulations to facilitate department operation that are consistent with legal and organizational guidelines.  Communicates new or modified hospital policies and procedures as well as new treatment techniques to personnel thoroughly and 

promptly.    Sets goals and objectives consistent with organization goals and develops effective action plans for their achievement.  Prepares monthly analysis of quality assurance activities and data collection.  Evaluates reporting methods to 

ensure quality care and reporting of services.    Develops treatment services for those populations undeserved by Physical, Speech Language Pathology, Respiratory and Occupational Therapy.      Monitors departmental productivity by 

comparing actual to budgeted activities, monitoring census and patient acuity to determine and maintain optimal levels of productivity.  Demonstrates responsibility for containment of hospital costs through appropriate ordering of supplies, 

recovery of patient charges and conservation of supplies.  Prepares variance reports to explain budget deviations and assists with future budgeting as requested.  Ensures that all reports are completed in timely manner.  Maintains 

departmental records as required by law and organization.  Conducts performance evaluations in timely manner as required using objective evaluation techniques.  Councils staff on ways to improve work skills to improve overall performance.    

Passes competency reviews.  Responds to all task or performance- related questions patiently and thoroughly, providing context as well as direction.  Adheres to evaluations, assessment, treatment, and documentation accountabilities and 

criteria as described in job description for Physical Therapist, Occupational Therapist, Speech Language Pathologist and/or Respiratory Therapist.   Uses sound judgment in stressful and emergency situations involving patient, family, or staff.  

Interacts with other levels of management on regular basis for planning and coordination of services and programs.  Develops and implements educational programs for staff as required.    Performs other related duties assigned or requested.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLINICAL WORKFLOW ANALYST 1944 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

nursing or other related field and five (5) years clinical experience (nursing, physician assistant or like ambulatory clinical professional position) including two (2) years in a leadership role required.Knowledge of business operations and Lean Six 

Sigma principals. Experience with electronic medical record (preferably EPIC) in ambulatory environment. Prior ambulatory care or clinical education experience preferred. Strong EPIC experience with advanced EPIC training and detail oriented 

related experience are required.Job DutiesLead for the clinical aspects of design, building and implementation of the workflow optimization for the ambulatory divisions. Leads the practice through workflowredesign by identifying thegap 

between current and bestpractice workflows. Oversees employees assigned to particular aspects of the workflow optimization team.Communicates with clinic and health system leadership regarding the progress of the workflow initiatives on 

a regular and timely basis. Facilitate communication between project team members, including key stakeholders (physicians and nurses).Provide detailworkflow analysis of current state practiceclinical and business operations.Collects and 

interprets specifications required to develop new and revise existing processes. Gathers and validates practice specific data and test system functions/processes. Compiles complete, concise, and comprehensive policies and operation 

procedures to assist in communicating system issues to applicable management staff.Assists leaders with development and implementation of operational plans for new and existing business applications, including preparation of user 

specifications. Manage the design, education, training and support of various clinical workflow needsWork with clinical IT team to define application requirements by understanding customer workflow and patient care processes. Maintain a 

high level of interaction with clinical IT team and business customers (Physicians, Nurses and others).Identify successful build design strategies for changing environmentsClarify and advise clinical team of clinical requirements, understand 

project scope, deliverables, work-plan, issues and risks including the need to keep the build project on-time, and with a high degree of quality.Develops procedures, guidelines and documentation on new functionality with tool.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires strong written and verbal communication skills.Work requires good organizational skills.Work requires ability to prioritize and meet deadlines.Work requires familiarity with use of 

personal computers.Work requires telephone and personal contact with all levels of faculty and staff within UT Southwestern to assist in project coordination.Work requires telephone and personal contact with other public and private 

organizations to obtain assistance in development and establishment of programs.Work requires minimal physical exertion, but may require sitting and standing for long periods of time.Work requires ability to read, write, and analyze 

data.Work requires ability to develop plans, procedures, and coordinate persons and other resources to accomplish goals. Work requires ability to perform under broad direction and desired results are indicated in broad terms or objectives. 

Work requires determination of methods and approaches to work problems.Working ConditionsWork is performed primarily in office environment or in the work locations of programming staff, administrative users, or end users.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR CLINICAL WORKFLOW INFORMATICIST 3136 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryProvides leadership and direction for 

all aspects of clinical workflow and electronic health record optimization in an ambulatory care environment. Aligns health information technology with the clinical workflow process to deliver safe, high quality patient care. Experience and 

EducationBachelor's degree in nursing or other related field and five (5) years clinical experience (nursing, physician assistant or like clinical professional position) including two (2) years in a leadership role required. Understanding of clinical 

practice workflows, overall policies, procedures and objectives in a large integrated health care delivery system. Strong EPIC experience with advanced EPIC training and detail oriented related experience are required. Prior ambulatory care 

experience preferred.Job DutiesProvide detailworkflow analysis of current state practice for clinical and business operations. Collects and interprets specifications required to develop new and revise existing processes. Gathers and validates 

practice specific data and test system functions/processes. Assists the practice through workflowredesign to support system standardization by identifying thegap between current and bestpractice workflows. Drive, manage and evaluate the 

delivery of standardized clinical workflow optimizations within the electronic health record, including associated information technology to meet the needs of the clinical end user. Assists leaders with development and implementation of 

operational plans for new and existing business applications, including preparation of user specifications. Communicates with clinic and health system leadership regarding the progress of the workflow initiatives on a regular and timely 

basis.Work with EMR team to define application requirements by understanding customer workflow and patient care processes. Maintain a high level of interaction with EMR team and business customers (Physicians, Nurses and others). 

Serves as a subject matter expert on complex issues related to health care, clinical information technologies and workflow.Oversees the evaluation, adoption and optimization of various workflow projects to ensure success. Partners with clinic 

leadership and EMR team to ensure implementation of clinical informatics projects are delivered timely and with a high degree of quality.Ensures compliance with the administration of policies and procedures to accomplish department 

specific and organizational initiatives.Manage and direct employees of the clinical workflow informatics team to ensure professional success.Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires strong written and 

verbal communication skills.Work requires good organizational skills.Work requires ability to prioritize and meet deadlines.Work requires familiarity with use of personal computers.Work requires telephone and personal contact with all levels 

of faculty and staff within UT Southwestern to assist in project coordination.Work requires telephone and personal contact with other public and private organizations to obtain assistance in development and establishment of programs.Work 

requires minimal physical exertion, but may require sitting and standing for long periods of time.Work requires ability to read, write, and analyze data.Work requires ability to develop plans, procedures, and coordinate persons and other 

resources to accomplish goals. Work requires ability to perform under broad direction and desired results are indicated in broad terms or objectives. Work requires determination of methods and approaches to work problems.Working 

ConditionsWork is performed primarily in office environment. May require some inter-city travel.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources 

Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, 

or veteran status.

MGR COMMUNICATIONS 8603 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

with major in English, Journalism, or related field or in Biology, Chemistry, other science or medical related subjects.  Eight years progressively responsible experience in public relations.   Job Duties  Develops and implements comprehensive 

clinical public relations program for UT Southwestern to assist in achieving its communications goals and objectives.      Plans, implements, and evaluates results vis a vis competitive set.  Works with matrix clinical communications team to 

report results to clients.      Prepares articles, feature stories, news releases, or other informational materials on variety of subjects for use in internal and external publications or for use by news media.  Promotes utilization of articles and 

stories on local, national, or international level.    Creates programs to interest media in UTSW clinical services.        Maintains working relationships with local and national reporters, editors, and feature writers to ensure frequent, accurate, 

and targeted coverage of UT Southwestern.      Coordinates special emphasis programs for radio and TV media by preparing news releases, advising as to guest placements, and writing, producing, and placing service spots.  Supervises 

production of audio-visual materials for informational purposes.     Works collegially with hospitals and clinics to coordinate release of information and promotion.       Supervises Communication Specialists and Sr. Communications Specialists.       

Manages and reviews work of Communication Specialists.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.



MGR COMPENSATION 9660 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SALARYSalary NegotiableMINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's degree or equivalent experience and seven (7) years of experience with at least two (2) years progressive, professional experience in compensation program design, implementation and 

administration. Prior supervisory experience is required. Certified Compensation Professional (CCP) or PHR or SPHR certification preferred. ESSENTIAL FUNCTIONSManages the overall planning, development, implementation, and 

administration of Compensation programs for Administrative & Professional and Classified employee populations. This includes;Organizational design and total compensation philosophyJob/role designDetermining market pricing 

strategiesDeveloping variable pay programsDeveloping salary structures sensitive to internal and external requirementsDeveloping effective administration procedures to process all pay programsManages the day to day of the pay 

compensation practices for UTSW, ensuring they are competitive and support the institutional compensation philosophy and business goals and objectives. This includes managing external systems to gather and analyze market data.Works 

with leadership to develop, monitor, and review the implementation of a competitive compensation strategy, resulting in the attraction, retention, motivation, and rewarding of a high performance workforce. Partners with Talent Acquisition 

on setting salaries and salay tools for new hires, transfers and promotions.Ensure compliance with state and UT System requirements for compensation and reporting including managing executive compensation.Oversight and administration 

of inventive and effective non-monetary and monetary Employee Rewards programs.Manages the evoluntionary development and further automation of systems and technology to support Compensation and Employee Rewards 

administration.Collaborates with leadership on matters pretaining to broad-based compensation, management incentive plans and executive compensation. Executes on strategies and programs that enable UTSW to effectively compete for 

and retain talented human capital in support of its strategic initiatives.Ensures appropriate audit processes for quality control of all programs within scope of responsibility. Addresses equity issues within and across departments and the 

institution. Ensures data integrity and accurate reporting of all data generated within areas of responsibility.Partner with HR teams to develop and implement programs that maintain alignment with system objectives but allow for meeting 

unique needs at the local level.Manages staff, make hiring recommendations, provides coaching, training and mentoring, manages performance and determines staffing needsManages Compensation budget development. Reviews and 

recommends budget proposals and administers expenditures of budgetWorks collaboratively with all UTSW administrative support functions, e.g., Audit, Compliance, Legal, Finance, Information Resources, etc., as well as the UT System and 

State Auditor's Office.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESCurrent knowledge of compensation strategies, theories, best practices, and regulations.Strong management skills with the ability to lead cohesive and 

productive teams.Excellent oral and written communication skills, and strong interpersonal skills with the ability to communicate with all levels of management through diplomacy and tact.Proven analytical skills.Solid to expert knowledge of 

FLSA and Wage and Hour laws.Proven skills managing high volume of small projects in parallel with strategic longer term projects.Strong consultative skills to work with all levels of management in a relationship driven organization.Good 

understanding of total compensation practices. Customer service orientation and commitment to quality.The ability to balance conceptual thinking with the delivery of results. Innovation and creativity in the approach to the work. The ability 

to function independently with a high level of autonomy and discretion. Working knowledge of the healthcare industry and complexities of developing and administering compensation programs in an academic healthcare setting. A working 

knowledge and ability to develop financial models, cost projections and develop/manage budgets. Advanced MS Excel, Access and PowerPoint skills. The ability to clearly and concisely present information of a complex nature. The ability to 

develop and foster key business relationships with senior executive and academic leaders. Experience with data analytics software and current HCM applications such as PeopleSoft, preferred WORKING CONDITIONSWork is performed primarily 

in general office area.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the 

provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR COMPLIANCE AUDIT 9580 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision 

reporting to the AVP of Compliance/Chief Compliance Officer, to perform assessments of risk related to health care reimbursement through third party payers, particularly Medicare, Medicaid, and other government payers, managed care 

payers, and the like. This role uses sources such as the OIG Work Plan, payer alerts, probe audits and internal reviews and reports from monitoring activities; methodologies such as probe auditing, statistical sampling and extrapolation; and 

technologies such as Microsoft Office (e.g., Excel), MDAudit, Med Analytics, electronic medical records, and other applicable tools and methodologies, to identify, quantify, and make recommendations regarding reimbursement errors and 

opportunities and corrective actions, for UTSW health care facilities and providers. Performs and /or manages various assurance activities to determine departmental/unit/program adherence to internal controls, education/training 

requirements and compliance with established policies and procedures.Experience and EducationBachelor's degree in business or healthcare administration, regulatory compliance, consulting, project management, or related area, with at least 

five (5) years progressively responsible related experience required. Master's degree in business or management preferred. Current certifications in hospital and physician coding or Certified Healthcare Compliance (CHC), preferred. Knowledge 

of clinical trial billing and/or experience in reimbursement coding, auditing, and reporting is strongly preferred. Job DutiesManages auditing of reimbursement issues for UTSW health care providers and entities, including the claims incurred in 

UTSW hospitals and clinics, affiliate hospitals, ambulatory locations, and clinical trial billing.Assists the UTSW AVP of Compliance/Chief Compliance Officer in responding to third party payer audit requests as well as identifying and auditing 

significant reimbursement errors and opportunities, focusing on determination of error rates, mitigation strategies, makes recommendations for performance improvement. Provides compliance assistance to impacted providers and facilities 

with audit responses and activities, as appropriate. Works under the direction of the AVP of Compliance/Chief Compliance Officer to conduct or manage staff in performing audits and investigations. This includes developing and executing all 

phases of a plan of investigation; such as determining and documenting applicable payer requirements, locating, understanding, and analyzing data, information and records; auditing data; and drafting findings and conclusions. Recommends 

and documents appropriate corrective action or actions responsive to findings and conclusions. Consults with impacted provider or facility to assure concurrence and follow through. Recommends education and training topics to the Office of 

Compliance to improve performance and reduce reimbursement errors.Assists the AVP of Compliance/Chief Compliance Officer with tracking and disseminating relevant payer information regarding current/applicable billing and compliance 

requirements.Assists the AVP of Compliance/Chief Compliance Officer with development of meaningful metrics for constituents such as providers, facilities and leadership, regarding performance and compliance with reimbursement rules and 

regulations, contracts, etc.Ensures timely and consistent interpretation, follow through, and resolution of reported compliance concerns.As applicable and when requested, works with external or internal legal counsel, external auditors or 

consultants, to assure successful completion of projects related to health care reimbursement.Coordinates and collaborates with the Directors within the Office of Compliance (and their staffs) to assure auditing/monitoring activities are 

evidence-based, supported by metrics, and meet the requirements of compliance program effectiveness. Oversees designated compliance analyst staff.Identifies trends and makes recommendations to improve culture, increase transparency, 

build trust and/or achieve compliance plan goals.Designs and prepares statistical and analytical reports for UT System, Executive and other campus Compliance Committees, and UT System, as appropriate.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires the ability to code and interpret claims to third party payers, along with supporting documentation, remittance advices, and reimbursement received.Work requires working knowledge and 

ability to construe payer requirements for claims adjudication and payment.Work requires ability to perform accurate statistical analysis of claims data, using recognized tools such as RAT-STATS, and other statistical tools, to perform 

extrapolations and calculations of errors and opportunities in reimbursement.Work requires the ability to work well with various providers, facilities, and their administrative staffs. Work requires effective written and verbal communication 

skillsWork requires telephone and personal contact with all levels of internal and external personnel and organizations to obtain or provide information and explain facts, policies, and procedures relating to resolution of problems of a recurring 

but non-routine nature.Work requires excellent interview skills.Work requires skill in using spreadsheet applications, word processing, various technology solutions (e.g., MD Audit) and database computer applications.Work requires ability to 

evaluate data and determine compliance with rules and regulations.Work requires absolute integrity and discretion, the ability to sustain confidentiality (particularly when working under the direction of legal counsel under the attorney client 

privilege) and reliability. Working ConditionsWork is performed primarily in a general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status.

MGR COMPLIANCE SPECIAL INVESTIGATIONS UNIT 9138 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryOversees the Special Investigations Unit 

("SIU") responsible for detecting, investigating, and deterring fraud, waste, and abuse ("FWA"). Responsible for ensuring compliance with state and federal regulatory and contractual requirements specific to FWA, setting team direction, and 

overseeing SIU investigators.Experience and EducationBachelor's degree in business, healthcare administration, or a related field, and five (5) years of work experience in healthcare FWA investigations and health plan operations or a related 

field required. Master's degree preferred. May consider higher education completed in lieu of minimum experience requirements. Accredited Healthcare Fraud Investigator (AHFI), Certified Fraud Examiner (CFE), and/or Certified Professional 

Coder (CPC), strongly preferred. Job DutiesSupervise investigators by establishing performance metrics, assigning workload, training, and evaluating performance.Develop meaningful reporting metrics and processes. Represent the SIU in 

internal meetings with senior leaders and applicable business areas including Legal, Medical Management, Contracting, and Claims. Develop and implement policies and procedures for investigators based on industry best practices, emerging 

fraud detection methodologies, and regulatory requirements and laws impacting SIU operations.Conduct annual risk assessments to identify and assess FWA risks and manage activities to mitigate the identified risks.Conduct investigations 

by:Performing data analysis, research, and interviewsInteracting with internal stakeholders, law enforcement, providers, and membersCoordinating claim stops and adjustments, settlements, and recoveriesDocumenting investigative 

actionsRecommending corrective actions, including claim edits, policy revisions, and provider education Develop and conduct educational activities related to FWA to increase awareness of SIU activities and emerging trends.Serve as an FWA 

subject matter expert.Perform other duties as necessary.Knowledge, Skills & AbilitiesKnowledge of anti-fraud investigative tools, techniques, analytics, and reporting.Knowledge of medical terminology and coding.Ability to research and 

interpret regulatory and billing requirements.Program management, leadership, team building, and supervisory experience.Excellent oral and written communication skills. Work requires ability to plan and organize work in logical and efficient 

manner.Work requires ability to ensure adherence to all policies and procedures of university.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office area.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

MGR CONFLICT OF INTEREST 8128 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree in 

business, healthcare management, science, or related field and four (4) years of research compliance, administration, and/or human research subject's experience, and demonstrated familiarity with conflict of interest guidelines, with at least 

one (1) year in supervisory capacity, required.  Experience in an academic or hospital setting, preferred.  Advanced degree highly preferred. Job Duties  1.Manage the Conflict of Interest (COI) and Outside Employment/Activity program to assure 

compliance with university and UT System policies, federal regulations and funding sponsor requirements.2.Develop, implement and monitor procedures designed to promote compliance with COI policies and management plans including 

interaction and integration with other committees, such as the Institutional Review Board (IRB), Institutional Animal Care and Use Committee (IACUC), Institutional Biosafety Committee (IBC), and offices, such as the Sponsored Programs 

Administration (SPA).3.Develop and implement a training and educational program (including written materials and website content), and serve as a resource for advice and counsel concerning the interpretation of policies and their application 

to individual circumstances, and to assist employees and the financial interest disclosure process and the outside employment request and approval process.4.Manage, train and evaluate the COI office staff to assure financial disclosure 

reviews and outside employment requests/approval are completed in accordance with applicable policies and regulations; assist in the review of more complex, high-risk situations.5.Prepare and present reports and information. Communicate 

with departments to provide noncompliance reports and escalate to administration as necessary.6.Develop, implement and maintain a quality assurance compliance program including a risk-based monitoring program to measure compliance 

and identify opportunities for improvement and efficiency.7.Coordinate the planning, development and maintenance of electronic forms and electronic administration systems and reporting tools for the program.8.Monitor and inform 

administration of regulatory developments and changes that relate to COI reporting and disclosure requirements.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MGR CONSTRUCTION 5022 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

diploma, vocational school or GED equivalent, and ten (10) years of related experience in complex commercial or institutional construction.    Job Duties  1.  Manages and supervises the facilities design and construction- renovations project 

managers to ensure that they carry out their duties to achieve good quality, timely, safe, and economical construction projects in compliance with contracts. Coordinate workloads to ensure that all projects are managed effectively.2. Provides 

office administration direction for the facilities design and construction- renovations Project Managers, Estimator, and to ensure the effective policy compliance.3. Manages the estimating department so that a historical cost database is 

current and efficient when doing initial estimates. Helps manage the workload of estimating the different variations by utilizing outside consultants.4. Conducts weekly observation of construction work for compliance with approved contract 

documents, and specifications. Reviews proposed change orders and submittals and shop drawings.5. Manages the inspector to ensure he/she has the necessary tools and skills to make sure facilities design and construction - renovations 

projects are in compliance with any and all applicable codes. Helps enforce codes as necessary.6.  Assists in resolving construction issues. Attends pre-bid meetings, pre-construction meetings and regular onsite construction meetings.7.  

Assists in building preliminary schedules for each project, from design through construction.8.  Develops and maintains a reputation for decisive leadership, consistent and firm interpretations of contracts, codes, professionalism and fairness. 

Maintains and recommends improvements for facilities design and construction-renovations.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

MGR CONSTRUCTION SR 5021 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

architecture, engineering, construction management or related field preffered, with a minimum of ten (10) years of related experience in project construction management and at least three (3) years in a management role required. Job Duties  

1.  Monitors and supports the construction, commissioning and turn-over of higher education capital projects by providing leadership, communication, consistency, coordination and conflict resolution to ensure department goals are met.  

Supports all active projects in the department as directed, or lead specific complex or high profile projects as assigned.2.  Serves at direction of Director as a resource to Project Managers, Construction Coordinators and Inspectors for budget, 

schedule, quality assurance and coordination of construction services for projects managed by the department.  Assists with efforts to drive consistency, best practices, and progress of consultants and contractors to achieve expected project 

functionality; and recommend alternatives to recover negative drift.3.  Advocates with integrity for the campus and UT Southwestern in contract negotiations and issue resolution.  Provides support to campus based teams to review and 

approve construction contracts, changes, technical service contracts, Guaranteed Maximum Price submittals, buy-out documents, pay applications, etc.   Facilitates UT Southwestern approvals as required.4.  Stays current in Codes and 

Regulations applicable to design and construction and any special requirements of the building type or the local jurisdictions.  Monitors projects managed by the department to ensure they are constructed in compliance with project 

documents, UT Southwestern processes, and state and federal regulations. Supports campus based teams to ensure project construction documentation is maintained, including change orders, Requests for Information, Submittal & Shop 

Drawing approvals, and Substitution Requests.  Monitors use of Observation Reports.5.  Ensures that Project Managers are coordinating A/E construction administration and third-party testing and inspection service contracts, including 

outside testing and balancing consultants, commissioning consultants, life safety inspections, TDLR inspections, and other consultants as required by the projects. Supports campus based teams in addressing these issues where required or 

assigned.6.  Ensures that Project Managers are monitoring accuracy of work-in-place calculations and other elements of monthly Payment Applications, including schedule updates, surety releases, bonds, payroll, wage rates, subcontracts, HUB 

participation, retain age release. Supports campus-based teams in addressing these issues where required or assigned.7.  Provides, leadership, supervision, mentoring and support to Project Managers and institution staff in management of 

construction activities and processes. Participates in RFQ and RFP selection committee as requested.  Supports campus based teams in addressing these issues where required or assigned.8.  Ensures that Project Managers facilitate contractor 

involvement in the warranty period.  Monitors warranty issues that may become chronic.  Leads one-year warranty walk-through and report. Supports campus based teams in addressing these issues where required or assigned.9.  Serves in a 

leadership role as a department liaison with campus staff, facility user groups, operations and administration during construction to ensure input, manage expectations, resolve conflicts and facilitate decisions. Supports campus based teams in 

addressing these issues where required or assigned. Provides program level guidance, support, and leadership to the UT Southwestern Project Management team.9.  Serves in a leadership role as a department liaison with campus staff, facility 

user groups, operations and administration during construction to ensure input, manage expectations, resolve conflicts and facilitate decisions. Supports campus based teams in addressing these issues where required or assigned. Provides 

program level guidance, support, and leadership to the UT Southwestern Project Management team.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

MGR CONTROLLED SUBSTANCE COMPLIANCE 9139 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Controlled Substance Compliance 

Manager is responsible for coordinating the controlled substance compliance program across the multi-facility integrated healthcare system. The manager assists the Director of Controlled Substance Compliance in planning, developing, 

implementing, managing, and executing the controlled substance compliance workplan. The manager works collaboratively with legal affairs, health-system quality office, pharmacy, nursing, security, and other departments to promote a 

culture of compliance and ensure the safe and secure handling of controlled substances.Experience and EducationDoctor of Pharmacy (PharmD) degree, Bachelor of Science (BS) Pharmacy degree, Bachelor of Science in Nursing (BSN) degree, or 

Master's in a Compliance-related field required. Minimum of two (2) years of experience in a healthcare setting with a focus on controlled substance compliance preferred. Certification in Healthcare Compliance (CHC) or equivalent within 12 

months of hire required. Job DutiesAssists the Director of Controlled Substance Compliance in executing the controlled substance compliance workplan.Assists in the planning, conducting, and evaluating compliance audits to ensure effective 

and efficient compliance operations.Audits controlled substance transactions and security measures across multiple facilities to ensure compliance with regulations and policies.Prepares compliance audit reports and provides evidence to 

support findings and recommendations made.Participates in regular risk assessments related to controlled substances and implements measures to mitigate identified risks.Participates in the development and implementation of policies and 

procedures related to controlled substance compliance in accordance with state and federal laws.Provides education and training to personnel regarding controlled substance compliance policies and procedures.Reviews and approves 

personnel matters pertaining to interviewing, hiring, and training for new employees.Develops staff orientation and training programs while ensuring ongoing competence of staff is documented.Attends standing and ad hoc meetings.Serves as 

the secondary point of contact for regulatory agencies related to controlled substance compliance.Investigates and reports incidents of suspected diversion or non-compliance related to controlled substances.Assists in controlled substance 

investigations to determine the cause, extent of loss, and mechanisms for prevention.Maintains accurate records related to controlled substances in compliance with DEA regulations and internal policies.Maintains current knowledge of DEA 

regulations and industry best practices related to controlled substance compliance.Maintains departmental metrics for assigned operational areas of responsibility.Monitors and assesses the effectiveness of the controlled substance 

compliance program and makes recommendations for improvements.Assists in the development, implementation, and assessment of short-term and long-term goals.Performs other duties as assigned.Knowledge, Skills & AbilitiesStrong 

knowledge of DEA regulations related to controlled substances and experience working with DEA audits preferred.Demonstrated ability to implement and manage compliance programs.Excellent analytical and problem-solving skills.Strong 

communication and interpersonal skills.Ability to work independently and collaboratively as part of a team.Work requires ability to plan and organize work in logical and efficient manner.Work requires ability to ensure adherence to all policies 

and procedures of university.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression,¿age, disability, genetic information, citizenship status, or veteran status.

MGR CORE FACILITIES 4426 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

science required, emphasis in the biological sciences preferred; at least six (6) years of experience in core facilities or equivalent. Master's degree preferred. May consider additional education in lieu of experience.Job Duties1. Works with the 

Institute Director, Core Directors and Administrative Director to develop strategic plans to meet core facility goals of multiple revenue-producing core facilities. Develops, recommends and implements work plans for each core's operations to 

improve efficiency, service, revenues and compliance.2. Assists and coaches core staff and technicians in work processes and maximize efficiency of resources. Design and implement process improvement techniques to increase work flow and 

processes. Develop metrics and surveys to improve customer satisfaction, define and project staffing needs, meet strategic goals, and meet revenue goals. Develop targets for short range and long range goals.3. Manages budgets and reviews 

operations and financial reports to improve processes and workflows. Manages billing for all cores and oversee billing issues. Plan for and manage cash flow in cores. Develops targets for short range and long range goals.4. Assists in acquisition 

of equipment and space needs. Advises in staffing needs, engage with staff to improve process flows and train and coach staff.5. Coordinates and direct administrative and technical functions within the cores. Coordinates projects and 

procedures. Responsible for the design, execution and effectiveness of a system of internal controls which assure that operations are effective and efficient, financial information is reliable, and equipment and assets are maintained and 

efficiently used.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR DECISION SUPPORT U2011 Y T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors Degree 

required in Healthcare Administration or related field or a combination of education & directly related experience. Three (3) years in a healthcare organization, management, business dev. or planning position. Knowledge of Hospital Cost 

Accounting & various allocation methodologies required. Master's degree in Healthcare Administration preferred. Healthcare-specific experience, experience in Eclipsys Decision Support System, & demonstrated ability to effectively manage 

staff and departmental functions with healthcare management experience preferred.  Job Duties  Develop and implement an effective action plan to improve performance in the department.       Meets or exceeds financial goals and objectives 

of the department.        Throughput and service line analysis        Financial analysis and modeling.        Budget preparation.        Operational planning.        Project management.        Performs other duties as assigned.          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR DELIVERY SYSTEM IMPROVEMENT PROJECTS 0676 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree 

and three (3) years project management, department management, or program management experience.  Master's degree in healthcare administration or public health is highly desirable.  Advanced degree may be used in lieu of years of 

experience. Job Duties  1.  Assist Director and/or Assistant Director in the coordination of activities for the Delivery System Reform Incentive Payments (DSRIP) Program across applicable office(s) of University.2.  Work with Director and/or 

Assistant Director to develop communications and/or reporting to applicable government entities.  Manage and provide guidance to project team members in the preparation of  required government or regulatory reporting regarding the 

progress of all DSRIP projects for which UTSW is the Performing Provider.3.  Mange data collection for tracking required matrix of each assigned DSRIP Project for which UTSW departments or clinics are Performing Providers.  Prepare and 

present monthly and quarterly updates to the Director.4.  Identify any DSRIP Plans failing to perform according to the plan matrix, and collaborate with Director and/or Assistant Director in creating a corrective action plan.5.   Support the 

development, review and implementation of various DSRIP projects.  Work with project team members and/or Assistant Director to assess the strength and weakness of individual projects and report such findings, with recommendations for 

improvement, to the Director.6.   Assist project champions in defining project scope, goals and deliverables that support business and healthcare goals in collaboration with executive management and other stakeholders.  Assist in the 

development of full-scale project plans and associated communications documents.  Communicate project expectations to team members and stakeholders in a timely fashion.  Assist and advise various project champions on meeting specific 

project goals and outcomes.7.   Support the development and implementation of program goals and project timelines, and track project milestones and deliverables.  Develop progress reports, proposals, required project documentation and 

presentations.  Identify and resolve issues and conflicts within the project team.8.   Provide internal project status reports and analysis in accordance with guidelines established by the Director.  Proactively manage changes in project scope for 

assigned areas, identify potential crises and help to devise and implement contingency plans.9.   Participate in post project post-mortems and assist Director and/or Assistant Director in the creation of reports identifying successful and 

unsuccessful project elements, and recommendations for future development.10.   Provide input in the development of best practices and tools for project execution and management.11.   Manage utilization of various resources to maintain 

maximum efficiency and meet performance objectives.  Comply  with applicable laws, regulations, policies, and procedures.  Maintains confidentiality as appropriate.  **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR DEPARTMENTAL INFO RESOURCES 9391 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree 

and six (6) years of technical skill responsibilities to include (2) years of supervisory experience. Experience to include website, software applications, hardware and operations of network servers. Job Duties  1.   Serves as the technical expert for 

operating an environment in traditional areas of system programming and involvement in system planning.  Makes design recommendations for products.2.   Cross institutional assistance to all parties to debug, enhance, and educate users in 

regards to operating environments and design for all faculty members.3.   Builds high customer satisfaction by managing end-users expectations, and complex technical issues clearly that will be easily communicated.  Documents agreed-upon 

resolutions.4.   Ensures that departmental users have appropriate computer equipment, access to systems and workplace support.  Follows up with clients to ensure successful completion of tasks.5.   Resolves bugs in a timely manner and 

enforce quality assurance standards by developing high quality coding that is reusable, well-documented, stable, efficient and defect-free.6.   Ensures code is thoroughly tested to avoid production defects or complaints.  Works independently 

to research and resolve problems and reports out findings with others during technical meetings.7.   Builds infrastructure and participates in projects that support the goals and advancement of the department. Ensures successful completion 

of departmental tasks in a timely manner.8.   Responsible to ensure that department and staff adhere to and protect security of data cross institutionally. IT regulatory and institutional compliance regulations.  This includes management of 

access to the departmental drive space.9.   Demonstrates senior experience and leadership and provides supervision, oversight and mentoring to lower level engineers and/or technical support specialists.10.   Understands emerging 

technologies in the marketplace and uses new improvements in technology and standards to further develop high-quality systems.11.   Responsible for the technical aspects of the Webpage and responsible for the design, develop and 

maintain the creation of the intranet homepage for all Division Leaders.12.   May perform usability studies to continually improve technical and software support within the department.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR DEPT OPS 5402 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree 

business, healthcare administration, or a related field, and at least five (5) years of experience related work experience, including at least two (2) years of supervisory experience. Job Duties1. Manages daily operations of the department by 

coordinating effectively with all department divisions and other parts of the institution. 2. Provides direct supervision for operational staff. Completes performance appraisals, training, scheduling and various personnel issues. 3. Collaborates, 

monitors, manages and oversees the creation of the department's operational processes, procedure, policies, forms, and workflows, including but not limited to: performance Improvements initiatives, orienting and training staff on specific 

processes and service standards, and ensuring staff has the tools and resources necessary to perform assigned tasks.4. Provides strategic operational consultation. 5. Identifies and oversees the management of operational and quality issues 

and trends, analyzes subsequent data, facilitates stakeholder meeting to propose solutions to management for performance/process/quality improvement, maintains statistics and reports to department leadership for performance 

improvement opportunities.6. Oversight departmental continuous process improvement projects, reporting databases, and quality metrics.7. Oversight over the peer review and regulatory policy and procedure management process, including 

the preparation, maintenance, and reconciliation of various required data reports.8. Serves as a department liaison to internal leadership; may serve as liaison to external groups.9. May coordinate and/or manage various departmental 

functions, which include, but are not limited to, department facilities management, computer software/hardware and access, business continuity plan, etc. 10. May coordinate and assist in the preparation of contractual agreements and 

associated budgets; ensure the timely submission of proposals or agreements, which meet institutional or departmental mandates.11. May work in collaboration with Department Leadership to prepare and administer budgets for operational 

and capital improvement related programs.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR DESIGN 5007 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide complex technical expertise in coordination and management of resources, design competency, and applicable code compliance for all Facility Design & Construction Renovation design projects. Experience and EducationBachelor's 

degree or equivalent experience in architectural design or engineering, and eight (8) years experience in architectural design or construction. Licensing in Architecture or Mechanical/Electrical preferred. Job DutiesProvides strategic planning for 

current and future workload projections to the Associate Director of Renovations. Coordinates posting of positions, evaluating respondents, hiring of Design staff employees, and reductions in workforce.Develops and maintains a reputation for 

decisive leadership, consistent and firm interpretations of contracts, codes, professionalism and fairness. Maintains and recommends improvements.Plans, assigns, reviews, and supervises work of architectural, engineering staff in 

development of programs, schematics, site analysis, preliminary and working drawings, and specifications. Provides leadership and oversight of the implementation of UTSW processes and products standards on new projects.Provides 

oversight of the process for updating the as-builts in AutoCAD and Revit.Promotes the use of FD&C program management information system (PMIS) to manage all the projects.Coordinate with outside consultants and in-house design team to 

development of design documents and specifications for University projects. Serves as liaison with construction coordinators and inspectors to provide technical support as well as approve changes and material substitutions. Reviews 

architectural plans and drawings to ensure adherence to OFPC "Guideline for Architect/Engineer Services", UT Southwestern design standards, and specifications. Approved design staff time cards, vacation request and attendance. Manage 

building as built and room numbering. Interviews users and provides professional architectural design consultation services relative to user's needs. Consults on plans and specifications for new construction as well as remodeling of existing 

campus buildings, including coordination of electrical, plumbing, mechanical, and structural modifications using architectural skills. Researches applicable buildings, safety codes and regulations relative to campus projects and plans submitted 

by outside architectural firms to ensure compliance. Performs special projects as assigned following supervisor instructions to meet departmental goals. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of 

considerable judgment. Work requires contact with general contractors, designers and end users. Work requires computer skills in Microsoft Excel, Word, and Project.Work requires knowledge of electrical, plumbing, and carpentry 

trades.Working ConditionsWork is performed on job sites with frequent exposure to disagreeable and/or hazardous elements such as noise, dust, radiation, noxious fumes, etc.UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MGR DESIGN COMM MKTG PUB AFFS 8329 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

develop and execute a wide range of design projects for external and internal audiences. Experience and EducationBachelor's degree in Design Communication with at least seven years' experience in an ad agency or design studio environment 

or Associates degree in related field with nine years' experience in an ad agency or design studio environment. Must have extensive experience in managing work through all stages of production. Position requires proficiency in InDesign, 

Photoshop and Adobe Illustrator. PowerPoint a plus.Job DutiesPlans and directs the graphic identity programs for any one of the major services (Cancer, Heart, Neuro), and produces both print and digital campaigns for these service lines 

throughout the year. Produces branded design systems for key administrative/education offices such as Marketing, Development, The President's Office, and School of Health Professions.Partners with the Director for Editorial Services to 

produce annual reports and special reports throughout the year for Departments, Centers and Institutes. Art directs the work of on-staff and freelance photographers to provide high quality images that are consistent with a style determined 

by specific projects.Manages a diverse and multifaceted portfolio of work and ensures by working closely with Production Manager and Traffic Manager, that projects are delivered on time and within the predetermined quality parameters that 

meet the need of each client.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires excellent written communications skills.Work requires the ability to find unique/creative 

solutions to sometimes complex and challenging communication campaigns, while staying within our UTSW branded system.Work requires the ability to coordinate and execute more than several large-scale projects at a time in a professional 

and polite manner.Work requires extreme efficiency in Photoshop, Illustrator and InDesign.Work requires the ability to present to clients and leadership.Working ConditionsWork is performed primarily in an office area.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR DEVELOPMENT COMMUNICATIONS 9700 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThis position is responsible for creating 

and implementing a comprehensive and digital communication strategy for email and social media content that achieves high-quality creative solutions, advances the UTSouthwestern brand, and deepens engagement with alumni and donors. 

This position will report to the Director of Communications in the Development and Alumni Relations Office (DAR) and will work closely with leadership to ensure a cohesive narrative and achieving department goals. Experience and 

EducationBachelor's degree in communications, marketing, digital marketing, or a related field and five (5) years of experience developing, implementing, and evaluating digital communication products as part of a creative agency, design firm, 

or in-house communications team. Experience designing and developing HTML email, transforming concepts through code implementation to production using email service providers (ESP) such as Blackbaud NetCommunity, Salesforce 

Marketing Cloud, or similar products. Proficiency in developing strategic content, imaging, and advertising that supports business outcomes on social media platforms such as Facebook, LinkedIn, and Instagram.Job DutiesBy staying abreast of 

industry best practices, standards and technologies, the manager will advance an electronic communications program, making strategic use of digital and electronic systems including, but not limited to, Engage website, online donation forms, 

crowdfunding platforms, e-mail marketing, social media, and other digital platforms UTSW alumni and donors interact with.Monitors social media accounts and sender email addresses for the Office of Development and Alumni 

Communications, managing responses and replying in a way that reflects the values and customer service standards of UT Southwestern.Evaluates and reports on the effectiveness of digital communication projects.Collaborates with members 

of the Development and Alumni Communications team to provide best-practice consultation to the Office of Development and Alumni Relations, university communications and marketing team members, and internal and external 

stakeholders to plan, deliver, and evaluate creative and effective donor and alumni communications.May oversee or supervise staff in the development and implementation of programs or functions, including independent contractors. 

Supports additional activities of the Development and Alumni Communications team as needed.Develops metrics, tracks effectiveness, and reports on outcomes and progress on projects and programs overseen by the Development and 

Alumni Communications Team, including reports on the impacts of communications strategies on gifts from donors.Along with the Director of Development and Alumni Communications, develops and implements creative, appropriate ways 

for UT Southwestern to emphasize its gratitude for all philanthropic support. In collaboration with the Digital Team in Communications, Marketing, and Public Affairs, develops, implements, and manages a comprehensive, creative and forward-

thinking media strategy in social networking, video sharing, web communities, and other social media technologies to promote engagement with current and prospective constituents and to interest media in UTSW philanthropyCollaborates 

with the Director of Development and Alumni Communications to reiterate key themes and coordinate on messaging and consistency of voice while maintaining and improving brand integrity across all platforms and clientsEnsures planning 

and delivery of effective integrated communications solutions through collaborative working relationships with each functional area of DAR and UT Southwestern partners.Perform other duties as assigned. Knowledge, Skills & AbilitiesStrong 

communication and interpersonal skills with demonstrated ability to collaborate with cross-functional teams across the organization and maintain strict control of confidential information.Working knowledge of business and communication 

software applications including Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Teams, Internet browsers, and email clients.A deep appreciation for and ability to articulate philanthropy's significance in achieving the mission 

and ambition of UT Southwestern.Working ConditionsWork is performed primarily in a general office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR DIGITAL ASSET 8620 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

and five years experience in a photography or graphic design role within a project-based creative, interactive or in-house agency. Knowledge of both print and/or digital production processes is preferred. Job Duties  1.Becomes immersed in the 

Communications, Marketing, and Public Affairs environment to gain a thorough understanding of digital asset management needs.2.Serves as liaison with digital asset management service provider.3.Identifies unique ways to organize and 

manage the entire digital asset life cycle from creation to distribution, production, and archiving.4.Develops a thorough understanding of user needs and how these differ to create solutions that work for individual audiences.5.Participates in 

the development and maintenance of asset metadata models incorporating industry standards and UT Southwestern's unique requirements.6.Coordinates with in-house photographer and Operations team to facilitate scheduling and timely 

invoicing.7.Develops, schedules, and conducts Digital Asset Manager (DAM) user training for different audiences, both internal and external.8.Monitors, reports, and analyzes on DAM system statistics and ROI.  **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR DIGITAL CONTENT 8601 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryServes as a key member of the Digital 

team and reports to the Digital Communications Strategist or Senior Manager. Work within a CMS to write, edit and code content and layouts for websites in the UT Southwestern portfolio.Experience and EducationBachelor's degree in related 

field and four (4) years experience in maintaining and publishing content within a content management system for distributed use is required. Requires strong knowledge of HTML, user experience (understanding audience, content chunking, 

and using plain language), and best practices in user-based information architecture. Evidence of strong editorial skills is a must. Experience in search engine optimization (SEO) and search engine marketing (SEM) is a plus. Job DutiesServes as a 

production lead and back-up as needed on initiatives involving the university websites. Perform website maintenance tasks such as updating content and assets, fixing broken links, and ensuring accessibility.Works closely with stakeholders to 

ensure that all editorial output incorporates requirements, employs best practices in UX/UI, and adheres to the editorial standards articulated in the Institutional style guide. Serves in a key digital role for online content development, 

collaborating with outside interactive agencies as well as internal web editors, web developers, and marketing managers to ensure that all web content is housed and given metatags in the appropriate content management system. Also work 

with the design and video staff to ensure that all visual assets for websites are maintained in the appropriate centralized resources, e.g. Localist, Vimeo, Digital Asset Manager.Works closely with the Marketing, Communications, and Social 

teams to socialize and extend marketing campaigns online.Stays abreast of current trends in Web design, usability and information architecture.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of 

content management systems, information architecture design principles, user experience, SEO, familiarity with basic HTML skills, and strong familiarity with standard concepts, practices and procedures of publishing on the web.Work requires 

strong project management skills and the ability to lead diverse content teams.Work requires knowledge and understanding of interactive marketing tactics. Work requires strong analytical and problem solving skills with minimal 

direction.Work requires ability to execute efficiently and effectively under deadlines, juggle multiple projects at once and keep up with changing task prioritization.Work requires communications skills with customer-service focus with 

experience working in matrix organization.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR DIGITAL MARKETING 8622 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

and four to six years of experience in AdWords and digital marketing. Experience with email marketing or content marketing is a plus. Must be able to demonstrate successful measurable results in a digital marketing capacity within a 

corporate or agency environment. Job Duties  1.  In collaboration with senior leadership and the web team, develop and execute digital marketing plans and initiatives, based on the strategic initiatives of the institution. Ensure feedback loop 

for all tactical elements of the plans, enabling tracking and recalibrating, if necessary, to ensure growth goals are met.2.  Perform initial analysis and manage patient-focused digital paid marketing initiatives (PPC and display) across all service 

lines including keyword analysis, vendor negotiations, bid management, and creative.3.  Partner with the web team to optimize UT Southwestern digital properties to increase organic search visibility including rankings and click-throughs.4.  

Plan and implement onsite optimization initiatives to create successful landing page experiences for patients and physicians.5.  Work with departmental and service line organizations to ensure that ads and onsite messaging matches agreed 

upon tone and onsite goals.6.  Work closely with the various business managers for the clinical units, in both the hospital and faculty practice, to ensure that their identified marketing needs are being met.7.  Be able to take a marketing plan 

and create a successful digital experience from awareness and branding to measurable onsite goals and continued online/email engagement.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

MGR DIVERSITY AND INCLUSION 9645 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThe Manager of Diversity and 

Inclusion is responsible for supporting the diversity strategy of UT Southwestern Medical Center by recommending, developing and implementing diversity and inclusion programs and initiatives across UT Southwestern's employee/staff 

population. The Manager will work closely with UT Southwestern Diversity and Inclusion Leaders, HR Staff and business leaders across the organization to ensure initiatives, resources and tools are effectively leveraged to drive business results 

and to ensure an inclusive and diverse population that aligns with and supports UT Southwestern's organizational goals.  Experience and EducationBachelor's degree from an accredited college or university and a minimum of five (5) years of 

professional experience, including at least two (2) years of diversity and inclusion work within a professional company or organization. Must have at least three (2) years of relevant work experience in program/project management. Master's 

degree, Ph.D., or a Juris Doctorate is preferred. Prior diversity and inclusion experience in an academic and/or healthcare organization is preferred.Job DutiesAssists institutional leaders with developing diversity, equity, and inclusion 

educational curriculum, strategies, and tools to ensure the effectiveness and alignment to the overall diversity and inclusion strategic platform. Assist with the development and implementation of diversity councils and assess opportunities to 

link diversity with ongoing business, HR processes and initiatives. Continually identifies barriers to the success of diversity and inclusion. Provide cultural change in support of UT Southwestern Medical Center's ability to deepen its relationship 

to key diverse segments across associate, student, faculty and community partnerships. In collaboration with Hospital administration, participate in the development of evaluation and treatment outcome measures in respect to culturally 

competent services.Provide technical assistance, advice, coaching, and consultation to individuals and groups regarding cross-cultural conflicts and disputes, as well as policies and practices that might have an adverse impact on a particular 

group(s). Provide consultation to all directors and managers as diversity and cultural competency issues arise.Under the direction of the Director of Diversity and Inclusion, the Manager will be responsible for management of designated 

programs servicing special populations (i.e. Employee/Staff Resource Groups).Collaborate with management and human resources in the development of strategies for talent management and associate development. Partners with HR to 

provide candidate sourcing recommendations and/or recruiters to build pipeline of qualified minority, female and other protected-class applicants resulting in increased hiring of women and minorities. Develop training with regards to 

diversity and inclusion, equal opportunity, cultural competency and equity of care for the university and healthcare systems. Will directly train, facilitate, and secure other trainers regarding diversity, inclusiveness, equal opportunity, and 

cultural competency issues. Works closely to ensure alignment with the diversity and inclusion metrics/measures/scorecard and the Affirmative Action goals and objectives. Defines and deploys diversity measures, programs, practices and 

process changes to ensure the success of diversity and inclusion strategies at UT Southwestern Medical Center. In collaboration with the marketing department, develop and execute the diversity and inclusion communication strategy to 

ensure broad communication of all initiatives. In collaboration with Community Relations and Human Resources, support community outreach programs on behalf of the university including various student intern programs designed for/or 

sponsored by community/city initiatives (i.e. Mayor's Summer Intern Program, Emmett J. Conrad Program, Urban League of Greater Dallas - OJT).Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires effective 

communication skills, both verbal and written and the interpersonal skill necessary to interface at all levels of the organization.Work requires strategic planning skills and the demonstrated ability to be successful with project 

implementation.Work requires vision, creativity and a passion for diversity and inclusion work.Work requires effective platform and facilitation skills. Must be a change agent.Work requires the ability to understand, interpret data, and perform 

analysis related to key D&I metrics.Work requires strong presentation skills in large or small group settings.Work requires the ability to work in a fast paced and demanding environment and multi-task/manage multiple projects.Work requires 

a strong professional presence that is collaborative and team-oriented; able to effectively work across global cultures and partner with organizational and community leaders.Work requires the ability to travel as needed for meetings and other 

events; to work independently; and to work flexible hours based on workload and/or the needs of diversity and inclusion programs and events.Work requires knowledge of EEO laws and OFCCP regulations (e.g., EO11246, Title VII, ADA).Work 

requires compiling and analyzing complex data.Work requires understanding, interpreting, and applying laws, rules, regulations, policies and procedures.Working ConditionsWork is performed primarily in office area.Any qualifications to be 

considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education 

Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR EDU PRAC TRANSITION U5579 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

identify and maintain evidence-based content practice transition education for University Hospitals and Ambulatory Clinics. Practice transition programs accredited by the American Nurses Credentialing Center's (ANCC) Practice Transition 

Accreditation Program (PTAP) must have an identified Program Director who has primary accountability within the organization to ensure compliance with ANCC PTAP criteria. Experience and EducationLicensure as a Registered Nurse by the 

Board of Nurse Examiners for the State of Texas with a minimum of a Master's Degree in Nursing from an ACEN or CCNE accredited nursing program and/or Master's Degree in a related field. Certification preferred. Five (5) years' experience in 

the healthcare field, preferably in a hospital setting; Two (2) years of progressive leadership experience. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA).Job DutiesDemonstrate 

continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.Provides daily oversight of practice transition education team to include meeting 

financial goals and objectives and supporting the practice transitions activities and programs. Works collaboratively with clinical and education leaders to properly identify and prioritize goals and objectives to meet the needs of the 

department and/or organization.Evaluates efficacy and efficiency of practice transition educational programs and curricula as well as any associated presentations and learning activities.Employs processes and workflows to enhance 

organizational support of practice transition education and workforce development.Adheres and facilitates adherence by other personnel to all policies and procedures, code of ethics, TJC standards, and nationally recognized standards of 

nursing practice. Reviews work assignments and revises as necessary to meet specific needs of learners and/or to ensure adherence to policies and procedures. Implements disciplinary interventions, including termination, as appropriate and in 

compliance with policy.Utilizes resources in manner which is appropriate and which optimizes resources for benefit of organization. Identifies efficiency or cost saving ideas and reports to executive leadership.Develops annual capital and 

operational budgets with assistance from nursing administration personnel. Completes payroll editing at end of payroll cycle and maintains attendance records.Ensures adherence to ANCC PTAP criteria for accredited practice transition 

programs. Maintains current working knowledge of accreditation criteria. Serves as primary point of contact to the ANCC PTAP Program Office.Performs other duties as assigned.Knowledge, Skills & AbilitiesSelf-directed and able to organize 

and manage multiple tasks/projects simultaneously.Work requires high level of effective written, verbal and interpersonal communication skills.Work requires interdisciplinary collaboration between nursing, physicians and allied health 

professionals to develop evidence-based patient educationWorking ConditionsWork is performed primarily in a general office setting.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

MGR EDUCATION U5058 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationRequired Licensure as a 

Registered Nurse by Board of Nurse Examiners for the State of Texas with a minimum of a Bachelor's of Science in Nursing upon hire. Five (5) years' experience in the healthcare field with at least two (2) years of progressive leadership 

experience, preferably in a hospital setting. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Must have a Master's Degree within 3 years of hire. 

Certification in Nursing Professional Development or relevant certification in specialty area, education, or leadership is required within 18 months of hire. Job DutiesDemonstrate continuous performance improvement in targeted areas of 

responsibility in alignment with the overall annual Hospital performance improvement targets.Provides daily oversight of the department to include meeting financial goals and objectives and supporting the activities and programs of the 

education team. Works collaboratively with clinical leaders to properly identify and prioritize goals and objectives to meet the needs of the department and/or organization.Evaluates efficacy and efficiency of clinical educational programs and 

curricula as well as any associated presentations and learning activities.Employs processes and workflows to enhance organizational support of clinical education and workforce development.Adheres and facilitates adherence by other 

personnel to all policies and procedures, code of ethics, JCAHO standards, and nationally recognized standards of nursing practice. Reviews nursing assignments and revises as necessary to meet specific needs of patients and/or to ensure 

adherence to policies and procedures. Implements disciplinary interventions, including termination, as appropriate and in compliance with policy.Utilizes resources in manner which is appropriate and which optimizes resources for benefit of 

organization. Identifies efficiency or cost saving ideas and reports to executive leadership.Develops annual capital and operational budgets with assistance from nursing administration personnel. Completes payroll editing at end of payroll cycle 

and maintains attendance records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR EDUCATION PROGRAM 8099 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree 

strongly preferred and 7 years of related experience to include at least two (2) years in a supervisory capacity. Applicants without the stated preferred degree, but with significant additional related experience may be considered.Job 

DutiesDirects administrative strategies, and develops and implements systems to enhance the operations of local and national education programs. Must be accountable for all three education areas (UME, GME, CME) and manage a staff of at 

least 6 (direct and indirect).Works directly with Vice Chair of Education, the Program Directors and the Graduate Medical Education office, creates administrative structures to assess and improve the performance of trainees. Acquires and 

analyzes data, implements web technology, and develops and implements policies and procedures in response to guidelines and regulations. Acts as project manager for implementing exams and achievement-related activities during the 

year.Oversees financial planning, monitors and maintains annual operating budgets for residency and multiple fellowship programs. Gathers development plans from the various program directors, identifies equipment purchasing, 

programmatic expenditures and submits annual budget to the Department for approval. Ensures effective management of fund level professional expenses, approves expense requests, and monitors balances available to ensure positive cash 

flow.Responsible for managing staff: interviews and hires staff, reviews and evaluates staff performance, determines corrective actions plans; and manages employee discipline and grievances. Plans for staff development, conducts annual 

evaluations, providing critical feedback, arranging training both internal and external. Promoting department identity across other functional areas of the departmentOversees the residency and fellowship recruitment processes. Develops 

training, designs and implements systems and procedures, and coordinates activities of Program Specialists to effectively manage the entire recruitment process. Stays current on systems, trains staff, and provides for the input of the faculty in 

ongoing improvements.Responsible for all aspects of university and hospital appointments and reappointments for residents; oversees appointment of Fellows. Ensures processes are executed for appointments and rotations at multiple 

venues outside UT Southwestern. Responsible for ensuring timely resident and faculty compliance.Oversees residency and fellowship training effectiveness reporting. Designs and implements resident, faculty and rotation evaluation processes 

to solicit appropriate information. Designs and runs reports to track residency competencies across the required regulatory milestones. Provides analysis and trends to faculty and committees to enhance education for residents, fellows and 

medical students.Coordinates the direction of educational programming, communicating across the sub-specialties and the numerous faculty involved in arranging and accommodating lecturers throughout the academic year. Ensures the 

process of educational programming is smooth and that all requirements are met for CME programming in the department. Responsible for maintaining current knowledge of Accreditation Council on Graduate Medical Education (ACGME) 

General and Special Requirements and ACGE/Residency Review Committee- Specialty regulations and recommendations to ensure favorable judgments on audits, re-accreditation and recertification criteria for the Residency and the fellowship 

programs. Stays current on American Board policies and recommendations, as well as all necessary systems and technologies, to ensure accurate evaluation and tracking of residents and fellows through their programs. Oversees 

documentation of eligibility of specialty and subspecialty certification of residents and fellows. Designs training for staff and directly implements procedures and systems to ensure compliance. Acts as the administrative contact person to 

external agencies.May be responsible for volunteer faculty oversight including credentialing and privileges.Performs other related duties as assigned.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.



MGR EDUCATIONAL TECHNOLOGY 9431 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree in 

education, educational technology, curriculum and instruction or related field. Minimum two (2) years postsecondary teaching experience and/or postsecondary administrative experience in, curriculum development, instructional 

methodology, planning, evaluation, needs assessment, instructional technology, computer technology, faculty development or distance learning.  Development, deployment and management of enterprise level educational technologies. Job 

Duties  1.  Supervises a team of personnel to assist with the design, requirements, support and training of educational technology.2.  Plans and coordinates faculty orientation and professional development opportunities.3.  Initiates and 

maintains a "Faculty Academy" for teaching and learning.4.  Designs and/or identifies instructional materials for faculty professional development opportunities.5.  Supports academic administration and faculty in the areas of instructional 

design, effective teaching strategies and assessment and evaluation.6.  Provide expertise in the use of educational technologies such as learning management systems (LMS), ePortfolio and electronic discussion groups; assist in building 

templates for courses in LMS systems and assist instructors in building their individual courses.7.  Supervises the evaluation, recommend and assistance to central information technology in implementing new tools, software, techniques and 

solutions to support learning, teaching and classroom technology.8.  Supervises on-site user training on LMS systems and collaborative tools to faculty.9.  Develop metrics to evaluate the impact of Educational technology and the methods for 

tracking success.10.  Identify and develop grants that promote teaching and learning.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MGR EMPLOYEE BENEFITS & RETIREMENT 9504 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree or 

equivalent experience in Human Resource Management, Business Administration, or related field and seven (7) years of experience in one or more areas of human resource management, including at least (3) years in assigned area, and one (1) 

year of supervisory experience required. Job Duties  1.  Manages, administers, and directs activities to ensure effective and efficient delivery of employee benefits and retirement programs.2.  Provides supervision, leadership, and mentoring to 

Benefits staff.3.  Acts as the primary liaison with UT System, insurance companies, retirement providers and benefits vendors.4.  Provides quality, customer service in working with employees and various insurance and retirement vendors to 

optimize benefit program results.5.  Reviews, recommends, and implements changes as needed to ensure internal administrative processes for ensuring quality service by standardizing internal processes and procedures that can be measured 

for quality outcomes and that reduce manual intervention.6.  Develops and updates all employee benefit related communications, plan change notifications and system HCM benefit plan changes.7.  Adheres to internal controls, reporting 

structure, and benefit and retirement plan provisions.8.  Functions as a liaison with Payroll and PeopleSoft personnel in analyzing, defining, and resolving benefits and retirement processing and/or HCM problems.9.  Responsible for hiring, 

training, evaluating, and managing work assignments for the Benefits staff.10.  Leads and oversees the annual benefits open enrollment process.11.  Remains up to date in all processes and procedures in regards to benefits and retirement 

administration.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR EMPLOYEE RELATIONS & POLICY ADMINISTRATION 9528 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide professional and supervisory skills involving employee relations issues.Experience and EducationBachelor's Degree in Human Resource Management, Business Administration, or related field and at least seven (7) years of professional 

experience in one or more areas of human resource management, including at least three (3) years in assigned area, and three (3) years supervisory experience required.Job DutiesCounsels, advises, and works with managers and supervisors to 

identify and resolve personnel issues and improve workforce performance and effectiveness.Supervises and evaluates Employee Relations Representatives and administrative support staff in Employee Relations division of the Office of Human 

Resources.Reviews, edits, approves, and/or denies any disciplinary actions to be issued to department managers and supervisors from the Employee Relations division. Drafts disciplinary letters that accurately communicate, in a manner 

clearly understandable by a disciplined employee, the factual information that forms the basis for the disciplinary action.When requested, counsels employees on their roles and responsibilities as employees and other job-related matters; the 

classified employee grievance and discipline policies and employee rights and responsibilities. Be accessible to employees requesting to review their official personnel files.Serves as the University's representative in classified employee 

disciplinary appeal and unemployment compensation appeal hearings by preparing the case for defense of the University's position, including preparation of witnesses and written documents, and examining and cross-examining witnesses to 

ensure pertinent information is accurately and honestly presented to the hearing officials.Manages HR policy development and revision processes to ensure all are relevant, up to date, and in line with Federal and State of Texas legislation, 

Regents Rules, UT System policy and procedure, and the UT Southwestern Handbook of Operating Procedures.Consults with departmental administrators regarding performance management issues.Develops, revises, and presents training 

programs in cooperation with the Organizational Development and Training division of the Office of Human Resources. Ensures training manuals are up to date.Directs project management duties for new compliance initiatives. Coordinates 

various projects and programs within the department ensuring all tasks are completed by established deadlines and quality standards.Maintains required information in the Employee Relations Oracle database by entering required 

information on a daily basis. Ensures narrative information entered into the database conveys sufficient information so a reader can grasp a clear understanding of the facts of the action without having to resort to other documentation.Serves 

in a supervisory capacity in absence of the Director of Human Resources.Attends university meetings/functions as determined by the Director of Human Resources.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires 

ability to interpret policy and apply procedures, techniques, or practices to work problems.Work requires effective written and verbal communication skills.Work requires telephone and personal contact with all levels of internal and external 

personnel and organizations to obtain or provide information and explain facts, policies, and procedures relating to resolution of problems of a recurring but non-routine nature.Work requires reading, writing, simple to advanced arithmetic, 

data analysis, report writing, interpretation of policies and procedures, and organization of resources to meet goals.Working ConditionsWork is performed primarily in general office area. Any qualifications to be considered as equivalents in 

lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR FACILITIES 5010 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and eight (8) years of related experience including three (3) years of supervisory experience. Job Duties  Supervises employees and work flow planning.  Provides and supports efforts to develop teamwork between all employees 

and staff at all times.  Seeks opportunities to teach, mentor, and promote professional growth of personnel assigned.  Collaborates with Physical Plant Trainer and Physical Plant Managers to provide training to staff.  Conducts staff and 

committee meetings and special projects such as patient satisfaction, team development and recruitment activities.Conducts daily and/or shift by shift review of department assignments, scheduling and staffing plans to ensure adequate 

coverage and adherence to policies, procedures, and productivity targets. Revises assignments, schedules, and plans as necessary. Utilizes staffing patterns and guidelines to foster most cost effective option for providing adequate coverage.   

Interviews and provides input regarding hiring of all personnel. May terminate personnel for cause following discussion with and approval from Director and/or Director of Human Resources.      Provides immediate counseling and constructive 

criticism and disciplinary interventions of personnel in private setting and in manner that is positive and respectful.   Participates in routine interdisciplinary rounding.     Completes all annual performance evaluations and orientation 

evaluations of personnel assigned to unit.       Follows-up with accurate and timely reports to Director. Coordinates various projects and programs for section ensuring all tasks are completed by established deadlines and to ensure that quality 

customer service is provided for faculty and staff.     Utilizes Physical Plant resources which optimize those resources for benefit of organization and its patient population. Identifies efficiency or cost saving ideas and reports them to 

Director.Reviews budgets and makes recommendations for budget needs.        Facilitates compliance by personnel assigned to unit to all policies and procedures, code of ethics, JCAHO standards, OSHA standards, and specialty organization 

standards.      Develops, revises, recommends, and interprets policies and procedures for section to ensure all applicable laws and governmental guidelines are followed and that employees are treated in equitable manner.     Performs other 

duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR FACULTY PRACTICE FINANCIAL & DATA ADMINISTRATION 7098 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor degree in 

Business or Healthcare Administration, Information Services or equivalent, is required; a Master degree is preferred. Experience working with relevant operating systems and hardware for at least six (6) years plus four (4) years cumulative 

experience performing financial analysis, personnel management, training and/or consulting services is required. Job DutiesProvides financial decision support for senior university management, clinical departments, and billing 

operations.Identifies areas of financial risk and alerts departments of unfavorable trends. Develops and/or modifies existing reporting tools in order to find the root cause and addresses them.Publishes standard financial reports and interactive 

data sets to a shared drive for use by clinical departments and other key members of the organization. Designs automated reports allowing users to drill down to area(s) of interest and compare budget line items, billing operations work flows, 

etc.Focuses on designing, implementing, and maintaining a best-in class infrastructure of EPIC and PeopleSoft data, with strict availability and performance requirements. Includes both Hospital and Professional Data setsExtracts with 

Microsoft SQL Server, relevant data from various sources and joins the data and information into databases.Works with system users to make recommendations, receive feedback, and test additions and/or enhancements to automated 

database systems so that systems are updated, tested, developed, and implemented.Abstracts data, reconciles data inconsistencies, enhances data to meet Allscripts EPSI, other software table requirements and performs results 

analysis.Manages the design and implementation of security and data access methods to ensure system is properly controlled, monitored and audited.Develops and implements maintenance and administration procedures for Allscripts EPSI, 

or other software to ensure optimal performance.Proactively monitors systems to determine early warning signs of issues.Creates, documents and maintains data dictionaries, SQL processes and Allscripts EPSI, or other software 

processes.Investigates performance anomalies and performs root cause analysis on identified issues with data sources, data queries or final financial reports.Develops Quality Control methods from the original data sets, through SQL 

processing, through EPSI table entry, EPSI processing and final financial reporting. Works with Executive Management to develop business Logic, SQL query code and analytical reporting to support the calculation of monthly collection rates and 

subsequent revenue accruals for each of our 26 Academic Medicine Departments. This includes the Journal Entry formation into PeopleSoft.Provides direct supervision for staff, including performance appraisals, training, scheduling and 

handling various personnel issues as needed.Completes complex projects as requested.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment in interpretation of policy and application 

of procedures.Work requires knowledge of complex financial analysis and forecasting procedures.Work requires ability to maintain a high level of precision in work performed.Working ConditionsWork is performed primarily in general office 

area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR FACULTY PRACTICE FINANCIAL AFFAIRS 7024 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Finance, Accounting, Business Administration, Health Care Administration, or related field plus seven years of experience in managing multiple regulations and accounting processes, and three years supervisory experience. Exposure to IDX 

billing system and Vogt Cost Accounting System preferred.  Job Duties  Manages, coordinates, and directs financial activities for all departments funded by the CSA, including all accounting, financial reporting, budgeting, forecasting, 

purchasing, facility management, payroll, courier, and front desk reception functions.  Oversees and coordinates all administrative services for MSRDP functions including Finance, Billing Operations, Contracts Management and Administration 

and Credentialing.  Designs, executes and maintains effective system of internal controls in accounting/administrative services, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and 

financial information is reliable.     Develops and implements regular reporting and MSRDP Summary of Operations reports to senior management of the MSRDP/UT System.       Serves as primary liaison between MSRDP, and various UTSWMC 

departments, including Accounting, Budget, Fiscal Report, Purchasing, Physical Plants and auditors.      Coordinates the preparation, analysis and distribution of the MSRDP monthly/quarterly financial reporting, MSRDP Summary of Operations 

report, annual expenses budget for MSRDP, as well as the Clinic Service Administration budget (CSA).  Prepares monthly A/R reserve calculation and other financial information for Accounting Department.   Ensures compliance with applicable 

laws, regulations, policies, and procedures       Develops and recommends actions to achieve company financial objectives.       Manages financial / accounting staff.        Completes complex projects as requested.        Performs other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR FINA AFF HOSP FINA OPS U9977 Y T26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master of 

Healthcare or Business Administration and 4 years of management and finance experience in an academic medical center, hospital, or clinic environment, including experience with data analysis and project management.  Or other levels of 

commensurate experience in applicable industries. Job Duties  Demonstrates exceptional knowledge of healthcare business strategy, operations, policy, current trends and issues and provides innovative ideas and direction to support future 

neuroscience growth strategies.Works collaboratively with Health System planning, leadership, and departmental leadership to develop and monitor financial components and performance metrics of the Hospitals' and Hospital-Based Clinics' 

strategic plan and programs.Implements the financial strategy by assisting in analysis and working with department directors and managers.Prepares financial models and conducts financial analysis on any type of strategic planning project or 

development of multidisciplinary functional service lines.Performs data analysis and provides financial/business planning support to clinical service line leaders and faculty practice leaders in the evaluation of opportunities for growing 

profitable volume, as identified in the Hospital and overall Health System strategic plans.In collaboration with Hospital financial and operational leadership, recommends and develops routine reports/metrics that track both clinical and 

financial activity.Provides leadership with ad hoc reporting and analysis as requested.Accesses and utilizes clinical data from multiple data sources across the hospital systems, faculty practice, and departmental systems.Initiate and complete 

financial projects and studies within a designated timeline.Primary responsibility for Position Control oversight and maintenance.Working with the Controller, develop training materials and guidelines for use of the Hyperion System.Perform 

variance analysis against budget during the year and within budget preparation.Utilize the new system and other inputs appropriately to support financial modeling and analysis.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR FINANCIAL AFFAIRS 9228 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business or other related field strongly preferred and five (5) years of related experience in financial or accounting positions and at least two (2) years of supervisory experience. Applicants without the stated preferred degree, but with 

significant aditional related experience may be considered.Job Duties1. Plans, organizes, directs, and coordinates financial operation of department, including financial planning, budgeting, billing, and accounting functions. Oversees 

establishment of department accounting procedures.2. Constructs projections of department income and expenses, prepares yearly budgets for department, and provides regular financial reports to Chairman regarding department's financial 

status.3. Interprets policies and regulations concerning department's financial activities, including university policies and procedures and Federal and State agency guidelines; takes a pro-active stance to insure compliance with medical billing 

federal rules and regulations and UT Southwestern policies; regularly communicates with the institutional medical billing compliance office on matters regarding compliance with billing rules.4. Directs and develops written justification to 

support budget proposals, expenditure items, and financial policy matters.5. Directs, manages, and supervises department's billing office. Develops and modifies patient billing procedures to allow optimum income generation. Assists in 

negotiation and establishment of contractual arrangements for professional services. Serves as as primary liaison between department and MSRDP. Serves as departmental representative on appropriate committees and meetings.6. Develops 

and implements regular reporting and management level presentations to administration and faculty in department. Coordinates distribution and analysis of revenue and expenditure reports, develops presentations for department and 

faculty regarding clinical earning and distributions, and assists department faculty in understanding impact of financial data.7. Coordinates processes for reviewing, analyzing, and establishing fee schedules for department and its divisions. 

Assists Chairman with establishment of department incentive system and oversees its maintenance.8. Designs, executes, and maintains effective system of internal controls which provides reasonable assurance that operations are effective 

and efficient, assets are safeguarded, and financial information is reliable.9. Ensures compliance with applicable laws, regulations, policies, and procedures.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR FINANCIAL AFFAIRS U9228 Y T26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business or other related field and five (5) years experience in financial or accounting positions and two (2) years of supervisory experience. Job Duties1. Plans, organizes, directs, and coordinates financial operation of department, including 

financial planning, budgeting, billing, and accounting functions. Oversees establishment of department accounting procedures.2. Constructs projections of department income and expenses, prepares yearly budgets for department, and 

provides regular financial reports to Chairman regarding department's financial status.3. Interprets policies and regulations concerning department's financial activities, including university policies and procedures and Federal and State agency 

guidelines; takes a pro-active stance to insure compliance with medical billing federal rules and regulations and UT Southwestern policies; regularly communicates with the institutional medical billing compliance office on matters regarding 

compliance with billing rules.4. Directs and develops written justification to support budget proposals, expenditure items, and financial policy matters.5. Directs, manages, and supervises department's billing office. Develops and modifies 

patient billing procedures to allow optimum income generation. Assists in negotiation and establishment of contractual arrangements for professional services. Serves as as primary liaison between department and MSRDP. Serves as 

departmental representative on appropriate committees and meetings.6. Develops and implements regular reporting and management level presentations to administration and faculty in department. Coordinates distribution and analysis of 

revenue and expenditure reports, develops presentations for department and faculty regarding clinical earning and distributions, and assists department faculty in understanding impact of financial data.7. Coordinates processes for reviewing, 

analyzing, and establishing fee schedules for department and its divisions. Assists Chairman with establishment of department incentive system and oversees its maintenance.8. Designs, executes, and maintains effective system of internal 

controls which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.9. Ensures compliance with applicable laws, regulations, policies, and procedures.**Other 

Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR FINANCIAL AFFAIRS PART TIME NON EX 9228PN Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 N 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business or other related field strongly preferred and five (5) years of related experience in financial or accounting positions and at least two (2) years of supervisory experience. Applicants without the stated preferred degree, but with 

significant additional related experience may be considered.Job Duties1. Plans, organizes, directs, and coordinates financial operation of department, including financial planning, budgeting, billing, and accounting functions. Oversees 

establishment of department accounting procedures.2. Constructs projections of department income and expenses, prepares yearly budgets for department, and provides regular financial reports to Chairman regarding department's financial 

status.3. Interprets policies and regulations concerning department's financial activities, including university policies and procedures and Federal and State agency guidelines; takes a pro-active stance to insure compliance with medical billing 

federal rules and regulations and UT Southwestern policies; regularly communicates with the institutional medical billing compliance office on matters regarding compliance with billing rules.4. Directs and develops written justification to 

support budget proposals, expenditure items, and financial policy matters.5. Directs, manages, and supervises department's billing office. Develops and modifies patient billing procedures to allow optimum income generation. Assists in 

negotiation and establishment of contractual arrangements for professional services. Serves as as primary liaison between department and MSRDP. Serves as departmental representative on appropriate committees and meetings.6. Develops 

and implements regular reporting and management level presentations to administration and faculty in department. Coordinates distribution and analysis of revenue and expenditure reports, develops presentations for department and 

faculty regarding clinical earning and distributions, and assists department faculty in understanding impact of financial data.7. Coordinates processes for reviewing, analyzing, and establishing fee schedules for department and its divisions. 

Assists Chairman with establishment of department incentive system and oversees its maintenance.8. Designs, executes, and maintains effective system of internal controls which provides reasonable assurance that operations are effective 

and efficient, assets are safeguarded, and financial information is reliable.9. Ensures compliance with applicable laws, regulations, policies, and procedures.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR FINANCIAL SERVICES U9226 Y T26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationBachelor's 

degree in Business Administration, Health Care Administration, or other related field and eight (8) years management level experience in academic medical center or hospital environment or combination of relevant, related experience and 

education.Job DutiesSupport the CFO in the development and implementation of an effective action plan to improve performance through the University Hospitals and Clinics. Utilize available systems and methodologies to provide decision 

support for the organization's business planning and analysis requirements. This would include information about costs of hospital services, product line profitability, and department productivity.Direct a costing project under the CFO that will 

result in integrating the costing of services into the daily workflow across hospital departments and clinics by utilizing orders and the resulting charges as a proxy for activity that will result in a consistent and well understood structure by our 

physicians, department directors, managers and team members. Further identification of costs by category is necessary and will be developed in participation with department directors and managers. High level groupings such as direct labor 

and direct supply will be refined to enable a more specific allocation methodology where possible, breaking down labor, supplies and other expenses. This method will support the initiative to identify the drivers of our business and to fully 

understand the impact of volume on our business. This will require developing a plan, defense and presentation of a plan and implementation of a plan that is the first initial project as well as an ongoing process to establish routine updating of 

the systems and methodologies. The scope will span clinical and financial operations and must coordinate between and among quality, financial and operational processes and procedures.Develops and implements regular reporting and 

management level presentations for the CFO. Coordinates distribution and analysis of revenue and expenditure reports, develops presentations for the CFO regarding earnings and distributions, specific to the MOUs with the Departments. May 

also participate in the development of budget and forecasting systems and models that can and will be utilized throughout the organization.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of judgment. 

Work requires proven leadership and communication skills and experience in business planning, financial analysis, and/or strategic planning. Proven leadership and communication skills.Work requires that incumbent be vested with final 

authority to make decisions within limits of established policies and practices. Work requires contact outside department or component which are related to resolution of problems of non-routine nature which require explanation of facts to 

effect establishment and/or revision of policies and programs or to obtain assistance of representatives of outside organizations to arrive at final determination.Work requires incumbent to determine methods or approaches to work 

problems.Working ConditionsWork is performed mostly in general office environment.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status.

MGR GIFT ADMINISTRATION 9878 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and five (5) years progressively responsible experience managing a fundraising support team and related infrastructure. Advanced degree preferred. Knowledge of related Internal Revenue Service (IRS) tax laws and publications, and 

Council for Advancement and Support of Education (CASE) reporting standards and management guidelines preferred. Job Duties  1.Manages the daily operations of the Gift Administration team, managing overall workflow related to gift 

processing, receipting, acknowledging, and pledge management activity, approving data input and batch processes, and ensuring integrity of all gift and pledge information.2.Supervises and trains assigned Gift Administration staff and ensures 

all IRS, University of Texas System, and institutional guidelines pertaining to the acceptance, processing, and receipting of gifts are followed.3.Ensures proper processes and controls are in place to effectively manage gift information, including 

confidentiality and integrity of donor information, and ensures gifts are processed timely and coded appropriately in accordance with donor intent.4.Works directly with the Director of Planned Giving to manage the full cycle of processing 

related gifts.5.Works with the Southwestern Medical Foundation to request and report on balances of funds held for the benefit of UT Southwestern, working under the guidance of the Vice President for Development, Assistant Vice President 

of Planning & Advancement Services, and various development officers to call-out/transfer funds to UT Southwestern.6.Works with the Director of Gift Administration to develop and implement best practices related to Gift Administration, 

proactively identifying opportunities to streamline processes and increase accuracy and efficiency, and establishes, documents, and updates Gift Administration policies and procedures, as requested.7.Collaborates and works closely with the 

Office of Accounting (Cash Management and Accounting Operations) to establish new gift subledgers and transfer gift funds to appropriate subledgers.8.Assists with the reconciliation of The Raiser's Edge gifts and grants with those recorded in 

PeopleSoft by the Office of Accounting.9.Works closely with the Director of Gift Administration to ensure proper processing of stock gifts and gifts wired from The University of Texas System.10.Assists with the preparation of various reports 

including the Council for Aid to Education (CAE) Annual Survey of Voluntary Support of Education (VSE) report, and the gift report section of the Annual Southwestern Medicine, among others.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR GMP MANUFACTURING 4483 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position is responsible for planning, 

organizing and overseeing the day-to-day activities relating to the manufacturing of new Gene Therapy Products for clinical therapeutic candidates and enable cGMP production that meets FDA and European regulatory standards as applicable. 

The incumbent will work closely with other area managers such as Process Development, Quality, Material Management, Finance and report to Viral Vector Core (VVC) to deliver optimized strategies suitable for the cGMP manufacture of Gene 

Therapy drug products and ensure scientific rigor during execution of cGMP campaigns. Experience and EducationBachelor's degree in a science, engineering, or related field. Advanced degree MS/PhD is highly preferred. Five (5+) years of years 

of experience in the biopharmaceutical or bioprocess industry or equivalent with experience in process development and GMP manufacturing under regulatory clean-room environment. Previous direct or indirect supervisory experience is a 

plus.Relevant knowledge and industrial experience in the field of bioprocess development and or Bio-manufacturing of gene therapy or equivalent and will have experience in transferring processes to cGMP facilities for clinical or commercial 

manufacturing. Possesses a highlevel of skill and experience with key bioprocess techniques including; cell culture, cell line development, bioreactor operation and scale-up, centrifugation (including ultracentrifugation), phase partitioning, 

column chromatography (size-exclusion, affinity, ion-exchange), tangential flow and normal flow filtration. FDA regulatory knowledge and skill is mandated and preferred experience and knowledge of European regulatory standards.Job 

DutiesOrganizes, manages and oversees technical work of the manufacturing team and GMP facility according to plan and timeline. (Cell Culture, Upstream, Downstream, Product Filling, Storage and Readiness for Release).Oversee all 

production in the core including non-GMP such as research prep and Tox production.Develops work plans, assigns & prioritizes work according to the program needs and team skills.Develops, trains, manages and oversight of manufacturing 

team staff.Consults Senior Management for strategic direction and focus. Organizes and ensure that Toxicology runs are performed and appropriate TOX material and titers are delivered for appropriate TOX studies in timely fashion.Works 

collaboratively with Quality Manager and PD Manager for successful final product outcome and release.Organizes and leads manufacturing team group meetings and works with other teams settings. Leads review, editing and approval of 

documentation, batch records, reports and SOPS.Optimizes strategies for efficient review, editing and approval of documentation, reports, SOPS.Oversight and performs as needed support for all manufacturing activities (Upstream, 

downstream and fill finish).Oversight Tech Transfer processes and upscale performance from PD into GMP manufacturing.Ensure proper inventory and supplies are adequate and at hand for manufacturing.Ensure proper technology equipment 

choice for best yielding and manufacturing.Ensure proper cleaning and sterility of the GMP facility Ensure proper HVAC system functionality, Temperature, Humidity and Pressure Monitoring that qualifies the facility to be adequate for cGMP 

production and meets FDA and European regulatory requirement as applicable.Performs other duties as assigned.Knowledge, Skills & AbilitiesWorking knowledge of cGMP requirements for biologics manufacturing. Working knowledge of 

requirements for aseptic manufacturing. Basic knowledge of cell biology, cell culture.Ability to interpret cGMP requirements for clinical manufacturing. Work requires ability to manage and motivate staff.Strong organizational skills and be able 

to manage and prioritize multiple projects or assignments at one time, including the ability to follow assignments through to completion and meet deadlines. Excellent communication (verbal and written) skills. Ability to read, write, and 

understand English.Work requires exercise of considerable judgment.Work requires ability to take the initiative to solve scientific problems and drive their resolution.Work requires ability to execute detailed experimental plans, record 

procedures, analyze data, and present resultsWork requires strong attention to detail.Work requires ability to make decisions within limits of established policies and practices. Work requires ability to work in a fast-paced team environment 

with changing priorities. Problem solving skill and ability to make quality decisions based on technical facts and sound risk assessments.Work requires strong computer and analytical skills.Working ConditionsWork is performed primarily in 

clinical and/or medical research laboratory.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR GMP QUALITY PROGRAMS 4477 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryDevelop and Manage Quality 

Management Systems (QMS) for Viral Vector Core and GMP AAV Manufacturing facility. Responsible for establishing and managing the Quality Assurance (QA) and Quality Control (QC) programs. Leads regulatory compliance and perform the 

necessary QC/QA audits. Responsible to set the assays for Release and Stability of samples, coordinate testing and data review. Oversees all QC data analysis in for GMP, Non-GMP and research preps. Experience and EducationBS/BA Degree in 

Science/related field and seven (7) years of manufacturing, quality or engineering experience in the biotech or pharmaceutical industry, or equivalent. MS or PhD degree is preferred.Familiarity and knowledge of cGMP standards, ISO standards, 

FDA regulations, Lean Six Sigma concepts; project management; formal Quality Change Control, Investigations, and Documentation systems, and Quality Risk Management including risk assessments. Experience with QC/QA projects 

manufacturing biologics, virus or viral vector product experience is desirable.Job DutiesCreate the facility Quality Management Program based on cGMP standards and in compliance with FDA regulations and ISO standards and if applicable 

with Global Quality compliance standards.Develop, design, and execute on QA/QC programs in alignment with leadership and organizational priorities. Track performance and provide reporting. Responsible for Quality and Compliance 

Oversight.Author, review, and/or approve SOPs/policies and technical reports.Acts as Quality and Compliance SME for clinical manufacturing operations. Participates or ensure QA participation in project teams as required.Responsible for day-

to-day QA/QC management, setting objectives, coaching and developing employees QA/QC knowledge and skills.Ensure a risk-based supplier quality program is in place and maintained, appropriate for stage of clinical development.Ensures all 

initial qualifications, validations, and re-validations are in place for facilities, equipment and processes related to clinical manufacturing. Ensures facilities are suitable for products manufactured. Lead and/or review Equipment/Instrument 

Installation qualification (IQ), Operational qualification (OQ), and Performance qualification (PQ).Coordinate Release, and Stability cGMP analytical Testing.Ensures all non-conformances, OOS, deviations, complaints and related items are 

thoroughly investigated and resolved.Manage the disposition of raw materials, intermediates, packaging and finished goods for clinical operations.Manage the preparation and approval of master batch records, cleaning batch records, and test 

methods.Take a leadership role in defining and improving the test processes in which the team uses for testing and implementing changes to production. Ensure and or perform process and equipment validation (IQ, OQ and PQ).Ensure 

understanding of requirements in pharmaceutical manufacturing.Responsible for Data analytics around parts and processes utilizing statistics and assessments.Drive continuous improvement and problems solving activities including validation 

and verification of Root Cause Analysis RCA and Corrective and Preventative Actions CAPA plans.Review & approve Master Batch Records | Negotiate & approve quality agreements and deviations, change controls, CAPAs, etc.Annual Product 

Review (APR) Data Provider | Manage audit commitments to completion 18. Working closely with key stakeholders, including our Operations Leadership, partners across the business, people leaders, and employees, this role will focus on 

implementing and evolving practical and timely solutions that optimize and consistently evaluate our services and to eliminate or mitigate risks.Leads all internal and external auditing activities and follow-up. Acts as the site ISO 

coordinator.Interact directly with FDA and other health authorities and ensure that interactions with regulators are properly communicated to the development team. Keep abreast of regulatory guidance and technical/scientific developments 

relevant to projects.Provide Quality leadership and direction to support business operations and development of the site quality strategy; Accountable for oversight of the site's QMS to ensure compliance with GMP regulations,Accountable 

for products release and to assure they have been produced from approved processes in conformance to all applicable regulatory requirements.Perform other duties as required.Knowledge, Skills & AbilitiesWorking knowledge of cGMP 

requirements for biologics manufacturing. Working knowledge of requirements for aseptic manufacturing. Basic knowledge of cell biology, cell culture.Ability to interpret cGMP requirements for clinical manufacturing. Strong organizational 

skills and be able to manage and prioritize multiple projects or assignments at one time, including the ability to follow assignments through to completion and meet deadlines. Excellent communication (verbal and written) skills. Problem 

solving skill and ability to make quality decisions based on technical facts and sound risk assessments.Work requires strong computer and analytical skills.Work requires accuracy in all phases of clinical and experimental investigative 

research.Work requires ability to use laboratory tools, machinery, and computer.Work requires ability to read, write, and understand English.Work requires ability to apply arithmetic and mathematical reasoning.Work requires ability to 

analyze data or report information.Work requires ability to develop and implement new goals or plans.Working ConditionsWork is performed primarily in an office environment and/or medical research laboratory.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR GMP SCIENTIFIC PROCESS DEVELOPMENT 4484 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position will lead the development, 

qualification, and execution of processes to characterize and optimize the manufacture of innovative AAV Gene Therapy products. The position will include oversight of bioprocess development as well as tech transfer of process modifications 

into both lab-scale and GMP production. The Scientific Manager will further follow lab-scale and GMP production and work with the GMP Manufacturing Lead to define critical areas for process improvement to enable both iterative and 

transformative process changes that are suitable for ongoing cGMP Manufacturing. Experience and EducationBachelor's degree in a science, engineering, or related field. An advanced degree (Masters, PhD) is preferred. Five (5+) years relevant 

experience (MS and 3+ years' experience or PhD and 2+ years' experience) in the biopharmaceutical industry or equivalent in process development. Experience in development of cell culture, viral vector purification techniques and analytical 

techniques; experience leading implementation of bioprocess unit operations (bioreactor control and operation, chromatography, filtration) and/or direct cGMP experience is preferred.Demonstrates innovation in either upstream (cell culture, 

bioreactor operation including scale up) or downstream purification (e.g. chromatography and filtration) and analytical techniques to support upstream or downstream activities (e.g. metabolite analyses, analytical ultracentrifugation, ddPCR, 

biophysical characterization, flow cytometric analysis). Job DutiesLead Process Development for both Upstream and Downstream portions of the Manufacturing process by designing experiments and analyzing the data generated to drive 

process improvement in all areas, including:UpstreamGrowth media selection and optimizationDerivation and characterization of novel stable cell lines for productionOptimization of transfection protocolsOptimization of gassing and mixing in 

stir-tank bioreactorsOptimization of metabolic state and cell densityDownstreamOptimization of crude harvest of AAV material.FPLC resin screening (Affinity, AEX, IEX, SEC, HIC, Mix-Mode) and optimization of and characterization of 

robustness for chromatographic separation of AAV from contaminants, including empty capsids.Filtration Development: Development of various filtration techniques including depth filtration, ultrafiltration/diafiltration, depth filtration, viral 

filtration, endotoxin removal, and sterile filtration.Quality Control AssessmentsWork with Quality Control Lead to ensure adequate and appropriate analytics are available to assess product quality and ensure scientifically sound decision-

making around process changes.Development and/or identification of additional analytics as needed.GMP Tech TransferUtilize a scale-down theoretical approach and scale-up experimental approach to ensure pursuit of transferrable processes 

to the cGMP Manufacturing Environment.Work with GMP Manufacturing Lead to identify critical process steps for improvement to address operational, technical, and scientific issues.Utilize a broad expertise in bioprocess development and 

external expertise (vendors, publications) to develop a comprehensive strategy for overall development effort with the goal of maximizing yield of highly pure product and improving process robustness. Lead collaboration with other 

development teams to provide support for all development activities. Work closely with Quality Control analytics to understand how the process impacts product quality.Analyze, interpret, summarize, and present data from both individual 

and team work. Maintain extensive and thorough data warehouse for process analysis. Utilize data in process decision making and design.Lead writing and review of technical development reports as well as manuscripts for publication of 

process. Write and review protocols for tech transfer and SOPs for GMP production. Present data to internal teams and stakeholders as well as external collaborators.Identify novel developments in the literature and through discussion with 

vendors that may enable process improvement.Mentor and develop junior staff. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent verbal and written communication skills. Work requires ability to 

independently perform work of considerable complexity in order to achieve general results by interpretation of policy and using ingenuity, initiative, and good judgment, and/or precedents to work problems having broad implications.Work 

requires ability to work independently to develop specific processes or methods in line with strategic program goals. Work requires demonstrated advanced ability in solving complex analytical problems in alignment with strategic project 

plans. Working ConditionsWork is performed primarily in research facility. May be exposed to hazardous materials.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR GOOD MANUFACTURING PRACTICE OPERATIONS 4472 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  BS in Biological 

Sciences, Biochemistry, Immunology, Virology, (Bio)Chemical engineering or related field with 8+ years, MS with 6+ years, or a Ph.D. with 2+ years of cGMP operations, relevant academic and pharmaceutical experience, or an equivalent 

combination of education and experience, are acceptable.  Experience and expertise in the cGMP manufacturing, preferably biological material.  Preferably, familiarity with multiple lab-scale upstream process platforms for cultivating 

mammalian cells and producing viral products in a high paced, high throughput environment. Job Duties  1.Lead the establishment and execution of laboratory processes (including upstream process, harvest, and chromatography-based 

purification) for the production of AAV vector products to supply material for pre-clinical and clinical studies.2.Author technical reports, tech transfer documents, and prepare scientific presentations as needed; write/revise SOPs as 

needed.3.Compliance with U.S. FDA Regulation 21CFR Part 210, 211, and 820 as well as ISO 13485. Keep current with FDA Regulations, procedures, and policies as necessary.4.Coordinate internal production requirements and 

prioritization.5.Regularly interface with internal program leads to assess and forecast material supply requirements, coordinate operations schedule in order to supply material in a timely fashion.6.Communicate production schedule and 

priority to internal stakeholders on a regular basis.7.Identify further opportunities for optimizing process.8.Mentor others and lead lab activities to troubleshoot process with scientists in the lab.9.Generate, manage, evaluate, and maintain 

critical data in a highly organized manner.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR GRADUATE MEDICAL EDUCATION 9031 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable.Job SummaryThis position works under minimal 

supervision to direct operation of program or project, exercising independent judgment and authority as required.Experience and EducationBachelor's degree in Business Administration, Health Care Administration, Education/Social Science, or 

related field, and six (6) years' experience in appropriate field that includes two (2) years in supervisory capacity are required. Master's degree preferred, experience working in an Academic Medical Center environment and familiarity with 

ACGME, TMB, and NRMP policies and procedures preferred.Job DutiesDevelops and implements systems to enhance the institutional oversight of all graduate medical education programs. Working directly with the Associate/Assistant Deans, 

Designated Institutional Official (DIO), Program Directors, Program Coordinators, and Graduate Medical Education office staff, creates and implements administrative strategies to maintain and enhance institutional and programmatic 

recognition. Promotes a culture of continuous quality improvement through assessment and monitoring of GME processes and systems; analyzes trends and implements changes as required.Oversees and manages administrative, financial, 

and business/IT operations of the Graduate Medical Education Office. This includes developing and implementing administrative processes concerning GME programming, budget generation/monitoring/account reconciliation, and providing 

direct and indirect supervision to GME Office staff as appropriate.Maintains a broad organizational perspective to effectively carry out internal and external relationships of the office, such as coordinating and interacting with other staff service 

departments like Accounting/Payroll, Contracts Management, Budget Office, Government Affairs, Planning, Human Resources, and Auxiliary Services.Maintains current knowledge of Accreditation Council on Graduate Medical Education 

(ACGME) Institutional and Common Program Requirements, current working knowledge of Specialty Program Requirements and related processes (e.g., NRMP, TMB, etc.).Acquires and analyzes data, utilizes appropriate technology, develops 

and implements policies and procedures, and implements strategies to address programmatic goals and strategic objectives to ensure the success of Graduate Medical Education initiatives. Serves as a liaison to Graduate Medical Education 

operational leaders across the academic enterprise and contributes to the management of academic activities by gathering, analyzing, interpreting, and communicating information in a timely and effective manner.Oversees the preparation of 

complex reports to the State/THECB (formula funding), and other agencies and/or internal stakeholders as required on various statistics regarding clinical trainees and programs of the Graduate Medical Education Office.Responsible for 

reviewing and approving various forms, contracts, and procedures on behalf of the Associate and Assistant Deans/DIO.Ensures adherence to all policies and procedures of university, such as FLSA, merit and salary guidelines, accounting 

regulations, VSL, and internal control policies.Attends professional development conferences as needed.Represents the Graduate Medical Education office on University/Participating Site Education committees and working groups as may be 

required.Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires knowledge and understanding of graduate medical education accreditation, compliance, financial management, budgeting, faculty development, and 

process improvement activities.Work requires familiarity with both allopathic and osteopathic GME programming is desirable.Work requires exceptional interpersonal and relationship building skills required to effectively collaborate with 

multiple stakeholders to obtain management, staff, and physician involvement and accountability in achieving specific outcomes. Work requires the ability to simultaneously address and prioritize multiple projects, demands, and issues.Work 

requires experience with Microsoft Office.Working Conditions_______________________________________________________________________________________Any qualifications to be considered as equivalents in lieu of stated minimums 

require prior approval of Vice President for Human Resources Administration or his/her designee.Work is performed primarily in general office.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MGR GUEST & PATIENT SERVICES OPERATIONS 1872 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

coordinate and supervise operations provided by Guest and Patient Services employees for patients, their families and guests while at UT Southwestern University Hospital and Clinics.Experience and EducationAssociate degree and seven (7) 

years customer service supervisory experience strongly preferred. Applicants without the states preferred degree, but with significant additional customer service experience may be considered.Job DutiesWork with Director to facilitate 

successful operations of the Guest Services departments at all medical district locations.Directly supervises applicable department supervisors to ensure business and departmental operational needs are met. Manages and supervises staff to 

achieve institution determined customer service standards to all internal and external customers. Inspiring commitment and team building to motivate staff on the service goals of the UT Southwestern hospitals and clinics.Works directly with 

Hospital Administration and Ambulatory Administration to ensure patient, guest and business needs are met daily. Interacts with all staff by monitoring and offering assistance and praise in relationship to customer service. Cultivates an 

environment for the elimination of repeat guest concerns. Counsels and coaches as needed to maintain service levels.Conducts performance evaluations, administers formal disciplinary actions, makes, and implements changes to 

departmental policies and procedures. Identifies and resolves problems in a timely manner, displays willingness to make decisions, exhibits sound and accurate judgement, uses discretion to make decisions.Interprets patients and/or family's 

perceptions and needs in order to assist them and maximize patient satisfaction. Responsible to maintain adequate staffing levels, disseminate weekly departmental schedules and training schedules.Maintains patient confidentiality in 

accordance with university and department policy.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong leadership skills to manage staff.Work requires good communication, organizational skills, and reading and 

writing skills.Work requires a genuine interest in people and customer service.Work requires familiarity with Microsoft applications.Work requires ability to use electronic devices (i.e. tablets).Work requires ability to work with confidential 

information on a daily basis.Work requires to be punctual and reliable with attendance.Work requires ability to communicate effectively and successfully manage multiple tasks.Work requires adaptability/flexibility to react positively to 

changes in work environment.Work requires the ability to plan and organize work in a logical and efficient manner.Working ConditionsMust be willing to work weekdays, and occasional holidays, weeknights & weekends. Must be willing to 

respond to requests & complaints as well as interacting with emotionally ill patients and family members.Work is performed primarily in an office setting. Any qualifications to be considered as equivalents in lieu of stated minimums require 

prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR GUEST & PATIENT SERVICES REGIONAL 1873 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

coordinate and supervise operations provided by Guest and Patient Services employees for patients, their families and guests while at Regional UT Southwestern University Ambulatory and Hospital based Clinics.Experience and 

EducationAssociate degree and seven (7) years customer service supervisory experience strongly preferred. Applicants without the stated preferred degree, but with significant additional customer service experience may be considered.Job 

DutiesOn site supervision of day-to-day operations of the Guest & Patient Services departmental functions at all regional sites around the DFW metroplex. Directly supervises Regional Operations Supervisors. Inspiring commitment and team 

building to motivate staff on the service goals of the UT Southwestern hospitals and clinics.Assesses workflow at clinical buildings and two hospitals and rotates staff as necessary to ensure adequate staffing at each site. Assists Guest & 

Patient Services Manager and other departments to ensure successful business operations.Completes and coordinates projects and reports which require use of computer software applications. Conducts performance evaluations, 

recommends disciplinary actions, and assists with departmental hiring. Makes recommendations for changes to policy and procedures. Builds solid working relationships with all guest Services employees.Responsible for coaching, counseling 

and formal discipline of Patient Service Representatives and Lead Patient Services Representatives. Identifies and resolves problems in a timely manner, displays willingness to make decisions, exhibits sound and accurate judgement, uses 

discretion to make decisions or seeks advice from Manager.Demonstrates attention to detail, demonstrates accuracy and thoroughness, follows policies and procedures, responds to management direction, and arrives to work, meetings and 

appointments on time. Communicates changes effectively, prepares and supports those affected by change, monitors transition, and evaluates results and relays feedback to Manager to improv performance.Duties performed may include one 

or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human subject research participants. Functions in all guest services locations, rotates with supervisory and 

leadership staff to provide weekend and holiday coverage or at any time as needed.Maintains patient confidentiality in accordance with University and departmental policy/Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires strong leadership skills to manage staff.Work requires good communication, organizational skills, and reading and writing skills.Work requires a genuine interest in people and customer service.Work requires familiarity with Microsoft 

applications.Work requires the ability to use electronic devices (i.e., tablets).Work requires the ability to work with confidential information daily.Work requires punctuality and reliable with attendance.Work requires ability to communicate 

effectively and successfully manage multiple tasks.Work requires adaptability/flexibility to react positively to changes in work environment.Work requires the ability to plan and organize work in a logical and efficient manner.Working 

ConditionsMust be willing to travel extensively throughout the DFW metroplex via personal vehicle.Must be willing to work weekdays, and occasional holidays, weeknights & weekends. Must be willing to respond to requests & complaints as 

well as interacting with emotionally ill patients and family members.Work is performed primarily in an office setting. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for 

Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR GUEST & PATIENT SERVICES TRAINING 1871 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

coordinate and supervise training development provided to Guest and Patient Services employees to best serve patients, their families and guests while at UT Southwestern University Hospital and Clinics.Experience and EducationAssociate 

degree and seven (7) years customer service supervisory experience strongly preferred. Applicants without the stated preferred degree, but with significant additional customer service experience may be consideredJob DutiesWorks with 

Director to facilitate successful operations of the Guest Services department training at all medical district locations.Directly supervises applicable department supervisors and administrative staff to ensure business and departmental training 

needs are met. Manages and supervises staff to achieve institution determined customer service standards to all internal and external customers. Inspiring commitment and team building to motivate staff on the service goals of the UT 

Southwestern hospitals and clinics.Designs and delivers training programs for Patient Services Representatives, Senior Patient Services Representatives, Lead Patient Services Representatives, and Supervisors. Creates and maintains 

documentation and resources used to instruct staff on service level standards, system tools, and policies and procedures.Conducts performance evaluations, administers formal disciplinary actions, makes and implements changes to 

departmental policies and procedures. Identifies and resolves problems in a timely manner, displays willingness to make decisions, exhibits sound and accurate judgement, uses discretion to make decisions.Coordinates the recruitment of 

department staff, ensuring adherence to new hire training standards, oversees a training program and the training of new staff. Ensures the Training Supervisor has all staff trained in safety and security procedures, crowd management 

techniques and disability accommodation.Responsible to monitor all required training and certifications to ensure that staff remain compliant. Responsible to ensure all training is reflected on the weekly schedule.Meets financial objectives by 

estimating staffing requirements. Reviews and approves orders of supplies as necessary to meet the business needs of the department. Maintains uniform inventory for staff. Keeping all items at par levels and staying within budget. Keeping 

the proper level of black handle bags for new employees to skip out with.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong leadership skills to manage staff.Work requires good communication, organizational 

skills, and reading and writing skills.Work requires a genuine interest in people and customer service.Work requires familiarity with Microsoft applications.Work requires ability to use electronic devices (i.e. tablets).Work requires ability to 

work with confidential information on a daily basis.Work requires to be punctual and reliable with attendance.Work requires ability to communicate effectively and successfully manage multiple tasks.Work requires adaptability/flexibility to 

react positively to changes in work environment.Work requires the ability to plan and organize work in a logical and efficient manner.Working ConditionsMust be willing to work weekdays, and occasional holidays, weeknights & weekends. 

Must be willing to respond to requests & complaints as well as interacting with emotionally ill patients and family members.Work is performed primarily in an office setting. Any qualifications to be considered as equivalents in lieu of stated 

minimums require prior approval of the Vice President for Human Resources Administration, or his/her designeeUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR HEALTH SYSTEM DECISION SUPPORT 9318 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business, healthcare administration, public health or related field and 8 (eight) years experience in decision support management.  Master's degree preferred.    Job Duties  Provides managerial oversight for Decision Support functions and staff.       

Supports and coordinates institutional wide financial and clinical initiatives.       Serves as a resource to both Financial and Clinical leadership to support organizational decision making, clinical and financial initiatives and strategic planning 

activities.      Develops other data collection tools, analyzes data, and provides input in the making of operational decisions as required.       Analyzes reports and provides senior management with written and verbal reports on pertinent 

variances/trends, providing recommendations for process improvements.      Meets with managers and directors to design and develop analytical reports that assist them with their strategic or operational decision making process.      

Identifies opportunities to improve organizational efficiency and effectiveness, including faster, easier, more efficient ways to manipulate and report data.      Works effectively with related department managers in the development and 

maintenance of reports.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.



MGR HEALTH SYSTEM EMERGING STRATEGIES 9257 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThe Manager for Health System 

Emerging Strategies is an integral contributor to UT Southwestern Health Systems mission; providing thought leadership, project management expertise, analytical insights, and operational execution that advances emerging strategies at UT 

Southwestern. Experience and EducationMaster's degree in business or healthcare administration and five (5) years' experience in operations, strategic planning, or related, experience in complex organizations. Completion of UTSW Fellowship 

Program can be considered as a substitute for the required years of experience.Job DutiesProvide management in translating strategy to operational execution and excellence.Responsible for the management of a portfolio of key initiatives in 

emerging strategies. Identify operational improvement opportunities - develop hypotheses and deliver analysis by identifying and translating complex data sets into meaningful insights and presenting recommendations to key decision 

makers. Coordinate cross functional design teams charged with defining transformation opportunities, designing prototypes, piloting solutions, and implementing validated opportunities to reimagine the delivery of care for patients.Perform 

primary and secondary research to identify emerging industry trends, understanding competitive positioning, and building business cases to support value creation. Develop, maintain, and optimize the evaluation criteria to assess proposed 

health care delivery transformation projects including guardrails, justification, measurement, communication plan, and timeline. Maintain a relentless focus on the scaling of UTSW best practices and emerging strategies to benefit the entire 

health system. Evaluates internal innovation ideas to assess the potential for commercialization by reviewing the market, competitive landscape, and other factors to determine potential opportunity. Assist in the continued refinement, 

enhancement, and execution of UTSW's operational strategies to lead in the markets we serve.Develop and maintain positive customer relationships with key stakeholders.Create and deliver presentations focused on a narrative of advancing 

the health system to lead in the development and execution of emerging strategies.Creates financial forecasts, benchmarking, and metrics to ensure alignment with overall organization strategic imperatives.Performs other duties as 

assignedKnowledge, Skills, & AbilitiesWork requires an agile, proactive individual with strong executive presence, presentation creation, storytelling, and delivery skillsWork requires a self-starter who demonstrates a high level of independent 

judgement and individual initiative. Work requires a detail-oriented and highly-organized structured thinker with proven organizational skills and the ability to manage multiples tasks simultaneously in a fast-paced, complex work environment. 

Work requires strong strategic thinking, an ability to convert strategy into actions, and the ability to partner with cross-functional teams without direct reporting authority over the varied stakeholders.Work requires a persistent drive on doing 

the right things for our patients, providers, and staff.Work requires a strong level of rigor and discipline in using data analytics to problem-solve and drive sustainable operational solutions.Work requires ability to ensure adherence to all 

policies and procedures of university.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires proven supervisory, customer service, and written and verbal communication 

skills.Work requires ability to plan, organize, coordinate, and supervise work of employees as necessary to ensure desired results are achieved.Work may require telephone and personal contact with all levels of internal and external personnel 

and organizations.Work may require the direct supervision of employees.Work may require ability to monitor and maintain budget.Working ConditionsWork is performed primarily in office setting.Any qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MGR HEALTH SYSTEM PHYSICIAN OUTREACH 9256 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Manager for Health System Physician 

Outreach is an integral contributor to UT Southwestern by serving as the connection between UT Southwestern providers and referring providers. Experience and EducationBachelor's degree required in Sales, Marketing, Business, or Healthcare 

Administration, and five (5) years of experience in account management, sales, marketing, or related experience in complex organizations. Master's degree in Business or Healthcare Administration preferred. Experience in an academic 

healthcare environment strongly preferred. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.Job DutiesParticipation in the 

creation and implementation of the enhanced UT Southwestern Physician Outreach model and operations. Facilitate the growth and development of the generalist liaison team.Model new behaviors and responsibilities that present a 

consistent and professional face of UT Southwestern with referring providers.Reimagine the referring provider experience, including knowledge of UT Southwestern specialties, referral, intake, ongoing communication, and a relentless focus on 

closing the loop. Develop creative, strategic approaches to engage and nurture meaningful relationships with current and future referring providers.Advance and mature the virtual outreach operations, creating new engagement channels 

focused on meeting the individual needs of referring providers.Evaluate market data to identify priorities, create data-driven engagement lists at the city and zip code level, call cycles, and develop plans that produce measurable results.Serve 

as a conduit of information and the voice of referring providers with internal stakeholders.Lead referring provider issue resolution, implement sustainable solutions, and proactively follow-up with referring providers to retain and gain 

business.Partner with Communications, Marketing, and Public Affairs (CMPA) to develop and enhance physician focused messaging and collateral.Execute the go-to-market strategies and overall growth plans as outlined by the Health System 

Strategic Plan.Regularly complete meetings with referring providers to gain a thorough understanding of their needs, business, and challenges. Use this understanding to develop individual referring provider focused solutions.Oversee 

onboarding training for new hires and the creation of development opportunities for Physician Outreach.Provide current market information to leadership that will assist in assessing strengths, weaknesses, and competitive threats by 

region.Performs other duties as assignedKnowledge, Skills & AbilitiesWork requires an agile, proactive individual with strong executive presence.Work requires broad understanding of organizational strategy and operational processes.Work 

requires a self-starter who demonstrates a high level of independent judgement and individual initiative. Work requires a detail-oriented and highly-organized structured thinker with proven organizational skills and the ability to manage 

multiples tasks simultaneously in a fast-paced, complex work environment. Work requires an emotionally intelligent strategic thinker with an ability to convert strategy into actions, and the ability to partner with cross-functional teams 

without direct reporting authority over the varied stakeholders.Work requires a strong level of rigor and discipline in using data analytics to problem-solve and drive sustainable solutions.Work requires ability to ensure adherence to all policies 

and procedures of university.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires exemplary customer service, written and verbal communication skills.Work requires ability to 

plan, organize, coordinate, and supervise work of employees as necessary to ensure desired results are achieved.Work may require telephone and personal contact with all levels of internal and external personnel and organizations.Work may 

require the direct supervision of employees.Work may require ability to monitor and maintain budget.Working ConditionsWork is performed primarily in office setting.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MGR HEALTH SYSTEM PRACTICE DEV AND ACQUISITION 9255 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Manager for Health System Practice 

Development and Acquisition is an integral contributor to UT Southwestern by facilitating the onboarding process for new providers, new clinical practices, and acquisitions.Experience and EducationBachelor's degree required in Business or 

Healthcare Administration, and five (5) years of experience in operations, strategic planning, or related experience in complex organizations. Master's degree in Business or Healthcare Administration preferred. Experience in an academic 

healthcare environment strongly preferred. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.Job DutiesCreates and regularly 

updates target acquisition pipeline in alignment with the organizational strategy.Manage the processes associated with practice development and acquisition, specifically in the areas of due diligence, pre-acquisition, onboarding, and post go-

live optimization.Develop and implement a playbook aligning the work and expectations of all stakeholders.Partner with clinical departments to drive in the successful recruitment of top-tier faculty members and facilitate a successful launch 

of their clinical practice.Develop and maintain the project plans related to each acquisition and activate stakeholders at the right time to deliver excellence.Act as an effective communication conduit horizontally and vertically throughout the 

organization by proactively delivering status reports to all stakeholders that provide insight into work in progress, potential challenges, and contingency plans, if needed.Conduct post go-live operational assessment for each onboarding and 

activate the appropriate team members to drive performance to business plan and operational excellence.Build a best practices library that can be used in future acquisitions and developments from lessons learned and areas of 

success.Oversee the development of key projects and be accountable for supporting the successful closure of business deals.Develop and maintain positive customer relationships with all internal and external stakeholders.Creates financial 

forecasts, benchmarking, and metrics for new practices to ensure alignment with overall organization strategic imperatives.Performs other duties as assignedKnowledge, Skills & AbilitiesWork requires an agile, proactive individual with strong 

executive presence.Work requires broad functional experience in the fundamentals of financial analysis, strategic planning, market research, and value proposition creation.Work requires a self-starter who demonstrates a high level of 

independent judgement and individual initiative. Work requires a detail-oriented and highly-organized structured thinker with proven organizational skills and the ability to manage multiples tasks simultaneously in a fast-paced, complex work 

environment. Work requires an emotionally intelligent strategic thinker with an ability to convert strategy into actions, and the ability to partner with cross-functional teams without direct reporting authority over the varied 

stakeholders.Work requires a strong level of rigor and discipline in using data analytics to problem-solve and drive sustainable solutions.Work requires ability to ensure adherence to all policies and procedures of university.Work requires 

ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires proven supervisory, customer service, and written and verbal communication skills.Work requires ability to plan, organize, coordinate, and 

supervise work of employees as necessary to ensure desired results are achieved.Work may require telephone and personal contact with all levels of internal and external personnel and organizations.Work may require the direct supervision of 

employees.Work may require ability to monitor and maintain budget.Working ConditionsWork is performed primarily in office setting.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR HEALTH SYSTEM QUALITY AND OPERATIONAL EXCELLENCE 9333 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the supervision of a 

Department Director to provide essential leadership to department team members and support achievement of department and system-wide goals and objectives.Experience and EducationBachelor's degree in Business Administration, Public 

Health, Management Science, Engineering, Nursing, Social Sciences, or similar degree with a minimum of five (5) years' work experience. Advanced degree preferred. Additional degrees or related experience may be used in lieu of work 

experience on a year for year basis. One (1) or more years of experience with quality improvement, LEAN, Six Sigma, Institute for Healthcare Improvement, High Reliability Organizations and/or other improvement methodologies, with working 

knowledge of process improvement methods, statistical process control techniques and database applications. Job DutiesProvides direct supervision of staff and evaluates staff through observation of performance.Responsible for hiring, 

developing, and engaging staff. Provides timely, confidential coaching and/or counseling of personnel and communicates with Department Director as appropriate.Ensures competency of employees and performs annual evaluations.Identifies 

learning needs and opportunities of staff and addresses the need.Identifies, supports, and implements cross-training of staff in collaboration with the department directors.Serves as a resource and communication liaison by facilitating timely 

and accurate dissemination of information to Quality & OpEx staff.Demonstrates continuous performance improvement in targeted areas of responsibility in alignment with the overall Health System performance goals and 

responsibilities.Utilizes chain of command for unresolved or escalating issues, as needed.Promotes and supports professional growth of staff by providing equal opportunities for participation in department activities, team decisions, Health 

System committees, and/or continuing education.Responsible for maintaining/improving/implementing plans for employee engagement scores.Supports achievement of Quality and OpEx, as well as system-wide goals and objectives.Performs 

other duties as assigned. Knowledge, Skills & AbilitiesWork requires strong interpersonal communication skills and emotional intelligence to make sound judgments and recommendations.Work requires strong executive presence and delivery 

skills.Work requires pro-active problem solving to ensure effective resolution of identified issues.Work requires demonstrating the ability to work well with management, physicians, other clinicians, and other professionals in a direct and 

positive manner. Work requires proven ability in time management and prioritization skills.Work requires self-motivation with an excellent work ethic.Work requires the ability to plan, organize, coordinate, and supervise work of employees, as 

necessary, to ensure desired results are achieved.Work requires proficiency in Microsoft Office (Excel, PowerPoint, Word, Visio).Working ConditionsWork is performed primarily in an office environment.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MGR HIGH FIDELITY AND PROCEDURAL SIMULATION 1678 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryManages the operations and personnel 

for high fidelity simulation and task training for the UT Southwestern Simulation Center. Experience and EducationRequiredBachelor's degree in a related field and 5 years experience in a related field required. PreferredMaster's Degree 

preferred.Job DutiesInteracts with multiple departments and stakeholders to provide operational support for simulation courses. Develop, implement, and deliver various immersive multi-disciplinary learning opportunities. Develop and 

oversee curricula implementation and yearly updates. Includes performance data tracking.Manage personnel in regards to work expectation, attendance, and evaluations. Recruit and train new hires.Assist with building courses, logistics, 

schedules, and data management. Administrator level operation of learning management system - Education Management Solutions (EMS) Simulation IQ system.Assists development of business plans for the simulation center. Conducts 

financial processes including invoices and collections from multiple departments. Liaison to assist faculty and staff with grant applications. Maintain processing of yearly documentation, revisions and renewals. Maintain current and future 

accreditations to include; ACS-AEI and SAGES FLS, FES and FUSE. Compile and complete applications. Oversight and/or performance of equipment maintenance and purchasing including simulators, robots and task trainers.Manage and track 

supply inventory, ensure stock levels, and order items as necessary.Maintain IACUC and other standards in the operations the ARC lab. Oversight of all IACUC protocols.Assist faculty with preparing IRB protocols and supporting 

documentation.Supports the strategic educational and research missions of the institution.Technical proficiency with all aspects of simulation including high fidelity simulations, virtual reality simulation and task trainers.Performs other duties 

as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of simulation education, technologies, and application.Work requires knowledge of course development and education methodology. Proficiency in Windows operating 

systems, wired and wireless networks, database creation and use.Work requires knowledge of medical terminology or experience in a health care setting requiredWork requires the ability to work with internal and external individuals from 

different disciplines and different levels of training. Work requires self-motivated with the ability to work effectively in a team environment. Work requires strong organizational, technical and communication skills.Work requires flexibility and 

adaptability in dynamic environment.Working ConditionsWork is performed primarily in hospital and in ambulatory patient care setting.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of 

Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR HIM 7041 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible for coordinating health 

information management (HIM) services across the multi-facility integrated healthcare system. Plans, develops, implements, and manages health information services, such as patient information systems, and clinical and administrative data, 

to meet the medical, legal, ethical and administrative requirements of health care delivery. The Health Information Management Operation Manager serves as an advocate for privacy and confidentiality of health information and plans and 

offers in-service educational programs for health care personnel. Experience and EducationBachelor's degree in Health Information, Business, Healthcare Administration, Nursing or other related field with five (5) years of related HIM and 

supervisory experience, orAssociate degree in Health Information, Business, Healthcare Administration, Nursing or other related field with seven (7) years of related HIM and supervisory experience.Additional certifications (AHIMA, AAPC, 

HIMSS, or Epic certification), education or experience which supports the HIM domain may be considered in lieu of qualifications. RHIA or RHIT certification preferred. Experience in acute care setting, ambulatory care health care environment, 

or physician practice management a plus. Job DutiesPlanning FunctionsAssists in directing, planning, organizing, monitoring, and evaluating the work of assigned teams to ensure effective and efficient operations and compliance with 

established standards, rules and regulations.Assists the Health Information Management Assistant Vice President (AVP) and/or Director in the development, implementation, and assessment of long-range and short-term goals; conducts 

studies and analyzes reports and makes recommendations concerning staffing, organization, budget, and workflow.Policy FunctionsParticipates in the development of health information management overall departmental policies and 

procedures. Ensures team specific policies and procedures are reviewed and up-to date for the manager's area of responsibility. Monitors local/national trends and legislation in health information management and adjusts HIM process 

accordingly. Develops and implements department policies and procedures. Production FunctionsActsas a consultant to clinical staff regarding issues concerning the disposition of patient medical records and services provided by the 

department.Directs the health information management functions and oversight for the HIM services within the manager's area of responsibility. Monitors health information management systems and healthcare system's standards for data 

quality, integrity and ethical practice. Serves as a consultant on health information management issues including release of information, confidentiality, information security, information storage and retrieval, record retention as well as 

authorship and authentication of health record documentation, standardization of medical vocabularies, document imaging, transcription, Enterprise Master Patient Index (EMPI), birth certificates, record analysis, incomplete chart monitoring 

for suspension, and performance improvement audits.Identifies and analyzes design of jobs, work processes, work flows for department and implements appropriate changes to improve effectiveness, productivity and efficiency.Monitors 

productivity and quality standards according to department and organizational guidelines and monitors staff adherence to these standards on a routine basis.Responds to all customers and staff requests in a timely manner which includes, but 

not limited to, responding to emails and written/oral requests; answering voicemails; returning pages in a timely manner; interacting professionally and courteously with all staff and customers; and providing timely follow-up and customer 

feedback.Personnel FunctionsFosters open communication and shares plans with employees as well as making the AVP aware of employee issues and concerns.Staffs the HIM Department to provide efficient and effective services with the 

manager's area of responsibility.Reviews and approves personnel matters pertaining to interviews, hires, and training for new employees. Reviews provisions for staff development, training, and orientations as prescribed by the organization 

and departmental standards.Monitors, evaluates, appraises or disciplines employees' activities according to organizational standards.Training FunctionsProvides in-service training and evaluates departmental personnel as required.Develops 

orientation and training programs while ensuring ongoing competence of staff is documented.Reporting FunctionsMaintains departmental statistics on work volume, productivity and accuracy for assigned operational areas of responsibility. 

Performance Improvement FunctionsDemonstrates continuous performance improvement in targeted areas of responsibility in alignment with the overall annual performance improvement targets.Meets or exceeds financial goals and 

objectives of the department.General FunctionsAttends standing and Ad Hoc meetings.Works collaboratively with risk management, department heads, Information Resources, and Human Resources to minimize the potential risk of privacy 

and security breaches, to mitigate damages if any, and to resolve related issues.Fosters in building a cooperative, supportive, productive, and efficient team that while serving as a mentor.Promotes and leads team engagement.Duties 

performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing 

or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires strong leadership skills. Must be able to understand and follow established procedures and other guidelines of great complexity in the performance of work tasks that involve making frequent decisions of some 

importance. Decisions are generally within the limits of established policies and practices. Work requires ability to interact with departmental management and communicate effectively in all patients and department interactions.Work 

MGR HIPAA PRIVACY 9931 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, healthcare administration or directly related field. Master's degree preferred in related field. Two (2) years of experience in the healthcare regulatory and privacy space. Must have knowledge of privacy laws and 

regulations and current interpretations, including HIPAA.Job DutiesWorks under direction of HIPAA Officer to ensure institution's privacy activities are consistent with state and federal laws.Conducts employee, faculty and student education 

programs. Establishes and administers processes for maintaining employee attendance records. Monitors effectiveness of training program.Assists in development of institution's privacy training program, to include learning management 

system's course content, new employee orientation and department-specific training activities.Conducts periodic reviews/assessments to determine gaps between established policies and procedures and actual privacy practices to identify 

deficiencies. Works with affected areas to develop an action plan to mitigate deficiencies. Conducts periodic reviews of relevant policies and procedures on privacy, confidentiality and release of patient information to assure they are updated 

to reflect new and revised laws and regulations.Collaborates with Research Administration to ensure IRB research policies and procedures are developed, implemented and remain consistent with state and federal laws. Serves as consultant to 

Institutional Review Boards and Research Administration in relation to privacy issues.Assists HIPAA Officer with management of privacy disputes and compliant investigations.Collaborates with HIPAA Compliance Auditor to assess 

effectiveness of privacy program and make revisions based upon identified deficiencies.Assists in establishment of administrative record keeping requirements.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires the 

ability to work well with various providers, facilities, and their administrative staffs. Work requires effective written and verbal communication skillsWork requires telephone and personal contact with all levels of internal and external 

personnel and organizations to obtain or provide information and explain facts, policies, and procedures relating to resolution of problems of a recurring but non-routine nature.Work requires excellent interview skills.Work requires ability to 

evaluate data and determine compliance with rules and regulations.Work requires absolute integrity and discretion, the ability to sustain confidentiality (particularly when working under the direction of legal counsel under the attorney client 

privilege) and reliability. Working ConditionsWork is performed primarily in general office environment. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR HOSPITAL/DIAGNOSTIC ACCESS U2114 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Licensed Vocational 

Nurse or Associates degree and two (2) or more years management or supervisory experience in admitting, bed control, scheduling and insurance verification; OR five years experience as stated above is required.   Job Duties  Provides 

management, direction, development and guidance to staff in roles of scheduling, insurance verification, patient pre- registration, and financial counseling.  Promotes professional growth, development and accountability in staff and fosters 

environment of shared decision-making.    Delegates and holds staff accountable.  Addresses and implements changes impacting various processes of intake area of Patient Access department.  Leads and motivates staff to achieve goals and 

objectives.  Selects, trains, recognizes performance evaluations and disciplinary actions for department staff.    Oversees employee timecards and time and attendance issues. Oversees department schedule and assures staff coverage for all 

shifts.      Generates, distributes and maintains relevant department reports. Tracks key performance indicators as designed by Director.       Assures that quality assurance monitoring is conducted on data produced by department staff, 

assuring accuracy, thoroughness and compliance.      Works in collaborative manner with peers and other hospital departments.  Attends meetings and actively participates.       Handles patient complaints in timely and professional manner. 

Promotes excellent customer service and takes appropriate action based on survey results.      Maintains current policies and procedures.        Assures compliance with local, state and federal rules and regulations and assists Director with 

JCAHO preparation.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR HRIS 9372 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business administration or related field and seven (7) years progressively responsible experience in one or more areas of Human Resources, including at least three (3) years in area to which assigned and one (1) year supervisory experience 

depending on assignment.  Job Duties  Manages the daily operations of the institution's HRIS functions.        Provides systems planning and support for the Human Resources department.       Ensures the accurate entry and maintenance of all 

data in the HR systems. Analyzes the systems needs of all HR sections, establishes priority needs and identifies and researches appropriate technical solutions.     Consults and advises HR director/managers of current and future systems.       

Responsible for the HRIS project calendar and training needs of the department.       Manages budget for all hardware and software.  Has oversight of all HR mainframe and PC computerized information systems.       Establishes security access 

policies and protocols for all HR systems. Establishes policies and procedures to ensure the integrity and accuracy of all HR data.      Manages and provides user systems training.        Coordinates various projects and programs for division, 

ensuring all tasks are completed by established deadlines and quality customer service is provided.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

MGR HS BUSINESS OPS - MEDICAL GROUP FINANCE ADMINISTRATION 7202 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThe Manager of Health System 

Business Operations - Medical Group Finance will report to the Director of Medical Group Financial Affairs. The role is to guide financial and business operations within the Health System Affairs 24 Departments.. The role is a relational position 

that demands the ability to adapt and manage expectations in a rapidly changing environment.. The Position will actively guide improvement objectives for Health System Affairs. They will oversee the Health System Shared Services team and 

the Health System Operations administrative teams.Experience and EducationBachelor degree in related field and five (5) years progressively responsible, related experience, including three (3) years' experience in supervisory capacity are 

required. Job DutiesDirects a team to provide operational support and oversee finance and accounting activities for 24 Health System Affairs Departments, 74 cost centers, $180M, and 2,000 positions. Generates the UT Southwestern annual 

budget and monthly invoices for Population Health Services Company, Physician Network, and Payer Relations, per the purchase service agreements with Southwestern Health Resources. Emphasizes opportunities to control and reduce costs 

and operate more efficiently. Oversee administrative processes such as asset management, records retention attestation, business continuity planning, employee appraisals and merits, and contracts management protocol. Acts as a conduit 

between host departments and Health System Administration for 20 administrative professionals. Facilitates discussion as needed with certain departments and Payroll/HR when needs arise.At the direction of Health System Administration, 

ensures proper sourcing of individuals related to two federal programs - Delivery System Reform Incentive Program (DSRIP) and Network Access Improvement Program (NAIP). Knowledge, Skills, & AbilitiesWork requires good organizational 

skills.Work requires excellent written communications skills.Work requires to maintain effective working relationships with others at all timesWork requires ability to manage and direct staff.Work requires to ability to monitor and maintain 

budget.Work requires ability to ensure adherence to all policies and procedures of university, such as FLSA, salary guidelines, accounting regulations, and internal controls policies.Work requires ability to communicate effectively, appropriately, 

and accurately in writing and verbally with various levels of internal and external contacts.Work requires to manage and complete multiple tasks simultaneously in a timely, efficient, and effective manner.Work requires to ability to work with 

confidential information on daily basis.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR INFO RESRC INVENTORY & ASSETS 9861 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates degree in 

Business or technical field, and two (2) years of fixed asset and/or inventory control and management experience required.  Experience using PeopleSoft Purchasing System preferred.  Equivalent related experience may be used in lieu of 

education. 

If area of employment requires use of a University-owned vehicle, employee will be required to possess a valid Texas Drivers License, pass a Motor Vehicle Records (MVR) check, and complete drivers training (or van training, if applicable), in 

accordance with UTS Policy 157, appendix B. Job Duties  1.Maintain an effective and efficient operation for the receipt, staging and transfer of equipment in and out of inventory.  Develop and maintain standard operating processes and 

procedures for management of inventory.2.Perform and oversee accurate and timely cycle counts on all equipment to ensure inventory accuracy.  Manage annual reconciliation of IR assets reflected in the asset management system 

(PeopleSoft).3.Ensure appropriate levels of equipment spares are maintained per the different groups in Infrastructure Services.  Manage and process excess equipment removed from inventory for installation, determining the status of the 

equipment - excess, defective, obsolete.4.Coordinate with campus Inventory Control office to maintain data integrity of the inventory system.5.Verify requisitions for projects with division on purchase orders for new equipment.  Receive new 

equipment for projects based on requisitions and purchase orders.6.Process all repair purchase orders when repairs are completed and insure that invoices are processed.  Process all repairs and returns for all defective equipment from 

installed locations.  Includes the gathering, packing, shipping and receiving of RMA equipment.  Work with vendors for replacement or repair of equipment within a given timeframe.7.Understand equipment life cycles and impact on inventory 

and assets.  Verify and manage all transfers of new and used equipment.8.Continually look for ways to improve our methods and procedures for increased efficiencies and accuracy levels.9.Provide inventory status reporting to operations, 

installation and engineering teams.10.Some supervisory responsibilities may be required.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MGR INFORMATION RESOURCES 9303 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree with 

major coursework in computer science, math, information systems, or other related field and six (6) years progressively responsible information technology experience; OR, high school diploma or GED and eight (8) years progressively 

responsible and applicable information technology experience, required. Two (2) years in supervisory or managerial role, required. Job DutiesManages Information Resources section, such as Network Services, Software Systems Programming, 

Computer Training, etc. following university policies and procedures and using effective management, communication, and customer service skills to develop and ensure effective program.Develops, revises, recommends, and interprets policies 

and procedures for section to ensure all applicable laws and governmental guidelines are followed and that employees are treated in equitable manner.Coordinates various projects and programs for section ensuring all tasks are completed by 

established deadlines and to ensure that quality customer service is provided for faculty and staff.Assists campus departments in assessing technical requirements that meet needs of their operation.Completes work specific to assigned section 

using appropriate technologies and communication skills.Supervises group of professional and/or administrative support employees.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR INFORMATION RESOURCES SR 9317 Y 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 1C Managerial TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree with 

major coursework in computer science, math, information systems, or other related field and eight (8) years progressively responsible information technology experience; OR, high school diploma or GED and ten (10) years progressively 

responsible and applicable information technology experience, required. Four (4) years in supervisory or managerial role, required.Job DutiesManages one or more technically complex sections or divisions of Information Resources, utilizing 

effective management, communication, consulting, and customer service skills.Develops, revises, implements, recommends, and interprets policies, procedures, and complex projects for sections(s) to ensure all applicable laws, governmental 

guidelines, and university policies are followed and that employees are treated in equitable manner.Manages and coordinates various complex projects and development programs for section(s) by ensuring all tasks are completed within 

established deadlines.Consults with campus departments in assessing complex technical requirements that meet needs of their operation.Completes work specific to assigned section using appropriate advanced technologies and effective 

communication skills.Performs other duties as required. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR INFUSION SERVICES RN SCCC U1105 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial CLIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Minimum of five (5) 

years current experience as a registered nurse, with two (2) years recent progressive nursing leadership experience required. Graduate of accredited school of nursing; . BSN required, MSN preferred. Job Duties  1. Demonstrate continuous 

performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.2. Meets or exceeds financial goals and objectives of the department.3. Oversees and manages all 

Simmons Cancer Center  infusion services personnel; oversees patient-directed transfusion care services in all SCC clinic, including main UTSW campus and all satellite clinics.4. Responsible for budget and operational input to Director, Oncology 

Ambulatory services; accountable for operational resources and costs of infusion services.5. Manages Process Improvement and oversees quality and regulatory compliance.6. Participates in routine and special care conferences.Duties 

performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, 

releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR INSTITUTIONAL ANIMAL CARE & USE COMMITTEE 9609 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in the 

life sciences and four (4) years of related experience with at least one (1) year in supervisory capacity. Certification as an IACUC Professional (CPIA)..Job DutiesOrganizes, trains, and directs staff who carry out the administrative functions of the 

IACUCOrganizes, trains, and directs the IACUC's review of policies, protocols, and other materials as needed. Organizes and coordinates IACUC meetings.Coordinates various projects, programs, and procedures; Ensures all tasks are completed 

by established deadlines. Responsible for design, execution, and effectiveness of system of internal controls, which provides reasonable assurance that operations are effective and efficient.Ensures compliance with applicable laws, regulations, 

policies, and procedures.Maintains strict confidentiality as appropriate.Will supervise professional and/or support staff. Manages components of regulatory and accreditation agency inspections.Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires good interpersonal, organizational, supervisory, and analytical skills. Work requires ability to communicate 

clearly (verbal and written communication).Work may require telephone and personal contact with all levels of internal and external personnel and organizations.Working ConditionsWork is performed primarily in general office 

environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

MGR INSTITUTIONAL REVIEW BOARD 8118 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree in 

related field and six (6) years related experience with at least one (1) year in supervisory capacity.     Job Duties  Manage IRB office operations and effectively deploy resources to accomplish core functions (i.e., protocol review, correspondence, 

minutes, training and management of personnel, and post approval monitoring.     Manage resources and office personnel to maintain smooth and efficient operations.       Establish program goals and objectives and direct program evaluation 

and quality control activities; develop and/or approve schedules, priorities, and standards for achieving goals.      Develop and provide educational programs for investigators, research personnel and IRB staff.       Develop new policies and 

procedures for improvement of program activities.       Promote institutional compliance with human subject protections through effective application of all applicable requirements and serve as a resource for regulatory expertise on campus.      

Develop, cultivate, and maintain working relationships with internal/external department/agencies and other organizations involved in oversight of human research.  Support departmental leadership and board members, and provide technical 

assistance to investigators on matters pertaining to use of human subjects.    Develop metrics to routinely measure and track departmental and individual performance.       Develop and implement IRB guidance and SOP's.        Performs other 

duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR INTERIORS 5084 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under minimal direction to 

provide professional interior design services for specialized construction projects.Provides assistance to the institution in defining furniture plans and strategies for mid and long range interior design and furniture efforts. Experience and 

EducationBachelor's degree in Interior Design or related field and minimum ten (10) years' experience in interior architectural design and construction. Some clinical, hospital or laboratory design desired. Registered by Texas State Board of 

Architectural Examiners, preferred.Job DutiesManages Interior Design team to ensure quality, schedule compliance, budget allocations, and healthcare code compliance including ADA, and Interior standards complianceManages the 

coordination of furniture planning, furniture fixture and equipment installation projects.Assists in overseeing campus aesthetic standards in all public and patient care areas.Evaluates current projects for future project requests. Participates in 

design and review and monitors progress of project. Prepares and makes recommendations and plans program layout schematics.Consults with architects, project managers and support groups regarding construction projects, and finalizing 

unresolved design issues.Consults with construction coordinators, contractors and inspectors to provide technical support as well as approve changes and material substitutions.Consults with clients, administrators and physicians to 

determine needs and most efficient use of resources.Develops, updates and implements appropriate institutional design standards.Develop, evaluate, and implement continuous improvements to policies, procedures, guidelines, methods and 

processes.Manages furniture and finish plans to ensure adherence to OFPC, UT Southwestern interior standards, and administrative procedures, and polices relating to occupational, health, life, and fire safety.Oversees the UTSW online 

furniture catalog, finish, and accessory standards in association with campus standards.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment in application of procedures, techniques, 

or practices to work problems. Proficiency in AutoCAD, MS Office, Photoshop, plus a willingness to learn software specific to UT Southwestern preferred.Ability to create and manage furniture budgets in related programs. Working knowledge 

of construction documents.Specific knowledge of healthcare furniture, academic furniture, desking systems and industry guidelines.Excellent communication skills, both written and verbal.Work requires communication with departmental 

representatives and outside vendors.Working ConditionsWork is performed primarily in indoors. Occasionally exposure to construction job sites.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MGR INTERNAL AUDIT 9140 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Accounting, business administration, information systems, or equivalent; five (5) years professional auditing experience to include three (3) years supervisory experience. Skilled in mentoring and developing an audit team to ensure a strong 

skill set in identifying internal control issues, documenting findings and making relevant recommendations, via the audit report. Previous success with driving cultural and operational change in a rapidly progressing environment is desired. 

Certified Public Accountant (CPA), Certified Internal Auditor (CIA), or Certified Information Systems Auditor (CISA) active certification required. Job Duties  1.  Manages multiple audit and related projects to assure that professional standards 

are met and that Department resources are effectively and efficiently utilized.2.Assesses risks and evaluates the business procedures and systems controls designed to mitigate those risks.3.Works to improve the control environment at UT 

Southwestern Medical Center to ensure more effective and efficient accomplishment of the audit plan.4.Interacts with and builds good working relationships with UT Southwestern Medical Center management at both the senior and 

departmental level on an on-going basis and though such activities as serving on institutional task forces, and with other University of Texas component institutions' internal audit departments.  The individual is expected to act as a value-add 

Business partner (while maintaining objectivity and independence).5.Participates in a management team which administers department planning and budget development.6.Leads the annual risk assessment process and provides input in the 

development of annual long-range audit plans for presentation to the Audit Committee.7.Evaluates efficiency and cost effectiveness of audit processes; recommend changes to auditing policies, procedures and programs as 

needed.8.Administers in other areas such as external audit liaison, quality assurance management, research of significant purchases, coordinating in-house training, and/or orientation programs and fulfilling certain transaction approval 

functions on a back-up basis.9.Adheres to internal controls established for the department.  Keeps informed of and advises staff about departmental policies and professional auditing standards that need to be incorporated into their 

activities.10.Manages Human Resources activities for direct reports in regards to: recruiting and selection, hiring and termination, training, professional development, mentoring, counseling, performance evaluations and salary 

planning.11.Assumes the duties and responsibilities of the department's Director(s) in their absence.12.Works on special projects at the request of the Director.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR INTERNAL COMMUNICATIONS HR 9491 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SUMMARYWorks under minimum supervision to develop and execute communications strategies and plans that support Human Resources (HR) objectives, reaching targeted internal audiences across a range of channels. Leads the 

development and components of the employee brand overall, in partnership with other communications leaders and functional leaders.ESSENTIAL FUNCTIONSOversees internal communications for UT Southwestern Medical Center Human 

Resources.Manages and implements content on the HR intranet site to create an effective new communications medium.Working primarily with Chief Human Resources Officer and secondarily with the Vice President of Communications, 

Marketing, and Public Affairs, develops HR internal communications strategies and work plans. Achieves leadership commitment and support.Provides strategic counsel on positioning and development/delivery of key HR internal 

messages.Fosters and helps drive culture change and employee brand.Ensures the dissemination internally of timely, credible and accurate communications.Develops and implements HR communications governance structure aligned with 

overall communication governance for UT Southwestern.Manages a broad range of HR internal communications projects.Collaborates with all functions and areas of the organization as it relates to developing and editing audience-specific HR 

messaging content.Performs other duties as assigned.MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's degree in related field and at least seven years of experience in public relations, with at least two years in employee 

communications and two years working with web responsibilities, either Internet or Intranet. Management, budget, and strategic experience, as well as writing and editing experience and portfolio required.KNOWLEDGE, SKILLS, & 

ABILITIESWork requires good organizational skills.Work requires outstanding written communications skills.Work requires demonstrated media relations skill. Work requires telephone and personal contact with all levels of internal and 

external personnel and organizations.Work requires experience of considerable judgment in interpretation of policies and application of editorial techniques and practices to work problems.Work requires knowledge and experience with all 

marketing communications vehicles. The following is the acronym, "PACT", and is fundamental to all non-clinical positions at UT Southwestern Medical Center:P-Problem Solving: Employees take ownership in solving problems effectively, 

efficiently, and to the satisfaction of customers, or managers. They show initiative in addressing areas of concern before they become problems.A-Ability, Attitude and Accountability: Employees exhibit ability to perform their job and conduct 

themselves in a professional and positive manner reflecting a professional environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who are our Customers? Anyone 

who requests our help, needs our work product, or receives our services. Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely delivery and communication. 

Sharing ideas with others helps expand our contribution to department goals.T-Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work product and customer service, and 

in maintaining a satisfying, caring environment for each other.WORKING CONDITIONSWork is performed in a hybrid office model, with the reservation to move to primarily in office at any point.Any qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of the Vice President and Chief Human Resources Officer or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 

51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship 

status, or veteran status.

MGR INTERNATIONAL AFFAIRS 3067 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title3067 - MGR INTERNATIONAL AFFAIRSSalarySalary 

Negotiable Job SummaryWorks under moderate supervision to assist the Director of the Office of International Affairs with the management of the Department and service to the community while insuring that the institution and visitors 

served comply with all federal, labor, and international agency regulations and institutional policies. Leads special projects and supports overall business operations.Experience and EducationBachelor's degree in Social Science, Humanities, 

English, or related field, Master's degree preferred and eight (8) years' experience related experience, including some lead or supervisor experience.Job DutiesResponsible for the oversight of the Department in the Director's 

absenceManagement of federal, state, and/or local audits in the event of Director's absenceRepresenting Department in meetings which Director is unable to attendAppearing in person (when applicable or necessary) at federal immigration 

offices to address requests for additional evidence, audits and/or in the event an international visitor requests a Representative to accompany he/she to an appointment.Providing written and verbal guidance to non-U.S. Citizens, Departments 

and Administration regarding visa options/restrictions for non-U.S. CitizensInterfaces with U.S. Department of Homeland Security, U.S. Department of Labor, U.S. Department of State, and other designated authorities in processing immigration 

petitions for non-U.S. CitizensAssists with HR activities for Office of International Affairs' staff (recruiting and selection, hiring and termination, training, professional development, mentoring, counseling, performance, evaluations, and salary 

planningAssists with the education, supervision, and mentoring of the Immigration SpecialistsSupervises Support Staff as needed Serves as a presenter at Educational Sessions and Open Forums to provide administration, department 

administrators, and visitors with information on compliance matters related to visa sponsorship and updates on changes on immigration regulationsAssists the Director with preparation and management of budgetAssists with special 

projects, processes non-immigrant and immigrant visa petitions, and, supports overall business operationsProvides guidance on electronic databases to insure compliance with federal, state, local and international regulations while insuring 

compliance with institutional policiesProvides Administration, Departments, and non-U.S. Citizens with professional expertise and guidance on visa options for non-U.S. Citizens appointed, invited, or visiting the institutionReviews immigration 

documents and passports on all non-U.S. Citizens in order to determine eligibility to begin and/or continue appointment with institutionProvides professional expertise to international faculty, trainees, staff, students by assisting with the 

preparation and processing of non-immigrant (e.g. F, J, H, O, TN, etc.) and immigrant visas sponsored by the institutionServes as an Alternate Responsible Officer for the J visa approved program and as a Designated School Official for the F visa 

approved program Keeps abreast of all visa restrictions and changes in federal, state, local, and international regulationsProvides appropriate visa clearances for employment, training, education, and/or visits to the institutionPrepares 

appropriate written communication and visa applications for initial, modification, extensions, and transfers accurately and timelyConducts individual and group orientations and educational sessions regarding visa sponsorship and/or cultural 

activitiesPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of wide variety of information related to immigration advising.Work requires knowledge of word processing and email.Work requires high 

degree of accountability and small margin of error on all data and information given and received. Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MGR INV CONTROL - CVIR U5390 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable MINIMUM QUALIFICATIONSGraduate of an 

accredited Invasive Cardiovascular or Radiology program with an Associate's Degree preferred. Additional experience in lieu of degree will be considered. Minimum of 3-5 years of experience in a hospital or multi hospital system with 

responsibilities for inventory control and/or distribution functions of cardiac cath lab, electrophysiology and interventional radiology supply chain.ESSENTIAL FUNCTIONSJob Duties: Demonstrate continuous performance improvement in 

targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.Meets or exceeds financial goals and objectives of the department.Responds to inquiries and provides assistance to other 

departments, hospital staff and external representatives in the implementation and performance of job function.Develop and maintain ERP (PeopleSoft) management information reports, monitoring inventory usage and efficiencies 

interactivelyOversight of Inventory Control and Inventory Management to ensure efficient, quality services are provided in a timely manner to all customers. Evaluates performance and recommend personnel actions such as hiring, promotion, 

disciplinary action and termination.Responsible to Director Materials Manager with dotted line reporting to Manager CVIR for effective and efficient operations of Inventory Management and the MMIS. This position has responsibility for 

maintaining system integrity relative to: Item file maintenance and accuracy of the MMIS files and data fields, especially the Item Master File.Drafts, reviews, analyzes financial and statistical data consistent with department guidelines and 

goals, which applies to cost improvement information that supports supply chain and utilization management efforts.Maintains data integrity in various databases that track high dollar supply purchases. Assures information is accurate and 

can be extracted in a variety of methods for the purpose of analysis. Generates appropriate MMIS reports pertaining to management of the MMB and PAR inventory assets. Assures compliance with accreditation standards with regards to 

acquisition and storage of supplies. Coordinates purchase, receipt, distribution, and inventory control of needed supplies, equipment, and servicesInsures appropriate patient charges are dropped daily. Reviews and modifies patient charges 

based upon pricing changes.Restocks rooms and removes outdated products.Troubleshoots minor problems with equipment. Notifies supervisor and Biomed as appropriate.Reports errors promptly and takes appropriate follow-up action to 

rectify error.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESFully experienced with exceptional skill set or knowledge in healthcare related medical equipment. Works with minimal supervision. Capable of serving as trainer, 

mentor to junior and mid-level staff. Capable of performing in lead capacity. Adept at learning on job as well as teaching and mentoring others. Desirable to be considered technical expert and able to mentor other mentors. Has advanced 

understanding and skills related to general electromechanical systems and devices.Has advanced understanding of operations and environment supported such as hospital, clinic, etc. Has advanced experience in assigned clinical 

environment.Has basic understanding of common clinical terminology and that of life sciences such as anatomy and physiology. Is knowledgeable about both local and national public safety and regulatory issues.Can successfully support 

solution of organization-level customer service issues and complaints, especially those that apply to area of specialty. Has mastery of general medical surgical equipment. Has working knowledge of clinical equipment such as radiological, 

laboratory, and networked medical systems.Has adept knowledge in medical equipment planning, procurement, and project scheduling.Prior experience with activating hospitals, clinics, or outpatient facilities required.Strong knowledge of 

state procurement processes and procedures preferred.Has mastery of project management terminology and methodology.Has strong understanding in construction related planning, this includes schematic design, design development, and 

construction documents. Must have the ability to read and interpret architectural drawings and technical site specific drawings.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, 

bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive 

and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, 

genetic information, citizenship status, or veteran status.

MGR INVENTORY MANAGEMENT 6458 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible to the Director of Materials 

Management for effective and efficient operation of Inventory Management of the General Stores warehouse, as well as other designated inventory locations.Experience and EducationBachelor's degree in related field and five (5) years' 

experience in inventory and/or distribution functions. Minimum of one (1) year experience in personnel management. Working knowledge of PeopleSoft or like system is preferred.Job DutiesDemonstrate continuous performance improvement 

in targeted areas of responsibility in alignment with the overall annual Ambulatory and Research improvement targets.Meets or exceeds financial goals and objectives of the department.Responds to inquiries and provides assistance to other 

departments, staff and external representatives in the implementation and performance of the job function.Oversight of Inventory Control and Inventory Management to ensure efficient, quality services are provided in a timely manner to all 

customers. Evaluates performance and recommend personnel actions such as hiring, promotion, disciplinary action and termination. This position has responsibility for maintaining system integrity relative to item file maintenance and 

accuracy of the MMIS files and data fields, especially the Item Master File. Drafts, reviews, analyzes financial and statistical data consistent with department guidelines and goals, which applies to cost improvement information that supports 

supply chain and utilization management efforts. Generates appropriate MMIS reports pertaining to management of the General Stores Warehouse and other system-managed inventories. Performs mid-year and annual evaluations of all 

direct reporting staff.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good written and verbal communication skills and interpersonal skills.Work requires ability to prioritize responsibilities.Work requires 

analytical skills.Work requires ability to supervise, counsel, and discipline.Work requires ability to utilize computer with various software applications.Work requires math skills for computing productivity and evaluation of data.Working 

ConditionsWork is performed primarily in warehouse environment with occasional work performance in cold warehouse with constant noise. Work requires ability to move 50 pounds by bending, reaching, carrying, and lifting. Data entry and 

typing skills are needed for reports and correspondence along with filing skills. Driving is needed for delivering priorities to campus, and vision is needed for inspection of docks or delivery locations. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR INVESTIGATIONS & ADJUDICATION 9581 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Manager of Investigation & 

Adjudication provides functional oversight to a team of investigators and ensures institutional compliance with applicable laws, regulations, and institutional policies related to the prevention of discrimination, civil rights investigations, and 

Title IX Compliance. The Manger of Investigations & Adjudication works with all institutional populations, including students, faculty, staff, contractors, patients, affiliates, and campus visitors to ensure there is a timely and effective response 

to all concerns of discrimination, harassment, retaliation, bias, sexual misconduct (including sexual violence), and related concerns. The Manager of Investigations & Adjudication also develops and implements educational programs regarding 

discrimination and sexual harassment prevention; ensuring faculty, staff and students understand their rights and, where applicable, responsibilities under the law. This position also supports activities and initiatives designed to foster a 

climate of nondiscrimination and advances inclusivity throughout the UT Southwestern campus community. Experience and EducationA Juris Doctorate from an accredited college or university with a minimum of two (2) years of full-time 

professional experience conducting EEO/Title VII/Title IX compliance investigations in a government, corporate, or higher education setting; OR a baccalaureate degree from an accredited college or university with a minimum of four (4) years of 

the aforementioned experience. Familiarity with Title VII, Title IX, and related federal and state laws is required. Experience facilitating educational and training programs regarding discrimination/sexual harassment/sexual misconduct 

prevention is required. Preferred QualificationsA Juris Doctorate degree or Master's/Ph.D. degree in a related field is strongly preferred. At least three (3) years of experience investigating allegations of discrimination/sexual misconduct and/or 

sexual violence is preferred, as is experience in working with victims of sexual misconduct, domestic violence, and/or other types of trauma in a Title IX investigator capacity. Experience within a healthcare, higher education, or 

corporate/private/in-house law firm setting preferred. Job DutiesServes as a subject-matter expert on requirements of and compliance with Title VI, Title VII, Title IX, VAWA, Campus SaVE, ADA, ADEA, SB212, UTSW policies, and related federal 

and state laws.Oversees the investigation process of internal and external discrimination and harassment complaints, including directing the work of professional staff that assist with EO/Civil Rights and Title IX investigations by analyzing 

complaints, developing investigative plans, conducting fact-finding interviews, conducting related research, preparing any related correspondence, submitting confidential reports, and preparing corporate position statements outlining 

investigative findings. Evaluates documentation provided and advises individual departments on appropriate action(s) to be taken. Serves as a Deputy Title IX Coordinator. Develops and maintains a comprehensive case-management system 

and accurately logs all reports, concerns, and related complaints. Independently analyzes complaints, develops investigative plans, conducts fact-finding, reviews documents, conducts related research, prepares any related correspondence, and 

submits confidential reports containing investigative findings.Independently manages the coordination and completion of any reports mandated by external regulatory entities. Provides the analysis and/or preparation of reports indicating 

complaint trends based on data collected.Informal Resolution/Mediation: Meets with complaining parties and uses independent judgment to offer conflict resolution and problem-solving alternatives, when appropriate and applicable.Assists 

the Title IX Coordination team in the development, publication, and monitoring of appropriate disclosures, reports, policies, procedures and practices designed to comply with federal and state legislation, regulation, and case law requiring the 

prompt and equitable resolution of complaints.Provides training sessions to university faculty, staff, and students regarding the prevention of and response to sexual misconduct, sexual harassment, sexual violence, domestic violence, dating 

violence, and stalking.Serves as the lead investigator and provides leadership into EEO/Civil Rights investigations of workplace and learning environment allegations of discrimination, harassment, sexual misconduct, retaliation, and other civil 

rights violations. Maintains confidential investigation files. Ensures the timely and complete investigations of EO/Civil Rights complaints, including analyzing complaints, developing investigative plans, conducting fact-finding interviews, 

reviewing documents, conducting related research, preparing any related correspondence, submitting confidential reports and preparing corporate position statements outlining investigative findings.Works in partnership with various 

University offices to provide guidance, consultation, and support regarding EO/Civil Rights and Title IX compliance, including but not limited to: Human Resources, Worker's Compensation, Safety and Business Continuity, Compliance, Internal 

Audit, and Legal Affairs.Creates training content and provides EO/Civil Rights and Title IX training to various populations across the Institution. Stays abreast of changes in the interpretation of federal and state law and regulation related to 

EEO/Civil Rights and Title IX. Perform related duties as assigned.Knowledge, Skills & AbilitiesJob requires knowledge of EEO and Title IX laws and regulations (i.e., ADA, USERRA, FLSA, FMLA, Title VII, Title IX of the Education Amendments of the 

1972 Civil Rights Act ("Title IX"), the Violence Against Women Act Reauthorization of 2013 ("VAWA"), the Campus Sexual Violence Elimination Act ("Campus SaVE"), and other related federal and state laws)Job requires demonstrated ability to 

work with individuals from a variety of backgrounds, including victims of sexual assault, domestic violence, or other types of traumaJob requires demonstrated ability to oversee and manage caseload in a manner that ensures the prompt, 

effective, and equitable conclusion of such mattersJob requires strong organizational, interpersonal, writing and speaking skills, and the ability to communicate effectively within an academic healthcare environment Job requires the ability to 

MGR INVESTIGATIONS & TRAINING 9644 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position will support the Division of 

Equal Opportunity in the implementation and evaluation of the equal employment opportunity (EEO) program at UT Southwestern. This includes, but is not limited to, conducting investigations of complaints of discrimination and unlawful 

harassment pursuant to federal, state, and local EEO laws and UT Southwestern Medical Center's Non-Discrimination policy as well as investigating requests concerning the Americans with Disabilities Act (ADA) regulations providing 

accommodations to qualified individuals with disabilities. Experience and EducationBachelor's degree from an accredited college and at least two (2) years of professional experience working in EEO and ADA compliance. Master's degree in 

Human Resources or Public Administration or a Juris Doctorate is desirable.Job DutiesServes as the lead investigator and provides leadership into EEO investigations of workplace allegations of discrimination, harassment, sexual misconduct, 

retaliation, and other civil rights violations. Maintains confidential investigation files. Ensures the timely and complete investigations of EEO complaints; including analyzing complaints, developing investigative plans, conducting fact-finding 

interviews, reviewing documents, conducting related research, preparing any related correspondence, submitting confidential reports and preparing corporate position statements outlining investigative findings.Performs case-management 

and maintains accurate and up to date reports and database management of all concerns. Creates training content and provides EEO training to various populations across the Institution. Stays abreast of changes in the interpretation of 

federal and state law and regulation related to EEO. Under the direction of the Director of Equal Opportunity, the Manager will be responsible for management of designated training or team building/collaboration programs to service 

departments with individualized needs. Provide technical assistance, advice, coaching, and consultation to individuals and groups regarding equal opportunity issues and/or cross-cultural conflicts, as well as policies and practices that might 

have an adverse impact on a particular group(s). Provide consultation to all directors and managers as equal opportunity issues arise. Works in partnership with various University offices to provide guidance and consultation and support 

regarding ADA and EEO compliance, including but not limited to: Human Resources, Worker's Compensation, Safety and Business Continuity, Compliance, and Office of the Vice President for Legal Affairs.Researches and identifies best practices 

in diversity and equal opportunity strategies to ensure institutional compliance with federal and state regulations.Supports the Institutional ADA Coordinator by using independent judgment in analyzing ADA accommodation request to 

determine eligibility for accommodation in accordance with University policy and the Americans with Disabilities Act (ADA), as directed; manages the request for accommodations including providing requestors with procedural information, 

working with managers in the interactive process, and communicating accommodation decisions to requestors and management and other stakeholders, as directed. Maintains confidential accommodation files. Monitors transactional data 

(i.e. hiring, promotion, termination statistics, etc.) and conducts compensation analysis to assess potential for adverse impact, as directed.Assists the Title IX Coordinator with employee or student-related issues/concerns, as directed. Performs 

other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of EEO laws and OFCCP regulations (e.g.,EO11246, Title VII, FLSA, FMLA, USERRA, ADA).Work requires solid understanding of data analysis techniques, database 

structures, HRIS and statistical data management including current HR technologies and reporting tools.Work requires analyzing situations, identifying problems, and recommending solutions.Work requires exercising judgment and creativity 

in making decisions.Work requires implementing policies and procedures.Work requires compiling and analyzing complex data.Work requires understanding, interpreting, and applying laws, rules, regulations, policies and procedures.Work 

requires experience with development and implementation of compliance training programs.Work requires sound knowledge of human resources management with "generalist" human resources experience.Work requires establishing 

collaborative working relationships, while performing assigned work responsibilities and duties.Work requires effective internal and external networking skills with the ability to build and sustain key relationships.Work requires proficiency in 

Microsoft Office programs including: Outlook, Word, Excel and PowerPoint and PeopleSoft or comparable systemsWork requires excellent written and verbal communication skills.Work requires ability to multi-task and manage multiple 

projects.Work requires a demonstrated ability to manage highly confidential and sensitive informationWork requires demonstrated professional experience investigating complaints and evaluating EEO concerns in an institutional or corporate 

environment.Work requires effective mediation skills Work requires experience using databases, conducting analysis, statistical analysis, report writing, and policy development.Work requires the ability to successfully complete various 

projects and investigations within short deadlines under stressful conditions. Working ConditionsWork is performed primarily in an office area. Job requires incumbent to work flexible hours, as determined by the Director of Equal Opportunity, 

to meet client needs for ADA accommodations, investigations, and training facilitation. This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the 

basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-

MGR IR PROJECT 9308 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general direction to manage 

project development from beginning to end of project.Experience and EducationBachelor's degree plus three (3) years managing medium to large scale information technology related projects; or in lieu of bachelor's degree, seven (7) years of 

experience managing medium to large scale information technology related projects Job DutiesProject life cycles and milestones - Determine and document life cycle phases and milestones including all inputs, tools and techniques, and outputs 

for all assigned projects and if necessary, identify any additional project phases that fall outside of the standard best practice foundation of initiation/planning/implementation/closing.Stabilize project components - Document requirements, 

scope, objectives, goals, milestones, benefits, deliverables, resources, systems, constraints, standards of performance, risks, and success criteria for all assigned projects and strive to stabilize every aspect impacting the established life cycle 

iteration. Organization, systems, and roles - For each assigned project, define and document roles and responsibilities with clearly communicated accountabilities.Quality assurance - Define standards and processes for meeting commitments at 

practical project phase checkpoints with a continuous emphasis on improvement. Planning - Determine project boundaries and establish goals and objectives that align with the business case from the perspective of the sponsor. Create 

detailed schedules to sequence activities or mediate sprints that include accurate durations and resource requirements. Evaluate personnel needs to establish the basis for project team selection, training and or recruitment. Write and 

determine frequency for both project status and project progress reports. Systematically define and mitigate risks through an appropriate and approved risk management plan. Establish minimum performance requirements for the project 

team and perform quality checks to assess the health of assigned projects. Tracking and variance analysis - Develop a methodology for each project to identify and resolve schedule slips, cost overruns, scope creep, and new risks that deviate 

from the predefined baselines established during the planning process.Corrective action decisions - Manage tradeoffs with stakeholders and sponsors when variances are identified to bring projects back into alignment with the primary 

constraint and/or institutional objectives.Escalation and issue management - Define formal processes for each project to identify issues, assign resources to close issues, and escalate resolution of issues in the event they are not addressed in a 

timely manner. Work authorization and change control - Develop strict processes and criteria for each assigned project to request, document, and approve/reject changes encountered during project execution. Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires demonstrated ability and skills in information technologyWork requires demonstrated advanced written and verbal communication skills.Work requires ability to prioritize and organize work 

to meet deadlines.Work requires strong analytical/problem solving skills.Work requires strong familiarity with project management software such as Microsoft Project or Planview.Following "core competencies" are knowledge, skills, and 

abilities that are fundamental for all positions at UT Southwestern Medical Center:Ability to provide "customer service focus".Interpersonal and teamwork skills to contribute to objectives of organization.Adaptability/flexibility to react 

positively to changes in work environment.Initiative to improve productivity and quality of work.Ability to plan and organize work in logical and efficient manner.Working ConditionsWork is performed primarily indoors in private office 

area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

MGR IR PROJECT SR 9309 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general direction to manage 

project development from beginning to end of project..Experience and EducationBachelor's degree (Master's degree preferred) plus five (5) years managing medium to large scale information technology related projects; or in lieu of bachelor's 

degree, nine(9) years managing medium to large scale information technology related projects. Experience in communicating with executives required. PMP certification preferred.Job DutiesProject life cycles and milestones - Determine and 

document life cycle phases and milestones including all inputs, tools and techniques, and outputs for all assigned projects and if necessary, identify any additional project phases that fall outside of the standard best practice foundation of 

initiation/planning/implementation/closing.Stabilize project components - Document requirements, scope, objectives, goals, milestones, benefits, deliverables, resources, systems, constraints, standards of performance, risks, and success 

criteria for all assigned projects and strive to stabilize every aspect impacting the established life cycle iteration. Organization, systems, and roles - For each assigned project, define and document roles and responsibilities with clearly 

communicated accountabilities.Quality assurance - Define standards and processes for meeting commitments at practical project phase checkpoints with a continuous emphasis on improvement. Planning - Determine project boundaries and 

establish goals and objectives that align with the business case from the perspective of the sponsor. Create detailed schedules to sequence activities or mediate sprints that include accurate durations and resource requirements. Evaluate 

personnel needs to establish the basis for project team selection, training and or recruitment. Write and determine frequency for both project status and project progress reports. Systematically define and mitigate risks through an appropriate 

and approved risk management plan. Establish minimum performance requirements for the project team and perform quality checks to assess the health of assigned projects. Tracking and variance analysis - Develop a methodology for each 

project to identify and resolve schedule slips, cost overruns, scope creep, and new risks that deviate from the predefined baselines established during the planning process.Corrective action decisions - Manage tradeoffs with stakeholders and 

sponsors when variances are identified to bring projects back into alignment with the primary constraint and/or institutional objectives.Escalation and issue management - Define formal processes for each project to identify issues, assign 

resources to close issues, and escalate resolution of issues in the event they are not addressed in a timely manner. Work authorization and change control - Develop strict processes and criteria for each assigned project to request, document, 

and approve/reject changes encountered during project execution. Performance Level - Executes all essential functions for up to 5 highly complex concurrent projects with virtually no supervision or oversight. Defines processes and procedures, 

guides, templates for managing projects.Support the direction and strategy of project management competency for the organization.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires demonstrated ability and skills 

in information technologyWork requires demonstrated advanced written and verbal communication skills.Work requires ability to prioritize and organize work to meet deadlines.Work requires strong analytical/problem solving skills.Work 

requires strong familiarity with project management software such as Microsoft Project or Planview.Following "core competencies" are knowledge, skills, and abilities that are fundamental for all positions at UT Southwestern Medical 

Center:Ability to provide "customer service focus".Interpersonal and teamwork skills to contribute to objectives of organization.Adaptability/flexibility to react positively to changes in work environment.Initiative to improve productivity and 

quality of work.Ability to plan and organize work in logical and efficient manner.Working ConditionsWork is performed primarily indoors in private office area.Any qualifications to be considered as equivalents in lieu of stated minimums 

require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR LAB ANATOMIC PATH U2708 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationMust have five (5) years 

experience working as a histotechnologist or cytotechnologist and at least three (3) years supervisory/managerial experience in Anatomic Pathology. Experience at managing complex practices (multiple sites with many employees and 

pathologist). Change management skills (experience in developing and implementing system and/or process changes within a practice). Proven track record of creative thinking and innovation in practice management (documented evidence 

candidate has developed new procedures and/or programs not just maintained current). Experience and demonstrated skill in process improvement. Experience and demonstrated skill in people management and staff development (employee 

morale and turnover, development of staff orientation/training programs, on-the-job development, conflict resolution).Bachelor Degree in Science. Master Degree in Health Administration, Business or Public Health is preferred. Certification as 

a Histotechnologist, HTL (ASCP) or Cytotechnologist, CT (ASCP), or as a Medical Technologist (MT,ASCP)Job Duties1. Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual 

Hospital performance improvement targets.2. Meets or exceeds financial goals and objectives of the department.3. Works with the Laboratory Director to develop an annual departmental strategic plan that incorporates University of Texas 

Southwestern-University Hospitals (UTSW-UH) and Clinical Laboratory Services (CLS) goals. Responsible for helping to develop and implement the work plan associated with the strategic goals for Anatomic Pathology services and Reference 

Testing operations. Assists and coaches laboratory managers and supervisors in management of resources and work processes. Uses the techniques of process improvement to define and enhance work processes. Applies quality, efficiency and 

access metrics to define project staffing needs. Works with the Director to organize/budget resources (people, equipment, materials) for delivery of effective patient care. Reviews department goals and arranges work to accomplish goals. 

Develops short range targets as indicators toward reaching goals. 4.Accountable for the laboratory maintaining accreditation with College of American Pathologists (CAP), Centers for Medicare, The Joint Commission (TJC), and Medicaid 

Services (CMS), licensing for Clinical Laboratory Improvement Amendments (CLIA). Also ensures laboratory is compliant with Occupational Safety and Health Administration (OSHA) regulations. Assists in the reviewing of operational indicators 

and financial reports to ensure progress toward achieving goals. Ensures compliance with UTSW-UH, CLS and Human Resources policies as well as with outside governmental agencies and regulators. Oversees outreach program 

organizing/budgeting resources (people, marketing initiatives, marketing material) to increase profitability, product and service portfolio.5. Assesses the Anatomic Pathology through various methodologies of collecting information from 

patient, clients, pathologists and clinicians. Tracks complaints and responds to address complaints in a timely manner. Works toward recovering and ensuring the needs of patient, clients, pathologists and clinicians are met. Appropriately 

educates the patient, clients, pathologists and clinicians on UTSW UH and CLS policies in order to enhance and prevent misunderstandings. Brings issues forward to the Director for resolutions that are based in organizational systems. Plans for 

acquisition, alignment and engagement of human resources through selection, on-boarding, coaching, appraisal, and development. Seeks to create an environment with emphasis on team work in accomplishing the mission and goals of the 

CLS department and UTSW-UH. Appropriately seeks guidance in assistance with human resource concerns.6. Other duties as assigned: participates in continuing professional education, assists clinicians in the appropriate utilization of 

laboratory services and results, evaluates new tests, methodologies and instrumentation. Recommends appropriate course of action. Assists when necessary in arranging provision of laboratory services for research projects. Assists the 

Medical Service Plan with billing issues. Liaison with reference lab partner. Coordinates the dual dynamics of having reference lab and CLS employees at sites. Assists with electronic medical records (EMR) and laboratory subject 

matters.Knowledge, Skills & AbilitiesWork requires ability to communicate well through verbal and written skills. To independently perform work of considerable complexity in order to achieve general results by interpretation of policy and 

using ingenuity, initiative, and good judgment, and/or precedents to work problems having broad implications. To operate and repair various laboratory equipment and normal office equipment. Internal contact with faculty, students, 

administration, and postdoctoral fellows in running operations of lab. External contact with vendors for equipment purchase and maintenance and external research labs to promote laboratory business, troubleshoot problems, and maintain 

state and federal regulations. Promotion of business, supervision, and writing of protocols for laboratory operation. Implementation and interpretation of policies and procedures. Knowledge of laboratory safety procedures for biohazards and 

chemicals, as well as quality control procedures and regulations. Working ConditionsWork is performed primarily in general office area. Heavy physical effort (lift/carry up to 50 lbs.): prolonged, extensive, or considerable standing/ walking; 

lifts, positions, pushes and/or transfers patients. Physical exertion when working with laboratory equipment. Interpretation of policy and application of procedures or practices to work problems.UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

MGR LAB PRE-ANALYTICAL SVCS U2707 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Medical Technology, Science, Health Care Administration, or related field. Certification as a Medical Technologist by the American Society of Clinical Pathologists (ASCP) preferred. CLS (NCA), MLT or equivalent certifications or experience will 

also be considered. Master's degree preferred.Must have five (5) years experience in first-line or mid-level management or supervision with minimum of three (3) years supervisory experience in a Health Care setting. Job DutiesThe Clinical 

Laboratory Services (CLS) Manager, Ancillary Services is to oversee the Pre-Analytical processes, e.i. specimen collections and specimen management, for the CLS-wide system, covering all associated hospitals and clinics. The Manager is 

accountable for the direct management of Laboratory Ancillary Services to provide high quality, accurate and timely test results in a cost-efficient manner.This position is responsible for hiring, developing, motivating counseling, overseeing and 

training, including cross-training, & ensuring competency of Laboratory Ancillary Services employees in all shifts at all facilities; holding staff accountable for maintaining and enforcing high, fair and consistent standards of performance; 

prioritizing assignments & making staffing adjustments in accordance with budgetary guidelines; monitoring the section operating & capital budgets; maintaining the productivity goals of the section.Continually seek innovative ways to 

improve quality and efficiency, involving staff in these efforts through the mentoring of staff in team development skills and facilitating team understanding of Continuous Quality Improvement and productivity measurement.Collaborate with 

UT Southwestern Ambulatory & Marketing management to provide excellent customer service to outreach clients and increase market share.Oversees an effective Laboratory Ancillary Services Quality Improvement program, in conformance 

with the Clinical Laboratory Services and UTSW University Hospitals (UH) Quality Programs; assists in the development and implementation of department goals & objectives; maintaining accreditations including, but not limited, with College 

of American Pathologists (CAP), Centers for Medicare and Medicaid Srvcs (CMS), The Joint Commission (TJC), licensing for Clinical Laboratory Improvement Amendments (CLIA) for patient care.Ensures laboratory is compliant with Occupational 

Safety and Health Administration (OSHA) regulations and the Health Insurance Portability and Accountability Act (HIPAA).Demonstrates proficient use of the Laboratory Information System as well as knowledge regarding specimen 

requirements, referral testing procedures, research protocols, and familiarity with the standard billing practices.Prepares and/or participates in the development of the department budget in conjunction with established goals and objectives. 

Ensures budgetary goals are met on an annual basis.Responsible for promoting effective communication and teamwork with all laboratory and hospital staff among the UTSW University Hospitals. Serves as a resource and communication 

liaison by facilitating timely and accurate dissemination of information to the laboratory staff.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MGR LABORATORY 1897 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors degree in 

Biology, Chemistry, or related scientific field, and four (4) years of relevant experience, to include at least one (1) year experience in specific area assigned.  Some supervisory experience preferred.Must meet education and experience 

certification and training guidelines for equipment and tests used and performed in laboratory, as required under federal regulations. Job Duties  Coordinates duties, schedules, project activities, equipment usage, operating time, research 

studies, billing, and space for large group of people ensuring efficient operation of lab.      Coordinates availability of technical assistance, appropriate chemicals, and special equipment to ensure timely preparation or completion of clinical work 

or research projects.      Supervises laboratory and office personnel, maintains personnel records, completes performance evaluations, and recruits and trains both clerical and technical support using managerial skills according to departmental 

and university guidelines.Orders and allocates all laboratory supplies, materials, and equipment; maintains adequate inventory to ensure efficient operation of projects.      Maintains information on warranties, service contracts, operating 

manuals, licenses and permits; oversees maintenance of laboratory equipment in order to ensure compliance with all regulations and safety standards.     Compiles, analyzes, and presents research data using computers and subledgers for 

submission to investigators to be used in preparation of journal articles for publication. Prepares journal articles and writes protocols for research as required by organizing and editing data.    Troubleshoots problems and designs training 

according to government regulations.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR LANGUAGE INTERPRETERS U2614 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  -  Bachelor degree 

required. Proficiency in both English and Spanish languages. Five (5) plus years experience in medical interpretation and translation services in a healthcare setting may be considered in lieu of degree.

-  Excellent customer service skills and an acute ability to listen and understand, possess communication skills and fluency in two languages and cultural awareness, excellent interactive and interpersonal skills. 2 years of management or 

supervisory experience in combined hospital and clinic setting.

-  Language Competency Certificate

-  Good general health and stress coping ability. Full mobility and ability to participate in vigorous activity. Ability to speak and hear, to allow discussions with patients, families, peers and external customers. Possess vision acuity for accurate 

utilization of equipment and accurate recording of sensitive and confidential information and records. Must be physically able to lift, support and move objects and light equipment. If history of back injury or problem is detected on employee 

physical, a physician release must be obtained in order to be eligible for employment. 

-  Computer literacy including operation of Word and Excel Job Duties  1. Develop and implement an effective action plan to improve performance in the department.2. Meets or exceeds financial goals and objectives of the department.3. 

Select, supervise, mentor and develop staff of LTS.4. Provide adequate staffing of interpreters for hospitals.5. Coordinate, schedule and provide sign and other foreign language access and written translation services.6. Report program 

measures and outcomes to Director.Reports program measures and outcomes to Director.        Assists with preparation, analysis and evaluation of operation and strategic plan for LTS Department.       Maintains daily operations of Language 

and Translation Services' functions.       Uses culturally appropriate behavior, recognizes and addresses instances that require intercultural inquiry to ensure accurate and complete understanding.      Maintains confidentiality and interprets 

accurately.  Maintains impartiality, professional distance and integrity.  Respects patient's privacy.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.



MGR LEADERSHIP DEVELOPMENT 9587 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H7A Prof Services-HR-OD & T Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Manager, Leadership Development 

reports to the Assistant Vice President, Organization Development and Training, and is responsible for developing, delivering, and measuring the effectiveness of physician and professional leadership development programs for UT 

Southwestern and its University Hospitals and Clinics. In addition, this role also provides new employee and leader onboarding and orientation to UT Southwestern, as well as Organizational Development services to teams and individuals to 

develop and grow organizational effectiveness. Experience and EducationMaster's degree in Industrial/Organizational Psychology, business administration, human resources, or related field and eight (8) years progressively responsible 

experience in Learning or Leadership Development, including preferably experience in a healthcare or university environment, or equivalent experience. Ph.D. preferred.Job DutiesContinuously improve upon the enterprise-wide leadership 

development strategy and programs to support ongoing organizational capability requirements, using robust instructional design and program evaluation methodologies.Build large-scale leadership development and learning initiatives in-

house, to grow and sustain world-class leadership philosophy and practice.Partner with key stakeholders to design and implement leadership development programs with particular emphasis on new leaders and other key categories of 

employees (e.g., Nursing, Administrative), to ensure a well-qualified and diverse talent pool for key positions.Actively facilitate leadership development programs for cohorts of 50+ individuals, ensuring the learning experience is highly 

interactive and engaging, while meeting learning objectives.Coordinate and conduct needs assessments for the institution to highlight areas for business & communication process improvements, learning and development solutions and 

curriculum, and OD / engagement interventions.Partner with client groups to assess root cause issues within teams and groups to develop innovative and sustainable solutions and initiatives; develop metrics to measure progress and provide 

recommendations to optimize performance.Instruct leadership and professional development offerings in formal programs, and flexibly to teams and intact groups to meet client needs.Provide executive coaching to physicians and leaders 

within the organization to further their growth and development.Facilitate key meetings and workshops in collaboration with clients to create an impactful agenda and content. This includes, but is not limited to, strategy facilitation, goal and 

role clarity workshops, and team effectiveness engagements.Support robust succession planning strategies by designing targeted development programs for specific populations.Maintain up-to date knowledge of best practice in Leadership 

Development, Program Evaluation, and Training within the industry. Performs other duties as assigned.Knowledge, Skills & AbilitiesKNOWLEDGE, SKILLS, & ABILITIESExcellent presentation and facilitation skills.Ability to facilitate day-long 

leadership development programs to large audiences in an interactive and highly engaging way.Ability to design in-house leadership programs using sound instructional design principles, and effectively manage the project within timeline and 

budget. Working knowledge of leadership development and learning principles, and practices and the ability to translate complex ideas into simple, business-focused application.Strong executive presence to effectively consult with sr. leaders, 

and present recommendations, data and concepts with confidence and credibility.Demonstrated competency in large group facilitation and planning, individual and team coaching, design and delivery/facilitation of leadership and team 

development sessions. Ability to solve complex problems and develop a compelling business case based on an analysis of all relevant data and information. Must have a good sense of humor paired with strong personal accountability, and the 

ability to build excellent working relationships with the team, peers, and stakeholders.Ability to maintain a high level of confidentiality and work with highly sensitive data and information. Skill in working and communicating effectively with 

others across levels, functions, and remotely, while accomplishing multiple tasks in a matrix organization.PREFERRED EXPERIENCEExperience in role of this type in similar industry, or within a large organization recognized for quality in 

leadership development.Experience with and mastery of instructional design methodologies, adult learning theory, organizational diagnosis, program and training evaluation, etc.ICF coaching certification is a plus.Experience selecting and 

managing long-term relationships with vendors in the Talent Management / Learning space. Standard certifications in individual and team assessment techniques and tools (e.g., preference, personality/style inventories, 360 feedback 

facilitation, leadership and professional development programs/courses, etc.)Working ConditionsWork is performed primarily in private office or clinical care area.Any qualifications to be considered as equivalents in lieu of stated minimum 

require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status.

MGR LEARNING AND DEVELOPMENT 9556 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Education, Human Resources, Public Administration, or related field or equivalent experience, and eight (8) years of experience in field of assignment. Master's degree preferred. Job Duties  Develops and implements 

the enterprise-wide learning and development strategy to support ongoing organizational capability requirements.Coordinates with cross-functional key stakeholders to provide an easy access to learning and development resources, as well as 

a consistently high-quality learning experience for users.Manages the Academy for Career Enrichment daily operations to ensure user experience is optimal, and information and communication regarding curriculum additions, deletions, and 

consolidations among key stakeholders is shared.Manages and continually improves the Learning Management System (LMS) for the organization in cooperation with IR.Develops a consistent, scalable process to assign and track 

learning.Oversees or conducts needs assessments and translates business requirements into learning objectives; uses innovative learning techniques and best practice instructional strategies to meet those learning objectives.Assesses 

curriculum gaps and develops innovative solutions to address.Develops leadership learning tracks to promote lifelong learning across the various employee populations.Evaluates the effectiveness of the classroom and eLearning experiences, 

materials, and delivery methods to continually improve our product and experience.Develops and maintains a learning and development dashboard to track utilization, learner perceptions, and measurable outcomes.Builds marketing plans to 

promote learning solutions and utilization of resources.Oversees or develops customized learning and development programs, retreats, workshops and team-building activities to meet group needs.Stays abreast of industry best practices and 

trends to incorporate innovation into our learning strategy and techniques.Oversees and continuously improves the new employee orientation process, materials, and facilitated experience.Maintains appropriate budget for learning initiatives 

and seeks ways to expand services and reduce waste.Coordinates with OD consultants, and other HR professionals to promote a two-way communication regarding learning needs and solutions.Provides leadership to learning staff members, 

including setting priorities and goals, and ensuring a motivating environment.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR LEASE ADMINISTRATION 9659 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryReporting directly to the Director of Real 

Estate Services, the Lease Administration Manager is responsible for the full scope of lease administration activities, including lease abstraction, rent payment processing and variance analysis, data entry, validation, and management of all 

lease documentation, and landlord/tenant/vendor relationship management, in addition to negotiating real estate transactions as assigned by the Director.Experience and EducationBachelor's Degree and three (3) years of related work 

experience are required, in commercial real estate, lease administration, property management, or real estate accounting, with exposure to commercial leases. Yardi experience is preferred, but not required. Job DutiesResponsible for the full 

scope of lease administration services, including lease abstracts, rent payment processing/variance analysis, data entry, validation and management of lease documentation, reviewing annual landlord reconciliation statements, 

CAM/escalations, and real estate tax calculationsNegotiate real estate transactions including lease renewals, subleases, acquisitions and dispositions as assigned by the DirectorEnsure timely rent payments and receipts by coordinating with 

Finance, Accounting, and ProcurementCoordinate with Facilities and other internal personnel on Tenant/Landlord responsibilities per leasePrepare regular status reports for the Director and executive leadershipResolve rent and other 

landlord/tenant issues by acting as the relationship manager for landlords/tenants/vendorsSupport, exposure to, and leadership of special projects as assigned by DirectorPerform other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires effective oral and written communication skills. Work requires exercise of considerable judgment in scheduling and coordinating work.Work requires a high level of administrative ability and proficiency in personal computer 

operations to include Microsoft Office.Ability to work well within highly structured timelines/deadlines.Ability to explain concepts clearly in written and verbal communications.Commitment to excellence and customer service as demonstrated 

through flexibility, teamwork, professionalism, and a high-level of problem-solving skills.Ability to be responsible, flexible, accountable and detail-oriented with the ability to multi-task, adapt and prioritize to meet deadlines.Ability to 

communicate and collaborate with stakeholders at all levels within the organization and externally.Working ConditionsWork is performed primarily in a general office environment.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

MGR LEAVE ADMINISTRATION 9511 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

accomplish department objectives by managing staff, planning and evaluating department priorities/activities for Leave Administration division in the Office of Human Resources. The Leave Administration Manager will design, develop, 

implement, and monitor leave programs that will ensure compliance with FMLA, other related federal and state laws and UTSW policies. Coordinates and communicates all claims.Experience and EducationBachelor's Degree in business 

administration or related field and seven (7) years progressively responsible experience in one or more areas of Human Resources, including at least three (3) years supervisory experience and prior experience managing Leave Administration 

preferred. Additional related work experience may be considered in lieu of stated minimum education on a year for year basis.Job DutiesManages Leave Administration following UTSW policies and procedures using effective management and 

communication skills to develop and ensure program effectiveness. This includes requests related but not limited to the following: Family Medical Leave Act, State Parental Leave Act, Military Leave, Catastrophic Sick Leave, and Emergency 

Leave. Works in collaboration with departments and HRIS regarding unpaid leaves of absence.Approves and/or denies leave cases based on relevant medical information. Coordinates and organizes all medical information and ensures that 

HIPAA and Employee Privacy guidelines are closely monitored and effectively executed.Coordinates various projects and programs for the division, ensuring all tasks are completed by established deadlines and quality customer service is 

provided.Produces and manages reporting metrics and analytics for all leave cases.Supervises Leave Administration staff.Develops and utilizes audit procedures and/or internal control systems to capture data that can identify 

departmental/organizational training opportunities.Completes work specific to assigned division using appropriate human resources, computers, and communication skills to assist in day-to-day operations of division.Assists in the creation 

and facilitation of leave administration training programs.Manage the processing of all approved state leaves and coordinate review with leadership and HR business partners as needed.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires solid understanding of workers' compensation administration.Work requires written and verbal communication skillsWork requires ability to prioritize and organize work to meet deadlines.Work requires project 

management skills, advanced computer skills, and leadership skills.Work requires telephone and personal contact with all levels of internal and external personnel and organizations to resolve complex, non-routine problems related to Human 

Resources.Work requires reading, writing, simple arithmetic, analyzing data, writing reports, interpreting policies and procedures, and organizing people and resources to meet goals.Work requires ability to develop, recommend, and 

implement policies and procedures relating to Human Resources.Work requires supervision professional and/or administrative personnel.Work requires ability to present information in large group settings.Change management and integrated 

disability experience a plus.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources or 

his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MGR LIBRARY DIGITAL SERVICES & TECH PLANNING 8015 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Advanced degree in 

relevant field, (e.g., Master of Library Science (MLS), Master of Information Science (SLIS), Master of Business Administration (MBA) with an Information Systems focus and a minimum of three (3) years practical experience implementing web 

portals/digital libraries are required.  Job Duties  Provides leadership regarding the selection, development, design, implementation, and/or prioritization of infrastructure initiatives.      Monitors environment for evolving trends, best practices, 

standards, and new opportunities to improve access to and discovery of the Library's digital collection and services.      Leads and coordinates strategic planning for the Library's website content, organization, and assessment.       Plans and 

leads web-based library services, including the creation and administration of dynamically driven web content, online forms, and user interfaces.      Collaborates with library staff to assure website quality and accessibility.       Initiates and 

coordinates digital and technical projects within various library units.       Provides technical expertise in the selection, development and implementation of new information technologies and their library applications.      Troubleshoots minor 

problems and refer others to appropriate ate campus units.       Manages, directs, and evaluates unit operations and direct reports.        Serves as a working manager actively participating in unit tasks & objectives.       Participates on various 

and appropriate teams, task forces, special projects, and/or other Library activities as required.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

MGR MAGNET PROGRAM U1021 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  - Graduate of NLN 

approved Nursing program, BSN required.  Must be able to read, write and communicate in English.- Five (5) years experience as registered nurse, and two (2) years of management experience required.   Experience in project management, 

project development and understanding of professional practice environment required.  Prior Magnet experience preferred.  - Licensed as a professional RN in Texas required.  Certification from a professional nursing organization preferred. Job 

Duties  1. Demonstrates continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.  Develop and implement an effective action plan to improve 

performance in the department.2. Meets or exceeds financial goals and objectives of the department. Develops and monitors Magnet budget.3.  Leads Magnet Committee(s).  Coordinates the Magnet application, document, designation, 

biannual reports and redesignation. Oversees Shared Governance Coordinating Council, Peer Review, and Clinical Ladder.  Implements and facilitates shared governance/shared decision making within nursing services and consults on 

professional practice activities across the organization.4.   Participates in development, implemetation, and evaluation of performance improvement activities. Works collaboratively with Clinical Nursing Managers, Human Resources, and 

Department Directors to drive appropriate changes related to the Magnet standards and sources of evidence. Coordinates Magnet education and staff development.  Develops and monitors Magnet budget.  Provides consultation to other 

divisions and services regarding Magnet standards.5.  Provides consultation to other divisions and services regarding Magnet standards. Serves as a resource to external customers regarding Magnet standards and process. Coordinates special 

projects, which may include educational activities and research projects, that advance Magnet principles throughout the organization. Promotes personal and professional growth of all nursing personnel.6.  Serves as liaison to the ANCC 

Magnet Recognition office.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR MARKETING 8609 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree and six 

years experience in marketing, communications, or advertising. At least two of these years must be specialized in marketing communications in a corporation or agency. May also consider a Master's Degree and four years of experience in 

marketing, communications, or advertising.Job Duties1. Plan, develop, and manage both brand marketing and direct response marketing strategies and tactics that enhance the footprint in the regional market and beyond to achieve 

established goals.2. Responsible for the establishment and oversight of a system of internal controls, which provides reasonable assurance that marketing and advertising dollars are being allocated effectively, that operations are efficient, 

assets are safeguarded, and financial and volume growth information is reliable.3. Direct the development of programmatic promotional materials as needed by clinical services, targeting both consumers and referring physicians.4. Working 

closely with UTSW Digital, Creative, and Web Services, ensure consistent brand articulation across all channels and media. Develop, implement, and monitor systems and procedures necessary to the smooth operation of the 

marketing/communications/public relations function.5. Assume secondary responsibility for the development and support of digital and social media marketing strategies that support volume growth, in conjunction with the web team and 

the marketing team's editorial staff.6. Negotiate with and manage the work of outside vendors as appropriate.7. Work with leadership to regularly conduct relevant market research; coordinate and oversee this activity. Monitor trends and 

adjust strategies accordingly.8. Maintain awareness of the local and regional competitive landscape and of key national market segments and trends. Proactively leverage Medical Center research and other existing sources of information to 

generate innovative marketing initiatives that distinguish the institution from its competitors.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MGR MARKETING - BRAND MANAGEMENT 8684 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide key administrative management of the planning and development of marketing relationships that increase brand awareness, engagement, and patient volume growth for the UT Southwestern Medical Center. The position will be 

responsible for managing and implementing the annual brand marketing plan, working in close collaboration with the Sr. Director of Marketing & Brand Strategy and the marketing agencies of record. Experience and EducationBachelor's degree 

and five years of experience in marketing, brand, and/or communications in a related field. Health care experience required. Job DutiesImplements the brand marketing plans developed by Marketing Leadershipthat will enhance the footprint of 

the Medical Center in the regional market and beyond to achieve established goals. Responsible for oversight which provides reasonable assurance that marketing and advertising dollars are being allocated effectively, that operations are 

efficient, assets are safeguarded, and financial and volume growth information is reliable. Collaborate with Digital Marketing team to ensure all initiatives are best represented in digital assets. Manage, oversee, and track spend and annual 

budgets for main advertising and media buying agencies. Working closely with internal and external vendors and partners to ensure consistent brand articulation, implementation, and execution.Oversees and updates the Medical Center brand 

website.Assume responsibility for the management and support of brand marketing strategies that support goals of Medical Center.Work with various vendors and leadership to regularly conduct relevant market research; coordinate and 

oversee this activity. Monitor trends and adjust strategies accordingly. Maintain awareness of the local and regional competitive landscape and of key national market segments and trends. Proactively leverage Medical Center research and 

other existing sources of information to generate innovative marketing initiatives that distinguish the Medical Center brand from its competitors. Collaborate with internal marketing teams to ensure brand consistency and accuracy. Performs 

supervisory responsibilities including hiring, performance management, training, counseling, etc.Perform other duties as assigned. Knowledge, Skills & AbilitiesWork requires demonstrated skills, knowledge, and experience in the design and 

execution of marketing strategies and plans. Direct experience with health care services preferred. Work requires proven track record in leading high performing teams.Work requires strong strategic, analytical, and organizational skills coupled 

with impeccable attention to detail. Work requires entrepreneurial mindset with the ability to spot and execute original brand opportunities. Work requires experience in developing and managing budgets.Work requires demonstrated success 

in managing large-scale projects.Work requires experience overseeing content management programs across digital and social platforms. Work requires commitment to working with shared leadership and in cross-functional teams.Work 

requires strong oral and written communications skills.Work requires the ability to manage multiple projects at a time. Working ConditionsWork is performed primarily in general office environment.

MGR MARKETING COMMUNICATIONS 8604 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

and eight years experience in the development of marketing communications, magazine publishing or advertising. At least four of these years must be specialized in marketing communications in a corporation or advertising agency.   Job 

Duties  In collaboration with senior leadership, develop and execute marketing commuications plans and initiatives, based on the strategic goals of the institution. Ensure feedback loop for all tactical elements of the plans and communication 

vehicles, enabling tracking and recalibrating, if necessary, to ensure growth goals are met.   Provide editorial oversight and direction on strategic Health System communications, including managerial oversight of consumer health publications, 

ongoing direct mail appeals, and content-driven marketing activities in support of  consumer health events. Research, write and edit new print and electronic content for the clinical service lines as needed.   Plan, develop, and implement 

promotional and marketing communications materials as needed by designated clinical service areas, targeting both referring physicians and consumers.      Work closely with the various business managers for the clinical units, in both the 

hospital and faculty practice to ensure that their identified marketing communications needs are being met.      Serve as "account manager" for the creative team on marketing communications initiatives: formulate written project 

documentation and work with the team to assign project milestones, develop the creative pieces and then evaluate their effectiveness and assess general return on investment.    Negotiate with and manage the work of outside vendors as 

appropriate.       Maintain an awareness of key market segments. Proactively leverage medical center research and other exisiting sources of information in internal and external marketing plans.      Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR MARKETING MEDICAL SCHOOL RECRUITMENT 8621 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

and five years experience with at least two years concentration in marketing or recruitment. Job Duties  1.  In collaboration with senior leadership, develop and execute recruitment plans and initiatives, based on the strategic initiatives of the 

institution and guidance of the governance committee. Ensure feedback loop for all tactical elements of the plans, enabling tracking and recalibrating, if necessary, to ensure growth goals are met.2.  Plan, develop, and implement promotional 

and advertising materials for recruitment.3.  Serve as "account manager" for the creative and web team on recruitment initiatives: formulate written project documentation, work with the team to assign project milestones, serve as the key 

contact for all client related issues, manage the presentation and evaluation of each phase of the creative development process, and solicit client feedback at the end of each project.4.  Negotiate with and manage the work of outside vendors 

as appropriate.5.  Maintain an awareness of key market segments. Proactively leverage research and other existing sources of information in internal and external recruitment marketing plans.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR MEDICAL GROUP REVENUE CYCLE CASH MANAGEMENT 7063 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelors degree and 

seven (7) years of progressive related healthcare experience (revenue cycle, operation experience, etc). including four (4) years of supervisory/managerial experience Will consider additional related years experience in lieu of degree. Working 

knowledge of EPIC systems preferred.Job DutiesManages day-to-day Revenue Accounting Operational processes for the assigned patient accounting functions, including all cash posting (debit/credit) activities on patient accounts for UT 

Southwestern business.Responsible for coaching, training, and developing subordinate staff. Assigns work, sets completion dates, reviews work and manages performance in accordance with organization policies, procedures and performance 

management processes.Contributes to the development of short and long-term organizational planning and strategy. Manages and reviews staff workload in department; develops action plan to complete work which may include: monitoring 

and evaluating performance and staffing levels, requesting overtime, adding temporary help and/or new positions as needed.Manage material resources, hourly human resource efforts, and vendor efforts to stay within the department 

budget. Manage departmental budget and purchasing process. Emphasize organization of work environment for customers and data in departmental processesTranslates high-level organizational goals to departmental and tactical initiatives. 

Provides ownership and leadership to drive departmental initiatives to ensure long-term operational excellence. Demonstrates continuous performance improvement in targeted areas of responsibility in alignment with the overall annual 

revenue cycle performance improvement targets. Serves as the primary liaison between Revenue Accounting Operations and internal and external customers. This includes all related vendor relationships to increase effectiveness, efficiency, 

and compliance with Service Level Agreements (SLAs). Determine and maintain appropriate staffing metrics and measurements to ensure workflow continuity, accuracy, and timeliness.Maintain industry KPIs and develop departmental KPIs for 

Revenue Accounting. Monitors the payer reimbursement behavior and payments to take advantage of opportunities and identify potential threats that could impact the revenue cycle.Participates in special projects and performs other duties 

as assigned. Participates as project leader for new software installations and process change initiatives; works with affiliated facilities and hospitals to resolve major billing issues and customer service issues.Writes policies and procedures in 

order to maintain billing and provider documentation compliance, relative to job focus. Optimize procedural and electronic solutions; reduce paper resources for each area, including education and development of corrective action plans to 

assist in resolving problems related to the revenue cycle. Analyze data and develops an overall approach for trending issues, report findings, applying timely and constructive feedback, continued education and training (as the "content expert") 

for revenue cycle staff, clinic staff, and billing providers.Directs and supports auditors assigned to complete compliance audits, as well as ad hoc audits requested by management; prepares department summaries based upon audit findings 

and works closely with applicable providers/staff/management for continued performance improvement. Attends and participates in reimbursement and compliance activities and department meetings; facilitates problem resolution sessions 

where multiple departments and/or clinical or business areas are involved.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires proficient computer skills, including Microsoft Word, Excel, PowerPoint and Epic.Work 

requires proven record of identifying process improvement opportunities.Work requires strong negotiating, analytical & organizational skills as well as the ability to be flexible with changing needs and deadlines.Work requires ability to interact 

& communicate both verbally & in writing with all levels of associates, management & healthcare providers.Work requires strong interpersonal communication, documentation skills and true "customer service" oriented work style.  Work 

requires strong knowledge of established medical necessity criteria; knowledge of ICD-9 / ICD-10 coding, CPT coding, & applicable rules & regulations affecting reimbursement for healthcare services.Work requires working knowledge of 

medical terminology.Work requires knowledge of insurance carrier adjudication policies and procedures.Work requires one to possess a professional and courteous demeanor while being assertive and confident in their collection efforts.Work 

requires experience in Medical Billing, Accounts Receivables, and/or Collections within a healthcare or insurance environment.Work requires one to exhibit excellent work ethics and commitment to job responsibilities.Work requires presence 

of a positive image that reflects well on the organization.Work requires a self-starter, with ability to work well as part of a team and independently.Work requires understanding of the requirements of Medicaid, Medicare and insurance 

billing.Work requires ability to work in a fast paced, production oriented environment.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.



MGR MEDICAL GROUP REVENUE CYCLE QUALITY ASSURANCE 2113 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma, 

Associates degree in revenue cycle related field preferred, with eleven years related experience in healthcare inculding three years of project management/supervisory experience in Revenue Cycle, Patient Access, Patient Financial Services or 

other related field. May consider additional education in lieu of experience.Job DutiesDemonstrate comprehensive approach to performing audits and process improvement.Demonstrate continuous performance improvement in targeted areas 

of responsibility in alignment with the overall annual Revenue Cycle performance improvement targets.Provides management, planning, development and guidance to staff within the roles of Quality Assurance. Effectively oversees and 

manages the day-to-day operations to include revenue cycle audits, operations, system edits/errors, audit and performance improvements, current updates/changes to systems, policies and processes.Responsible to develop an overall 

approach for auditing and coordinating process improvement initiatives for Revenue Cycle which includes: conceptual planning, written policy development/updates, protocol/ process focus materials, all deliverables and continuous review for 

updates/changes. Provides new hire training, monitors staff on current & new processes & delivers timely notification of changes. Provides competency evaluations.Coordinates with department and cross-departmental staff/leadership to 

identify training needs and performance improvement opportunities. Provides feedback of audit results and recommendations. Leads periodic/monthly meetings with applicable groups to report strengths/weaknesses.Perform competency 

audits, analyze data and develop an overall approach for trending issues, report findings, applying best practices with timely and constructive feedback. Prepares departmental summaries based upon audit findings. Handles critical workloads 

and/or department special projects as assigned.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires proficient computer skills, including Microsoft Word, Excel, PowerPoint and Epic.Work requires proven record of 

identifying process improvement opportunities. Work requires strong negotiating, analytical & organizational skills as well as the ability to be flexible with changing needs and deadlines.Work requires ability to interact & communicate both 

verbally & in writing with all levels of associates, management & healthcare providersWork requires strong interpersonal communication, documentation skills and true "customer service" oriented work style. Work requires strong knowledge 

of established medical necessity criteria; knowledge of ICD-9 / ICD-10 coding, CPT coding, & applicable rules & regulations affecting reimbursement for healthcare services.Work requires working knowledge of medical terminology.Work 

requires knowledge of insurance carrier adjudication policies and procedures.Work requires one to possess a professional and courteous demeanor while being assertive and confident in their collection efforts.Work requires experience in 

Medical Billing, Accounts Receivables, and/or Collections within a healthcare or insurance environment.Work requires one to exhibit excellent work ethics and commitment to job responsibilities. Work requires presence of a positive image that 

reflects well on the organization.Work requires a self-starter, with ability to work well as part of a team and independently.Work requires understanding of the requirements of Medicaid, Medicare and insurance billing.Work requires ability to 

work in a fast paced, production oriented environment.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR MEDICAL STAFF 2325 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationTwo-year college degree 

or four-year college degree, Certified Professional Medical Staff Manager (CPMSM) or Certified Credentialing Provider Specialist (CPCS), and five years experience in the field of credentialing with two years experience in management.Ten years 

experience in the field of medical staff credentialing, with five years experience in the managing of a Medical Staff Office. Three years experience working with a centralized credentialing office.Job DutiesWorks under minimal supervision to 

provide assurance that appropriate accreditation is maintained.Evaluates work flow and advises group regarding immediate process changes needed.Monitors and ensures full implementation of CACTUS.Evaluates NCQA accreditation and 

gives formal recommendation regarding continuation of practice. If practice is continued, ensures minimum number of full-time equivalent employees required to maintain accreditation.Advises whether group as currently constituted can 

adequately serve as central verification office for university hospitals' JCAHO-mandated processes and minimum time frame to bring them into alignment with meeting expectations.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires ability to manage employees.Work requires ability to utilize personal computer and Microsoft Office Suite.Work requires ability to make independent decisions to ensure compliance.Work requires ability to 

communicate effectively with all levels of internal and external customers.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MGR MEDICAL STAFF U2325 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Two-year college 

degree or four-year college degree, Certified Professional Medical Staff Manager (CPMSM) or Certified Credentialing Provider Specialist (CPCS), and five years experience in the field of credentialing with two years experience in management. Ten 

years experience in the field of medical staff credentialing, with five years experience in the managing of a Medical Staff Office.  Three years experience working with a centralized credentialing office.   Job Duties  Manages the staff and the daily 

operation of the Credentialing (Medical Staff) Services. This includes the establishment of work processes for the staff that facilitate the timely processing of applications and requests for privileges. Additionally, the incumbent has the ability to 

hire and to terminate the employment of direct-reports.   (Includes managing of Department reports (long distance code usage, HR reports, and the review of financial reports with the Director). Monitors work processes with specific work 

metrics:  1)  Number of Late Reappointments  2)  Number of Medical Staff Members for MC, SP, ZL  3)  Timeliness of Processing for Initial Appointments 4)  Expireables (License, Board Certification, Faculty Appointments, etc)  5) Performance 

with quality review activities.    With the Director, leads staff meetings including routine staff meetings, reappointment status meetings, and initial appointment status meetings.  Also, facilitiates key Medical Staff events such as called 

meetings and the Annual Medical Staff meetings.     Prepares and supports the key Medical Staff committees such as Credentials and the Medical Staff Executive Committees.  With the Director, prepares the materials for review and 

submission to the Health System Board.     Serves as a resource to the leaders of the Medical Staff for credentialing/privileging issues.       Reviews the file processing work performed by the QA staff member.        Responsible for the 

maintenance of the physician databases/physician files. Develops effective work process with direct-reports to ensure the timely maintenance of the database information and the maintenance of physician files.     Maintains current knowledge 

of external agency and JCAHO, NCQA standards regarding medical staff processes. Provides educational inservices to the staff on changes/revisions to standards.      Performs other duties as assigned.          **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR MKTG AND COMMUNICATIONS - ACADEMIC AFFAIRS 8680 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible for managing marketing and 

communications strategy to elevate reputation and awareness of UTSouthwestern schools, their faculty members, current trainees and activities. Reports to Associate Vice President of Communications and Public Affairs, and works together 

with AVP and Academic Affairs leadership to develop and implement strategic communications and marketing campaigns targeting multiple prospective learner audiences to recruit the highest quality trainees to various UTSW programs. 

Works with minimal oversight in a matrixed organization across Communications, Marketing, and Public Affairs, to plan, implement and measure campaign outcomes. Experience and EducationBachelor's degree in science, health, marketing, 

public relations or related field, required. Three (3) years of experience in health or science marketing and strategic communications at an academic medical center, required. Must have knowledge of academic medical center, health system, 

higher education structure and needs. Familiarity with academic medical center marketing and communications operations, required. Previous experience working directly with president, CEO or deans strongly preferred. Job DutiesManage 

marketing and communications around public relations and recruitment for UTSW School of Medicine, Graduate School of Biomedical Sciences, and School of Health Professions. Commission/develop and maintain web content, 

promotional/advertising material, and other stories/content for internal and external dissemination.Provide strategic counsel to Academic Affairs leadership on positioning and development/delivery of key messages around research and 

education excellence; credibly position subject matter experts with media and external stakeholders; and ensure dissemination of timely, credible and accurate communications.Develop and maintain strong working relationships with 

Provost's Office, Dean's Office and other leaders in research and education, and ensure timely information flow and feedback.Work collaboratively across Communications, Marketing, and Public Affairs to develop and execute comprehensive 

and cohesive marketing and communications strategies.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires skill and previous success in developing public relations, awareness, marketing, or other communications 

programs to meet objectives.Work requires excellent verbal and written communication skills, along with strong presentation skills, and the ability to develop and write strategic communications plans, and evaluate and report outcomes.Work 

requires detail-oriented project management skills, and the ability to analyze data and measure outcomes quantitatively.Work requires demonstrated ability to communicate and collaborate across all levels of complex organization, from 

executives to staff.Work requires the ability to interpret policies and apply quality standards across all work.Work requires the ability to prioritize and organize projects to meet changing institutional priorities.Working ConditionsWork is 

performed primarily in office area. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President of Human Resources or his/her designee.UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

MGR MOBILE 8645 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable.Job SummaryResiding in the Department of 

Communications, Marketing, and Public Affairs (CMPA), the Mobile Manager works under supervision to manage components of one of more of UTSouthwestern's mobile applications or other digital solutions. This position works closely with 

CMPA management and web development teams, as well as external vendors to improve brand recognition, marketing effectiveness, and audience engagement. UT Southwestern is looking for someone that is enthusiastic about improving 

and growing the mobile direction of the Institution.Experience and EducationBachelor's degree in a related field and at least 1 year of experience working in digital, mobile, or technical environment.Job DutiesGuides or supports advanced 

digital projects from ideation through execution. Manages data feeds and connections, keeping the application(s) and location details up-to-date, publishing relevant content and digital communications, and publishing campus expansion 

roadmaps. Monitors industry trends; identifies opportunities to improve existing customer- and employee-facing application(s). Produces, analyzes, and set program goals, identify strategic KPIs and track performance.Exhibits high attention 

to detail and ability to collaborate with multiple teams and departments within UTSouthwestern to ensure app prioritization, optimal performance, and data accuracy.Acts as a product champion to build awareness of product methodology 

and product scope across teams. Works across teams and projects to develop, synchronize, and manage digital roadmaps. Works within cross-functional team to evaluate application performance and will interface with many departments and 

agencies. Must be fast learner that can pivot and improve the mobile experience. Develops and maintains strong relationships with vendors and external partners.Navigates and resolves problems and escalate as required.Performs other duties 

as assigned.Knowledge, Skills, & AbilitiesWork requires good organizational skills.Work requires excellent written communications skills.Working ConditionsAny qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of Vice President for Human Resources Administration or his/her designee.Work is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR MSRDP BILLING OPERATIONS 7062 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or equivalent and eleven (11) years experience in physician practice plan, healthcare, or medical insurance environment to include three (3) years supervisory experience and previous exposure to hospital or physician billing.  Bachelor's degree 

and certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered Records Administrator (RRA) preferred. Job Duties  1.Manages the centralized front end revenue cycle for an assigned group of departments.2.Manages 

staff and regularly analyzes operational volume to determine appropriate staffing requirements. Oversees the development of workflows to maximize staff productivity; monitors, evaluates and prioritizes projects such that established 

deadlines are met.  Maintains policies and procedures.  Manages staff recruitment and selection process.  Oversees administration of annual employee performance appraisals.3.Manages employees responsible for resolution of outstanding 

Accounts Receivable.  Assures timely and full collection of physician fees billed to Medicaid, Medicare, Managed Care, Commercial and other third-party payers.  Analyzes, recommends, and implements policies and procedures as needed to 

maximize reimbursement for all services rendered in compliance with established third party guidelines.  Compiles, analyzes and reports status, issues and recommendations for accounts receivables; manages overall production of claims 

according to departmental procedures.4.Constantly evaluates current charge capture and claim denial follow-up processes to ensure all revenue cycle systems are utilized to maximize charge capture and reimbursement.  Ensures all charges 

are processed and billed accurately and in a timely manner.  Reports deficiencies and change recommendations to the Director.5.Maintains effective communication with department senior staff to ensure receipt of new provider hire 

information, report charge capture and clinical documentation issues, resolve billing issues, and develop charge capture workflows for new programs and service lines.6.Works with the front end revenue cycle billing compliance team to: (a)  

Research and analyze reimbursement rules, regulations, and policies;  (b)  Develop billing policies and procedures for new technology and service lines; or  (c)  Assist in making appropriate billing and reimbursement policy 

recommendations.7.Monitors revenue cycle dashboard lag reports that include charge review, claim edit, and follow-up metrics.  When required develops or improves processes to achieve and maintain the metric standards.8.Designs and 

compiles periodic financial reports for management to include analysis of revenue and medical service activity.  Acquires and maintains thorough knowledge of Federal and State Legislative and Administrative action affecting physician 

reimbursement; disseminates acquired knowledge to faculty.9.Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-

subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects 

research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR MSRDP PHYSICIAN COLLECTIONS 7064 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent (Bachelor's degree preferred) and 7 years professional revenue cycle working experience, including: 4 years medicine, ancillary, or surgical coding; 1 year clinical and or technical denials management/prevention; and 3 years 

progressive management in health care administration, physician group practice, and/or claims processing is required.Ability to demonstrate work experience producing positive results in a 100% metric driven work environment.Advanced 

degree (Bachelor's or Master's) may be considered in lieu of experience. Professional Coding Certification (e.g., CPB, CPC, CCS-P) preferred.Job DutiesAccountable and responsible for the clinical denial prevention and management program for 

either the centralized Medicine and Ancillary or Surgical revenue cycles in a collections metric driven environment. Monitor appeal effectiveness and denial prevention efforts by reviewing Epic work queues and reports, MS Excel remit code 

level reports, and the Epic staff note payment percentage report. Monitors Epic follow-up work queue automation rules to ensure they are functioning correctly and or if adjustments or new rules need to be written. Conducts analysis of 

denials and denial trends by type and payor. Monitors payor reimbursement policies to prevent future claim denials and or internal denial routing for correct and prompt resolution.Coordinates, with supervisor, the appeals process for all 

balances deemed appropriate. Facilitates payor denials related communication with revenue cycle operations staff, clinical operations staff, and Revenue Cycle Operations management.Works with staff to identify the root cause of denials and 

to implement effective strategies and process improvements, to reduce costly delays in payment. Assures prompt action is taken on denials by coordinating with supervisor/staff to create written and/or verbal clinical appeals with 

payers.Formulates letters of appeal. Ensuring they include relevant and effective clinical documentation from the medical record; supported by current industry clinical guidelines, evidence based medicine, local and national medical 

management standards and clinical protocols.Actively participates in the University Edit Administration Committee to ensure accountability for denials reduction performance, and ensures compliance with all governmental regulations and 

non-governmental guidelines.Maintains and applies an excellent understanding of physician reimbursement policy and coding methodologies including, but not limited to AMA, CMS and specialty societies to ensure physician practice revenue 

integrity and compliant documentation and coding.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires working knowledge of insurance billing and various types of health insurance plans. Work requires working 

knowledge of medical terminology and coding.Work requires excellent customer service relationships to ensure patient satisfaction.Work requires demonstrated ability to handle escalated or complex customer inquiries.Work requires 

demonstrated ability to understand written medical and billing documentation.Work requires demonstrated ability to communicate effectively with various levels of constituents, patients and/or family, clinical staff, third party payers, 

management and other professionals outside the healthcare system.Working ConditionsWork is performed in a professional office setting, with a fast-paced, production-oriented environment.UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

MGR MSRDP REVENUE INTEGRITY & EDUCATION 7110 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelors degree plus 

seven (7) years of progressive related experience required. Licensed to practice as Registered Nurse in state of Texas is preferred. Certified either as a Coding Specialist - Physician-based (CCS-P) or Certified Procedural Coder (CPC), and Certified 

Professional Medical Auditor (CPMA) is required. Three (3) years supervisory/managerial experience. Working knowledge of EPIC systems preferred. Strong, demonstrated knowledge of industry standards and payer policies for professional 

coding, reimbursement and compliance.Additional education may be considered in lieu of requirements.Job DutiesAssists the director with global revenue cycle oversight of the centralized Departments; represents the director while 

interacting with clinical department senior leadership; provides leadership, guidance and effectively manages the day-to-day operations of revenue cycle integrity, reimbursement policy and provider education.Manages, directs and supports 

the billing integrity educators, assigned to support the full spectrum of medical and surgical clinical departments and the professional revenue cycle through, new provider onboarding education, prebill charge review, prospective or 

retrospective audits, preparation of reports and/or presentations to department/division leadership on audit findings and works closely with applicable providers, staff and/or management for continued performance improvement. Applies 

clinical knowledge to day-to-day endeavors, expanding team member knowledge of anatomy and disease processes, for more proficient coding and enhanced training for healthcare providers. Applies extensive medical billing knowledge to deal 

with complex billing and coding issues, taking into account procedure, diagnosis, modifier coding, as well as, place of service, collaborating providers, and multiple other details impacting billing integrity for the professional practice 

plan.Manages denial prevention efforts through trending of charge review and follow up work queues, collecting input from both professional and hospital billing integrity teams, review of coding-related denial reports, and analyzing billing 

errors to identify root causes, then manage targeted corrective actions by requesting new charge review or claim edits, educating department/division providers on documentation/coding improvements, and working with billing operations 

managers to improve workflows and provide education updates for billing team members.Develops strategy based upon analysis of revenue cycle report data, changes in professional coding (eg CPT or ICD-10), new reimbursement models, new 

technology, etc. to promote billing integrity while preserving revenue streams. Serves as project leader for new professional service line initiatives. Provides reports, education and/or presentations on data analysis, revenue integrity audits and 

other revenue cycle issues.Conducts risk assessments to define revenue integrity audit priorities by evaluating previous audit findings, management priorities, CPT/E&M/ICD-10 utilization patterns, national normative data, CMS and OIG work 

plans and advisories, and healthcare industry best practices. Collaborate with hospital billing integrity to ensure coding practices are consistent on facility and professional claims. Manages and/or performs quality assurance for coders, 

abstractors, senior billing staff and contractors as indicated.Authors policies and procedures in order to maintain billing integrity and provider documentation compliance; develops changes to organizational practices, policies and procedures 

as needed in response to billing/coding issues, including education and development of corrective action plans to assist in resolving problems related to the revenue cycle. Authors newsletter articles, FAQs, email alerts and other 

communication and educational materials; responds to informational inquiries from physicians, providers, coders, billers, management and staff regarding documentation, coding, billing and other related revenue or compliance 

matters.Develops revenue integrity training content, applying clinical knowledge to provide relevant clinical enhancement to provider training efforts, to support new billing/coding initiatives, prevent billing or documentation-related errors, 

refresh providers on compliant documentation and billing for identified risk areas (e.g. shared service, time-based billing).Provides reimbursement policy support for clinical departments, billing integrity educators, revenue cycle billing 

operations team and denials management team to promote sound revenue integrity; identify and monitor risk areas, effectively manage and/or support the revenue integrity of the professional revenue cycle in accordance with federal and 

state regulations to include, professional billing integrity audits (prospectively or retrospectively), charge review and participation in denials management projects.Monitors the government reimbursement policy landscape to ensure that 

affected Departments are aware of emerging policy issues in order to take advantage of opportunities and identify potential threats that could impact the revenue cycle.Maintains and applies an excellent understanding of physician 

reimbursement policy and coding methodologies including, but not limited to AMA, CMS and specialty societies, to the physician practice for revenue integrity practices including compliant documentation and coding. Manages a high volume 

of contacts (email, phone) from physicians, advanced practice providers, staff and management regarding revenue integrity and reimbursement policy issues, providing thorough and timely responses.Assists with review and response to 

internal and external audits including notification and reporting results to Director, Department Chair, and/or Department/Division Compliance Officer; works with billing and compliance staff to identify root cause of billing errors and take 

corrective action (such as Edit Administration Committee requests, provider education, education of billing and/or denials management team).Attends and participates in reimbursement and compliance activities and department meetings; 

facilitates problem resolution sessions where multiple departments and/or clinical or business areas are involved.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong knowledge of established medical necessity 

MGR NETWORK ACCESS IMPROVEMENT PROGRAM 7073 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor degree plus 

five (5) years project management, department management, healthcare operations, or program management experience. A Master's degree in healthcare administration or public health is highly desirable.  Advanced degree may be used in 

lieu of years of experience. Job Duties  1.Assist in the coordination of activities for the NAIP across applicable office(s) of University.2.Assist in the preparation of required Texas Health and Human Services Commission (HHSC), Centers for 

Medicare & Medicaid Services (CMS), Amerigroup, Texas Department of State Health Services (DHS), and other payors reporting regarding the progress of all NAIP projects for which UTSW is the Performing Provider.3.Assist in collecting data 

for tracking of required matrix of each NAIP Project which UTSW departments or clinics are Performing Providers. Provide monthly and quarterly updates to leadership.4.Identifying and creating corrective action plan for any NAIP Plans which 

are falling behind or are failing to perform according to the matrix requirements.5.Support the development, review and implementation related to overall program projects.  Help to assess the strength and weakness of individual projects and 

report such findings, with recommendations for improvement, to leadership.6.Develop project scope, goals and deliverables that support business and healthcare goals in collaboration with executive management, specific project champions 

and other stakeholders; assist in the development of full-scale project plans and associated communications documents; communicate effectively project expectations to team members and stakeholders in a timely and clear fashion.  Assist 

and advise various project champions on meeting specific project goals and outcomes.7.Responsible for developing communications with and reporting to governmental entities supporting projects, as applicable and necessary.  Build, develop 

and grow any business and community relationships vital to the success of the program and specific projects including working directly with physicians, their staff, and vendors.8.Liase with project champions and other stakeholders on an 

ongoing basis; estimate resources and participants needed to achieve project goals.  Work in close collaboration with UTSACN with respect to the NAIP Projects.9.Support development and management of project expectations developed by 

leadership, other team members and other stakeholders; perform tasks and responsibilities as assigned or in collaboration with other personnel; identify and resolve issues and conflicts within the project team.  Support the development and 

implementation of program goals and project timelines and milestones; track project milestones and deliverables; develop and deliver progress reports, proposals, required documentation and presentations.10.Meet the requirement for 

frequency and content of status reports established by leadership, analyze results, and troubleshoot problem areas; proactively manage changes in project scope for assigned areas, identify potential crises and help to devise and implement 

contingency plans.  Participate in post project post-mortems and help to create recommendation reports in order to identify successful and unsuccessful project elements.11.Help to develop best practices and tools for project execution and 

management.12.Manage utilization of various resources to maintain maximum efficiency and meet performance objectives.  Comply with applicable laws, regulations, policies, and procedures.  Maintains confidentiality as appropriate.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR NEUROLOGY RESEARCH PROGRAM 4368 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

science, finance or related field and four (4) years related experience in research, research administration or non-profit administration. Must be familiar with NIH research grant preparation and management. Requires advanced PC expertise 

including word processing, spreadsheet, presentation and database software. Prior educational or employment experience related to brain research is strongly preferred.     Job Duties  Supports neurology and neuroscience research by 

developing and enhancing shared facilities and programs; implements procedures to optimize operations and resource utilization; tracks, evaluates and reports progress of shared resources.     Promotes collaboration among investigators and 

across disciplines, departments and institutions; organizes meetings, seminars and conferences; manages internal and external communications of the department; oversees information services group in developing web- based research 

collaboration tools and databases.    Supports new research funding opportunities; works with faculty and departmental grants managers to assist with multi-investigator grant proposals including planning, budget preparation, administrative 

coordination and submission; works closely with UTSW Foundation and development staff to identify opportunities for philanthropic support; assists Chair by serving as liaison to key university, community and funding partners.  Enhances 

outreach to improve public and community knowledge of the importance of brain diseases and neurology research; supervises creation of electronic and print communications including websites, newsletters, brochures and annual reports and 

media relations; assists UTSW media office by identifying noteworthy achievements for public release; coordinates outreach and awareness activities including tours and special events.  Assists with strategic development of new research 

programs and initiatives; leads planning effort for an interdisciplinary center for translational research in brain disease and neurotherapeutics.      Performs other duties as assigned.        x        x        x          **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR NEUROSCIENCE CLINICAL RESEARCH UNIT 4388 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under limited supervision, 

provides HR leadership and operational oversight for all activities and clinical research facilities associated with clinical research projects in the Neuroscience Clinical Research Unit (NCRU), a Core int he Peter O'Donnell Jr. Brain Institute (OBI) at 

UT Southwestern (UTSW). This position is a member of the Perot Foundation Neuroscience Translational Research Center (PNTRC) leadership team.Experience and EducationMaster's Degreein science, social science, healthcare administration, 

or a related field, and at least five (5) years of experience managing clinical trials required. Equivalent combination of education and relevant experience may be considered in lieu of Master's degree.Job DutiesOperational Core Management - 

Oversees the organizational, administrative, and operational activities of the NCRU "Core". Develops performance standards, goals, and expectations for NCRU managers and staff, and periodically assesses the attainment of these standards 

and goals. Escalates issues and concerns to PNTRC and OBI leaders to ensure high quality and timely customer service. Monitors efforts on projects and communicates suggested staffing or project assignment changes to NCRU Team Managers 

and Leads.Human Resources - Provides leadership to NCRU managers, team leads and clinical research staff. Oversees project assignments and implements appropriate staffing actions (reassignment of existing resources and/or addition of 

new resources) to maximize productivity and best use of Core resources. Responsible for interviewing, hiring and onboarding of new clinical research staff; collaborates with PIs as appropriate to ensure the best "match" between staff member 

and research assignment. Consults with NCRU managers and faculty leaders to set performance expectations for staff managing clinical trials. Works with the members of the PNTRC and NCRU to identify, develop and evaluate key core 

competencies of clinical research personnel in an effort to tailor training needs. Works with the PNTRC Compliance Coordinator and Regulatory Specialist as well as leaders in the Office of Clinical Research (OCR) and Human Subjects Protection 

Program (HRPP) to organize continuing educational offerings and skills refreshers as needed. Assists NCRU Team managers and Leads with preparation and delivery of disciplinary actions to staff members as needed. Ensures timely delivery of 

interim and annual performance evaluations for NCRU members.Core Development - Maintains peer-level working relationships with Principal Investigators and academic department leaders across UTSW, Children's Health and Parkland 

Health and Hospital System to plan and oversees the conduct of existing NCRU clinical trials as well as the evaluation of potential new trials.Reporting and budgeting - Ensures timely and accurate reporting of data to support the coordinator 

and nursing effort on clinical research projects; participates in development of annual core business plan.Quality Improvement and Assurance - Develops and implements best practices for NCRU Core compliance and assurance program. Works 

closely with the PNTRC Compliance Coordinator to develop and manage internal monitoring programs to ensure compliance with all relevant rules, regulations and policies. Assists the PNTRC Compliance Coordinator to oversee internal audits 

and sets goals for best operational practices. Leads a committee comprised of PNTRC and NCRU leaders to annually review and develop new Standard Operating Procedures (SOPs); recommends new and drafts updates to existing SOPs as 

necessary. Communications: Ensures the PNTRC website features relevant and current information related to the NCRU. Provides frequent updates of Core activities to the departments who utilize the NCRU staff. Works with the OBI marketing 

team to feature newsworthy developments from the NCRU.Performs other duties as assigned.Knowledge, Skills, & AbilitiesStrong leadership, organizational, and administrative skills to effectively organize plans and programs in a highly 

technical research environment.Skilled as both a leader and participant in cross-functional and interdepartmental teams and excellent communicator.Administrative expertise including working with technical operational support functions and 

multidisciplinary research programs/grants.Excellent verbal, written, interpersonal and listening skills.Analytical and strategic thinker.Strong Editorial and writing skills.Strong instructional and speaking skillsAbility to master medical research 

regulations and proposal development.Working ConditionsWork is performed primarily in clinical and/or office areas.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President of 

Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

MGR NON-INDUSTRY CONTRACTS 9146 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under limited supervision to be 

responsible for directing clinical research contracting functions. Experience and EducationMaster's degree in science, social science, business, law or health-related field and four (4) years related experience to include progressive supervisory 

experience and contract negotiation ORBachelor's degree in science, social science, business, law or health-related field and six (6) years related experience to include progressive supervisory experience.J.D. accreditation is preferred and 

knowledge of Texas State Law.Job DutiesLeads and manages a team that reviews and negotiates research agreements (new and amendments) in a timely manner, including but not limited to federal and private subawards, flow throughs and 

clinical trial agreements, grant award agreements, confidentiality agreements and research service agreements.Works closely with Pre-Award Leadership to ensure all contract negotiation and execution responsibilities and workflows across the 

research enterprise are performed in parallel with institutional, federal and sponsor policies and guidelines.Investigates and understands our contract templates and new requirements to ensure the team remains current in all facets of our 

written agreements.Monitors key performance indicators (KPIs) including contract volume, contract receipt, negotiation, redlines and execution timelines. Works closely and collaboratively manages relationships with ancillary teams and 

offices, such as Proposals, Post-Award Finance, Revenue Cycle, Office of Technology Development and Legal Affairs to yield effective and efficient execution of mutually beneficial projects and tasks.Aids in the selection and/or management of 

contract management tools and other technology related to SPA Contract teams.Serve as first line advisor to the Contracts team and faculty regarding potential risks and irregularities associated with contractual terms and conditions. 

Collaborate with Post Award and Compliance teams to ensure subrecipient monitoring (i.e. subrecipient profile questionnaire, risk assessments) is being carried out according to institutional SOPs and federal guidelines. Understands and 

participates in required federal FFATA reporting either in supplying required details and/or participating in actual reporting to the federal portal.Provide oversight of purchase order (PO) management. Monitors day to day contract flow and 

intake to ensure timely assignments, assists team with overflow and overall contract assignments based on background and specialty, works with other offices to establish a cross-review contract process, and enhance overall communication 

and collaboration.Acts as an institutional expert for non-industry contracts, proposals and/or other designated processes and key interface for research customers, ensuring consistency in approach, metrics, and format.Develop and implement 

processes with a primary focus on increasing customer satisfaction.Provide direction and strategy on projects and initiatives with minimal oversight.Maintain a focus and actively work towards attainment of all SPA goals and implement 

strategy to attain these goals.In partnership with SPA leadership, act as primary internal customer interface responsible for developing key relationships.Provide advice, support and guidance as needed and serve as a mentor to 

colleagues.Participates in selection process of contract specialists; provides training to team and evaluates staff performance; implements measures necessary to maintain quality performance and results; participates in training, development, 

and/or disciplinary measures; assesses policies and procedures to ensure optimal operation of non-industry contracts team.Initiates and maintains collaborative relationships between the non-industry research contract team, SPA teams and 

all other institutional departments and offices.Creates, executes, and maintains effective internal controls that provide reasonable assurance, operations are adequate and efficient.Stays informed of developments in the field of contracting and 

other related research administration topics. Ensures compliance with applicable laws, regulations, policies, and procedures.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to manage and direct staff.Work 

requires ability to monitor and maintain budget.Work requires ability to ensure adherence to all policies and procedures of university, such as FLSA, salary guidelines, accounting regulations, and internal controls policy.Work requires ability to 

communicate effectively with various levels of internal and external contacts concerning policies and procedures.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in an 

office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. 

To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR NURSING U6007 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationGraduate of NLN 

approved Nursing program, BSN required. Five (5) years experience as registered nurse, and two (2) years of management experience required. Specialty areas may have increased experience requirements as dictated by unit or standard of care. 

Current Texas (or BNE Compact State) license; BCLS required. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesDevelop and implement an 

effective action plan to improve performance in the department..Meets or exceeds financial goals and objectives of the department.Provides direct patient care and/or functions as "charge" position as needed. Seeks out opportunities to teach 

and mentor other nursing personnel on formal and/or informal basis. Evaluates and supervises provision of patient care by other personnel assigned to unit. Adheres and facilitates adherence by other personnel to all policies and procedures, 

code of ethics, JCAHO standards, and nationally recognized standards of nursing practice. Reviews nursing assignments and revises as necessary to meet specific needs of patients and/or to ensure adherence to policies and procedures. 

Implements disciplinary interventions, including termination, as appropriate and in compliance with policy. Participates in identification and resolution of physician, patient and/or family complaints. Reports complaints and interventions to 

Guest Services and/or Department of Nursing in timely manner for adequate follow-up prior to patient's discharge.Reviews schedule and staffing plan with other Department of Nursing personnel to ensure adequate coverage of patient care 

needs on daily shift or shift-by-shift basis. Utilizes staffing guidelines and/or patient acuity system and employs most cost effective option in providing appropriate patient care. Utilizes resources in manner which is appropriate and which 

optimizes resources for benefit of organization and patient population. Identifies efficiency or cost saving ideas and reports same to DON and/or CNO. Interviews and makes final decision regarding hiring of all nursing personnel for unit. 

Implements disciplinary interventions, including termination, as appropriate and in compliance with policy. Participates in development, implemetation, and evaluation of performance improvement activities. Completes performance reviews 

and orientation evaluations of nursing personnel. Implements termination of nursing personnel with approval from Chief Nursing Officer and/or Human Resources Manager.Provides immediate counseling of nursing personnel, up to and 

including suspension, as appropriate. Follows-up with accurate and timely written reports to Nursing and/or Human Resources Director. Generates and/or supervises generated occurence reports as appropriate. Provides appropriate and 

timely follow-up and submits to DON. Conducts staff meetings and coordinates special projects, which may include educational activities, research projects, recruitment, and interdisciplinary and hospital committees. Collaborates with nursing 

staff and Nurse Educator to meet educational needs of current nursing personnel. Promotes personal and professional growth of all nursing personnel by allowing opportunities for active participation in unit-based activities and appropriate 

patient care. Seeks out opportunities to teach. Develops unit's annual capital and operational budgets with assistance from nursing administration personnel. Completes payroll editing at end of payroll cycle and maintains attendance 

records.Provides and supports efforts to develop teamwork between all nursing personnel, employees and staff. Facilitates timely return of specialty equipment. Participates in routine and special care conferences. Demonstrates ability to 

function in "charge" role. Performs other duties as assigned.Knowledge, Skills & AbilitiesMust be able to read, write and communicate in English.Basic computer skills.Working ConditionsConstant walking, standing, bending, turning, and 

stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR NURSING PRACTICE U5384 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYOversee operations of the Nursing Staff 

Peer Review process and Committee including but not limited to establish procedures for identifying and tracking the clinical practice and/or unprofessional conduct that warrant peer review. Collect, compile, display, and analyze peer review 

process data; conduct ongoing evaluation of the effectiveness of the peer review process in identifying and resolving issues that warrant peer review. Following all Board of Nursing (BON) for the state of Texas rules and regulations, 

requirements to support UT Southwestern Nursing Peer Review (NPR) Committee. MINIMUM QUALIFICATIONSGraduate of NLN approved Nursing program, BSN required, Masters preferred in Nursing (MSN). Five (5) years' experience as 

registered nurse, and three (3) years of management/leadership experience required. Current Texas (or BNE Compact State) license.ESSENTIAL FUNCTIONSJob Duties: Leads all work required to meet the BON rules in regard to nursing practice, 

with current nurses, and terminated nurses. Conducts pre and post consults with nursing staff, leaders, and reports directly to the ACNO, CNO, CNE, on minor incidents, NPR reviews or report to the BON post termination of a UTSW 

nurse.Maintain and oversite of all required documentation of events involved with NPR, BON direct reports, and follow up of work of the NPR Committee. On boarding of new NPR committee members and oversite to NPR meetings with 

nursing staff. Critical thinking ability required, with clear understanding of professional nursing practice, including, scope of practice for nurses including LVN, RN, APRN.A strong customer service orientation and teamwork ethic are essential, 

interactions with all nursing staff, staff and leadership team members. Outstanding interpersonal skills, verbal communications, ability to negotiate with peers as well as supervisors.Ability to provide feedback in a positive yet assertive 

way.Ability to make decisions within scope of position and work with minimal supervision.Computer literacy with demonstrated proficiency in Microsoft Office, email, database and contact management software, and browser-based workflow 

applicationsWillingness to ask questions, take initiative to streamline processes, procedures, and practicesPerforms other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESMust be able to read, write and communicate in English.Computer 

literacy with demonstrated proficiency in Microsoft Office, email, database and contact management software, and browser-based workflow applications Very strong organizational skills and ability to re-prioritize quickly and detail oriented. 

WORKING CONDITIONSWork is performed primarily in a conference room in the hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MGR NURSING RESEARCH U9132 Y T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree in 

science, social science, business, or health-related (including nursing) field and four (4) years related experience to include management experience. Manuscript publications, grant writing and grant awards experience preferred. PhD 

preferred.Job DutiesManages research studies, staff, nursing students, fellows, onboarding, projects, staffing and schedules. Participates in the selection process of clinical research unit staff, provides training to research, financial and 

administrative staff, evaluates staff, and maintain quality performance and results. Participates in training measures. Establishes and maintains an effective system of controls which provides reasonable assurance that operations are effective 

and efficient, assets are safeguarded and financial information reliable. Manages and ensures IRB submissions, study protocols, revisions, modifications, closures, and any outstanding IRB requests related to research studies and grant 

applications including tracking, reporting, and input into policies involving research. Ensures data collection, collation and coordination of data including statistical analysis of research studies including reporting protocol and adverse event 

deviations to the IRB and regulatory bodies.Ensures compliance with applicable laws, regulations, policies and procedures, particularly as it relates to the institutional review board. Provides education and mentoring related to research and 

evidence-based practices. Designs and presents individual classes/courses or CNE educational events for health-care providers related to research or EBP based on needs of entities and systemCollaborates with internal & external nurse 

scientists to design and standardize strategies for EBP and research. Mentors individual nurses who are pursuing scholarly activities and projects aimed at improving outcomes related to UT Southwestern. Other DutiesExecutes activities to 

stimulate and promote a culture of inquiry and scholarship in the quest for excellence. Facilitates research translation/integration into clinical practice by communicating and interpreting research findings and engaging appropriate councils and 

leadership.Engages bedside nurses, leadership, and other disciplines in ensuring that practice is based on current research and evidence.Supports the chair and/or chairs of entity Nursing Research EBP Councils. Facilitates Nursing Research 

working with the planning committee for Research Day and other research related events. Disseminates research findings to the scientific community through journals and professional conferences including independent scholarly research and 

writing, revising and tracking manuscript submissions. Facilitates other nurse authors' efforts to disseminate evidence based practice and research findings through manuscript, poster, and podium presentations. Serves on various University 

Hospital and other applicable committees, task forces or work groups, as appropriate. Participates in campus-wide research collaboration meetings and activities.**Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR OCCUPATIONAL HEALTH NURSE 6010 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of accredited 

school of nursing; licensure as Registered Nurse by Board of Nurse Examiners for State of Texas; current Basic Life Support (BLS) certification, course accredited by American Heart Association (AHA)or American Red Cross (ARC); and, five (5) 

years working experience as a registered nursing, including two (2) years in management, arerequired. Job DutiesProvides direct patient care and/or functions as "charge" position as needed. Seeks out opportunities to teach and mentor other 

nursing personnel on formal and/or informal basis. Evaluates and supervises provision of patient care by other personnel assigned to unit.Adheres and facilitates adherence by other personnel to all policies and procedures, code of ethics, 

JCAHO standards, and nationally recognized standards of nursing practice. Reviews nursing assignments and revises as necessary to meet specific needs of patients and/or to ensure adherence to policies and procedures. Implements 

disciplinary interventions, including termination, as appropriate and in compliance with policy.Participates in identification and resolution of physician, patient and/or family complaints. Reports complaints and interventions to Guest Services 

and/or Department of Nursing in timely manner for adequate follow-up prior to patient's discharge.Reviews schedule and staffing plan with other Department of Nursing personnel to ensure adequate coverage of patient care needs on daily 

shift or shift-by-shift basis. Utilizes staffing guidelines and/or patient acuity system and employs most cost effective option in providing appropriate patient care.Utilizes resources in manner which is appropriate and which optimizes resources 

for benefit of organization and patient population. Identifies efficiency or cost saving ideas and reports same to DON and/or CNO.Interviews and makes final decision regarding hiring of all nursing personnel for unit. Implements disciplinary 

interventions, including termination, as appropriate and in compliance with policy. Participates in development, implemetation, and evaluation of performance improvement activities. Completes performance reviews and orientation 

evaluations of nursing personnel. Implements termination of nursing personnel with approval from Chief Nursing Officer and/or Human Resources Manager.Provides immediate counseling of nursing personnel, up to and including suspension, 

as appropriate. Follows-up with accurate and timely written reports to Nursing and/or Human Resources Director. Generates and/or supervises generated occurence reports as appropriate. Provides appropriate and timely follow-up and 

submits to DON.Conducts staff meetings and coordinates special projects, which may include educational activities, research projects, recruitment, and interdisciplinary and hospital committees. Collaborates with nursing staff and Nurse 

Educator to meet educational needs of current nursing personnel. Promotes personal and professional growth of all nursing personnel by allowing opportunities for active participation in unit-based activities and appropriate patient care. 

Seeks out opportunities to teach.Develops unit's annual capital and operational budgets with assistance from nursing administration personnel. Completes payroll editing at end of payroll cycle and maintains attendance records.Provides and 

supports efforts to develop teamwork between all nursing personnel, employees and staff.Facilitates timely return of specialty equipment. Participates in routine and special care conferences. Demonstrates ability to function in "charge" 

role.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, 

modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. Performs other duties as assigned. **Other 

Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR OF GUEST & PATIENT SERVICES 1964 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

coordinate and supervise services provided by Guest Services employees for patients, their families and guests while at UT Southwestern University Hospital and Clinics.Experience and EducationAssociate's degree and seven (7) years customer 

service supervisory experience strongly preferred.Applicants without the stated preferred degree, but with significant additional customer service experience may be considered.Job DutiesWorks with Assistant Director to facilitate successful 

operations and training of the Guest Services department.Directly supervises applicable department supervisors to ensure business and departmental training needs are met.Manages and supervises staff to achieve institution determined 

customer service standards to all internal and external customers. Inspiring commitment and team building to motivate staff on the service goals of the UT Southwestern hospitals and clinics. Works directly with Hospital Administration and 

Ambulatory Administration to ensure patient, guest and business needs are met on a daily basis.Interacts with all staff by monitoring and offering assistance and praise in relationship to customer service. Cultivates an environment for the 

elimination of repeat guest concerns. Counsels and coaches as needed to maintain service levels.Conducts performance evaluations, administers formal disciplinary actions, makes and implements changes to departmental policies and 

procedures.Identifies and resolves problems in a timely manner, displays willingness to make decisions, exhibits sound and accurate judgment, uses discretion to make decisions.Interprets patients and/or families perceptions and needs in 

order to assist them and maximize patient satisfaction.Responsible to maintain adequate staffing levels, disseminate weekly departmental schedules and training schedules.Coordinates the recruitment of department staff, ensuring adherence 

to new hire training standards, oversees a training program and the training of new staff. Ensures the Training Supervisor has all staff trained in safety and security procedures, crowd management techniques and disability accommodation 

services.Communicates changes effectively, prepares and supports those affected by change, monitors transition and evaluates results and applies feedback to improve performance.Meets financial objectives by estimating staffing 

requirements. Reviews and approves orders of supplies as necessary to meet business needs of the department.Maintains patient confidentiality in accordance with University and department policy.Assists in the development of long and 

short term goals for the department.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong leadership skills to manage staff.Work requires good communication, organizational, reading and writing skills.Work 

requires a genuine interest in people and customer service. Work requires familiarity with Microsoft applications.Work requires ability to use electronic devices (i.e. tablets).Work requires ability to work with confidential information on daily 

basis.Work requires to be punctual and reliable with attendance. Work requires ability to communicate effectively and successfully manage multiple tasksWork requires adaptability/flexibility to react positively to changes in work 

environment.Work requires the ability to plan and organize work in logical and efficient manner.Working ConditionsMust be willing and comfortable working week days and occasional holidays & weekends. Must be willing and comfortable 

walking extensively, climbing stairs & pushing patients in wheelchairs. Must be willing and comfortable transferring patients to/from vehicles to wheelchairs.Must be willing and comfortable working outside in all weather conditions, 

answering phones, responding to requests & providing campus information, interacting with emotionally ill patients and family members.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of 

Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR OFFICE CLINICAL RESEARCH PERSONNEL 4424 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Education:  4 year 

Bachelor's degree or equivalent experience.  Graduate or professional experience as clinical research coordinator or RN with at least 5 years of supervisory experience.Experience:  At least 10 years of active clinical research experience. Job 

Duties  1.  Provides leadership across multiple levels of personnel including research coordinators and nurses.2.  Accountable for daily activities of pool of clinical research personnel including study entry in Velos, patient recruitment, consent, 

and ongoing support, timely and accurate data entry including SAE, audits, etc.3.  Assess and adjust numbers and competencies of clinical research personnel in shared service model.4.  Develop short and long term strategies for enhancing the 

educational experience and career advancement of clinical research personnel to recruit and retain high quality clinical research personnel.5.  Identify operational and financial threats to the success of the Office of Clinical Research personnel.6.  

Interface with clinical research offices at Children's Medical Center, PHHS, and UTSW facilities to identify gaps in clinical research personnel performance.7.  Work with Internal Audits, Office of Compliance, and IRB to identify institutional 

compliance risks related to clinical research.8.  Represent the UTSW Office of Clinical Research Personnel at regional and national meetings.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

MGR OFFICE HEALTH SYSTEM STRATEGY & BUSINESS DEVELOPMENT 9740 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under limited supervision to 

coordinate and manage daily operations within the Office of Health System Strategy and Business Development at UT Southwestern.Experience and EducationBachelor's degree in related field, or equivalent combination of education and 

experience, and ten (10) years of administrative or project management experience in an academic setting required. Applicants without the stated preferred degree, but with significant additional related experience may be considered.Job 

DutiesOversees and manages the daily operations of the Office of Health System Strategy and Business Development. Provides critical leadership during both urgent and non-urgent situations in the absence of the Vice President to maintain 

departmental continuity.Leads and oversees special projects initiated by the Vice President, conducting in-depth research to identify strategic priorities and promptly addressing incoming issues and sensitive, confidential matters. This 

includes, but not limited to, collecting, organizing, and analyzing budget-related data to assess project feasibility and reporting on project progress.Maintains a comprehensive organizational perspective to effectively manage internal and 

external relationships within the office. Collaborates with other departments to handle financial, budgetary, and personnel matters, serving as the department's representative when the Vice President is unavailable.Provides regular updates on 

fiscal and personnel matters, as well as departmental status and activities, to the Vice President to support informed decision-making.Supervises departmental staff and provides guidance to team members in various Health System Strategy 

and Business Development units. Serves as a leader within the Strategy and Business Development department to resolve inter-departmental issues.Serves as the primary liaison for business activities within the department. Demonstrates 

commitment to improving service and product quality for internal and external customers. Designs systems and processes which enhance efficiency and effectiveness of internal controls and ensure the integrity of the department. Participates 

in the development of both long and short-term strategic business plans for the department. Implements such plans in a manner to achieve stated financial and operational results for the department creating analytical reports for 

management review.Assists the Vice President in financial planning, including the preparation and monitoring of annual budgets, to ensure responsible financial management aligned with departmental objectives.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWorks requires ability to multi-task and interact with all UT Southwestern departments and all levels of administration and students.Work requires good organizational skills with attention to detail.Work 

requires computer skills (Microsoft Office/Access, PeopleSoft, etc.)Work requires effective communication skills.Work requires excellent interpersonal skills.Work requires problem solving skills.Work requires leadership and supervisory 

skills.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MGR OFFICE OF BUSINESS AFFAIRS 9035 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field, or equivalent combination of education and experience, and ten (10) years of administrative or project management experience in an academic setting required. Job Duties  Works under limited supervision to coordinate and 

manage daily operations within the Office of Business Affairs at UT Southwestern.1.Plans, directs, and manages daily operations for the Office of Business Affairs, providing management during both urgent and non-urgent circumstances in the 

absence of the Executive Vice President to prevent or minimize disruptions that may affect the department.2.Oversees and manages special projects as needed and requested by the Executive Vice President, researching priorities and 

responding to incoming issues and concerns addressed to the Executive Vice President, including those of a sensitive or confidential nature. Collects, organizes, and analyzes data related to project goals, and reports on project status as 

needed.3.Maintains broad organizational perspective to effectively manage internal and external relationships of the office, coordinating and interacting with other staff services departments concerning financial, budgetary, and personnel 

matters, and in general, representing department in the absence of the Executive Vice President.4.Reports fiscal and personnel matters, status, and activities to the Executive Vice President.5.Directly manages staff within the department, and 

provides direction to other staff within various Business Affairs departments, serving as leader within Business Affairs for problem resolution with departments.6.Develops and maintains an efficient, effective and positive collaborative working 

relationship between staff, visitors, and executives.7.Assists Executive Vice President in financial planning, preparing, and monitoring annual budgets.8.Serves as liaison between departments, staff members, and external constituencies, often 

on complex and confidential issues.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR OFFICE OF LEGAL AFFAIRS 9408 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Manager of the Office of Legal Affairs 

reports directly to the Vice President for Legal Affairs and is responsible for supervising all administrative support staff and paralegals and leading efforts to optimize the administrative functions of the office.Experience and EducationBachelor's 

degree in paralegal studies, political science, business administration, finance, communications, or related field and four (4) or more years' experience with progressive responsibilities in a legal setting. Preferred QualificationsParalegal 

certification from the Texas Board of Legal Specialization (TBS) (or other state equivalent), the National Federation of Paralegal Associations (NFPA), or the National Association of Legal Assistants (NALA) is strongly preferred.Job DutiesPlan, 

direct, and manage daily operations within the Office of the Vice President for Legal Affairs, to includeensuring adequate administrative staffing levels, establishing and refining procedures, enhancing workflows for maximum productivity, and 

prioritizing tasks. Assist in organizing staff recruitment efforts, including posting positions, conducting screening interviews, and liaising with Talent Acquisition Partners.Provide leadership and supervision of all administrative staff, including 

recruitment, onboarding, training, development, and retention.Prepare annual budget proposal for review by the Vice President for Legal Affairs and assume primary responsibility for maintaining multiple department financial accounts. 

Coordinate with Budget Office and attend monthly budget meetings on behalf of the Vice President. Financial management responsibilities to include reviewing and approving expenditures, encumbrances, reconciling financial accounts and 

department credit cards, and ensuring good fiscal stewardship of limited resources and appropriate spending within budgeted amounts.Manage departmental assets which includes purchasing, assigning, tracking, and disposing of all office 

equipment, furniture, supplies, and services.Manage internal and external relationships related to financial matters, budgeting, hiring, outside counsel contracts payments, and personnel matters. Provide administrative and paralegal support 

to attorneys to include preparing claims and lawsuits for settlement or trial by gathering information from relevant departments, preparing responses to subpoenas and written questions for depositions, maintaining litigation and other files in 

accordance with records retention requirements, and performing other investigative and information gathering tasks assigned by attorneys. Engage on a variety of issues with internal and external stakeholders, including faculty, staff, trainees, 

attorneys, patients, tort claimants, and UT System representatives as appropriate. Represent the Office of Legal Affairs with the highest degree of professionalism and commitment to customer service. Efficiently manage busy calendars for the 

Vice President of Legal Affairs and multiple attorneys by scheduling appointments and coordinating meetings, conferences, depositions, and court hearings involving multiple attorneys, faculty, and staff at all levels, including senior leadership 

across various roles.Act as a trusted representative of the Office of Legal Affairs, advocating our interests on behalf of the Vice President.Other duties as assigned.Knowledge, Skills & AbilitiesPolicy Proficiency: Proficiency in issue spotting and 

interpreting and applying organizational policies, procedures, and systems is essential for success in this role. Versatile Skill Set: Strong interpersonal abilities to foster collaboration, superb organizational skills to manage complex tasks and 

projects efficiently, effective supervisory capabilities to lead individuals and guide teams, and analytical skills to solve multifaceted challenges.Clear Communication: Convey ideas and information clearly with a high degree of accuracy and 

professionalism, in written and verbal form.Interpersonal Interaction: Expect to regularly engage with a diverse array of individuals and organizations across all levels both internally and outside the university to include partners, clients, 

patients, claimants, attorneys, and other stakeholders.Office Of Legal Affairs Core ValuesThe following behaviors are expected of every member of the Office of Legal Affairs.Partnership: Our fundamental purpose as an in-house legal 

department is to be a trusted partner that helps advance the mission. We partner with one another and leverage the knowledge and experience within our team. We partner with intuitional decision-makers and leaders to help them achieve 

goals in a compliant way. We facilitate and support. We are collaborative and solutions-oriented. Professionalism: We conduct ourselves with responsibility, integrity, and accountability. We listen carefully and respect the views of others. We 

communicate effectively and appropriately. We are accessible and responsive. We approach challenges with an open mind and a productive attitude. We model these behaviors for others. Excellence: We constantly strive for quality and set 

high expectations for ourselves. We are self-aware and hard working. We recognize our mistakes and we ask for help when we need it. We value our contributions and the contributions of others towards our shared success as a department 

and an institution. Everything we do meets the highest ethical standardsWorking ConditionsWork is performed mostly in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of 

Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

MGR OFFICE OF STUDENT AFFAIRS 9013 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and ten (10) years related experience working in a busy environment.     Job Duties  Manages all aspects of administrative and business functions of Office of Associate Deans for Student Affairs dealing with medical students, 

graduates, potential applicants, and campus departments. Supervises administrative clerical staff - establishing goals/objectives, managing workflow of maximum efficiency, evaluating work process, preparing annual performance evaluations, 

and determining work priorities. Interprets all UTSW administrative policies in order to ensure compliance with applicable HR rules & regulations. Represents department as necessary in dean's absence.Interprets all UTSW financial 

policies/procedures in order to ensure compliance with university rules and applicable laws and regulations.  Responsible for establishing internal financial controls to ensure financial information is reliable and accurate. Oversees all 

departmental financial operations including budget planning and preparation, approving expenditures and preparing financial reports as needed.  Reconciles accounts on monthly basis, prepares expenditures analysis to determine and present 

cost saving measures to deans.Organizes, directs, and monitors Dean's Workstation for Electronic Residency Application Service (ERAS).  Responsible for compiling, scanning, and transmitting MSPEs, letters of recommendation, transcripts, and 

photos for students and graduates.  Ensures accuracy of information provided prior to transmission through ERAS.  Requires substantial contact with students and faculty and attention to detail.  Functions as information resource for students, 

graduates, and faculty for ERAS related questions and issues.Organizes & directs senior residency match procedures for medical students & graduates. Facilitates registration & distribution of materials & assignment and scheduling of student 

interviews. Supervises creation, review, & editing of Medical Student Performance Evaluations (MSPEs). Notifies students of procedures & deadlines. Functions as point of contact & information resource for students applying to residency 

including dissemination of pertinent information and answering/resolving application-related issues.Functions as point of contact and information resource for faculty including specialty advising, residency application processes/questions, and 

SOAP process for unmatched applicants. Matches/assigns faculty advisors and students to help facilitate a successful Match for each applicant.  Responsible for compilation & distribution of pertinent materials to faculty for use in advising 

students in the Match and SOAP process including AAMC Careers in Medicine information, prior & current Match data & statistics, & individualized student data/information as needed.Designee for the UT System Professional Medical Liability 

Plan - process off-campus elective requests from students for additional liability coverage.  Responsible for submitting requests to UT System, processing payments, generating coverage certificates, maintaining records, paying invoices, and 

issuing refunds.    Compiles and maintains data for preparation of reports such as National Residency Matching Program, Residency Placement Database, UT Southwestern Commencement Program, LCME Graduation Certification , LBB 

Performance Measures, AAMC Graduation Questionnaire, Activity Confirmation reports, etc.  which require significant contact with other departments and outside organizations.   Alpha Omega Alpha Gamma Chapter Administrator providing 

support to chapter councilor, associate deans, and student officers. Functions as liaison with National AOA Office regarding membership elections.  Responsibilities include:  scheduling meetings, providing data for selection process, student 

notification, updating membership database, processing chapter dues, and coordinating annual budget.  Maintains financial records including monthly account reconciliations and preparation of budget reports for AOA Executive 

Committee.Prepares, edits, and ensures accuracy of information for medical school commencement program including residency information and student awards and scholarships.  Works closely with Registrar's Office, Southwest Medical 

Foundation and individual departments to ensure all pertinent information is included and accurate. Provides pertinent graduate/residency information to campus departments and Center Times as requested.  Supports 2 deans including 

managing schedules/appointments and meeting weekly/bi-weekly to review upcoming events and status of office operations/functions.  Coordinates travel arrangements for deans for conferences and numerous recruitment trips to 

undergraduate schools in Texas.    Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR ONCOLOGY QUALITY & OUTCOMES U2831 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education5 (Five) years tumor 

registry management or related experience required. Completion of technical / vocational school certification program - Certified Tumor Registrar; Bachelor's degree preferred. Certified Tumor Registrar required.Job Duties1. Demonstrate 

continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.2. Meets or exceeds financial goals and objectives of the department.3. Initiates and 

oversees the development of a comprehensive oncology data analytics reporting program including the analysis and trending of data for accrediting bodies. - Prepares oncology analytics and program performance presentations for Cancer 

Committee Physician Liaison and Cancer Center Chief Quality Officer (ACoS-CoC- RQRS; QOPI). - Prepares reports and analysis of clinical outcomes data in order to identify opportunities for clinical process improvement initiatives. - Liaison & 

Assists Cancer Research Data Warehouse team to efficiently meet researchers and administrative oncology data requests. - Assists principal investigators in obtaining access to the National Cancer Data Base Participant user File (NCB PUF) 

ensuring HIPAA compliance rules are in place4. Coordinates integration of the oncology data systems interface between the Tumor Registry and Cancer Research Data Warehouse. Assists research endeavors by providing data analytics and 

support. Educates university and affiliate institutions on Cancer Research Data Warehouse opportunities to increase user self-queries.5. Serves as consultant to intra-departmental key players to implement changes to improve processes 

identified from benchmark reports. Effectively leads and mentors a team of managers and analysts to help achieve the quality and research goals of the organization. Completes oncology data requests for principal investigators and serves as a 

liaison to local affiliated institutions (CMC, PHHS, Moncrief Cancer Institute) and out of state institutions.6. Manages operations for regulatory compliance for the American College of Surgeons-Commission on Cancer, Texas Department of 

State Cancer Registry, National Accreditation Program for Breast Centers and American Society of Clinical Oncology-Quality Oncology Practice Initiative; including the Physician Quality Reporting System. - Coordinates Cancer Committee 

meetings - Coordinates Executive Breast Committee meetings - Proactively identifies and educates leadership and staff regarding accreditation needs, quality requirements and revised guidelines. - Works collaboratively with medical staff 

leadership, clinical department leaders and committee chairs promoting effective communication, facilitating information sharing and collaborative problem solving.7. Duties performed may include one or more of the following core functions: 

a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. WORKING CONDITIONSThis job is remote only and individuals who reside in 

the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR OPS - CYCLOTRON 4321 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Chemistry, Biochemistry or related field. Five years experience in manufacturing & or quality control of PET radiopharmaceuticals. Authorized user listed in Radioactive Materials (RAM) License as per Nuclear Regulatory Commission (NCR) 

Preferred.  Job Duties  Leads the cyclotron team under the guidance of the Program Director and the Technical Committee for the day to day operations of the Facility; Exerts administrative controls over the Facility's radiochemistry operations 

and research coordination in compliance with cGMP guidelines and other regulatory mandates.    Functions as liaison with the Program's Major User Groups, the site constructors, the equipment manufacturers/vendors, and other on campus 

departments including Physical Plant, Radiation Safety Office, Accounting, Human Resources, and Telecommunications. This responsibility is mainly for the coordination activities of the Facility's setup and thereafter operations.   Works with 

the Facility's administrator and other staff (to be recruited) to ensure the cyclotron and radiochemistry operations in the compliance of all state and federal regulations; Maintains the up-to-date status of all relevant sub/licenses and 

regulatory credentials; Participates in relevant regulatory paperwork fillings.   Coordinates clinical and research isotope production schedules and supervise the production quality assurance program; ensures budget and other compliances and 

makes recommendations for necessary procedure changes.     Provides technical support or training to lab staff or other potential users & participates in relevant clinical & preclinical research projects.      Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR OPS & PERF ANL - ACADEMIC AFFAIRS 9402 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Manager of Clinical Sciences - 

Academic Affairs will dually report to the Vice President and Chief Operations Officer - Academic Affairs (primary) and to the Assistant Vice President, Academic & Business Operations - Academic Affairs and will be responsible for overseeing 

critical projects within the School of Medicine, School of Health Professions, Graduate School of Biomedical Sciences, and assisting Department Administrators across campus. This role requires strong analytical skills, the ability to manage 

multiple projects, and regular communication with departmental and institutional leaders. The Manager will support improvement objectives from Academic Affairs and ensure the execution of goals through development, implementation, 

data, and performance measurement.Experience and EducationMaster's degree in Business or Health Administration and three (3) years of progressively responsible experience in complex organizations. May consider additional years of 

experience in lieu of education.Job DutiesClinical Effort Management:Collaborate with Provost Operations to deliver and develop evaluations and reports on expected clinical effort versus actual template or scheduled clinical time.Work with 

the Associate Dean, Clinical Sciences, and Health System leaders to approve and validate expected clinical effort for faculty members.Coordinate with the Health System to report expected versus actual clinical effort time by faculty in line with 

the clinical strategic plan.Manage financial expectations between departments and the Health System based on the clinical strategic plan.Serve as a steering committee member for the rollout and operational implementation of a clinical 

scheduling system (e.g., QGenda), including its adoption by clinical departments and integration with on-call systems.2. Financial Analysis and Reporting:Ensure the delivery of operational financial impacts by analyzing actual versus budget 

MSRDP (Medical Service Plan Distribution) revenue and expense variances by department in partnership with Medical Group Finance team.Coordinate with Provost Finance and Medical Group Finance to provide reports on revenue and 

expense variances.Assess the appropriateness of research-related expenses on MSRDP in adherence to the MSRDP Research Guidelines.3. Incentive Plan Development and Monitoring:Collaborate with the Associate Dean for Clinical Sciences to 

evaluate and recommend group goals for department incentive plans, including quality, safety, and patient outcomes.Partner with Health System leaders to identify appropriate metrics for monitoring enhancements in quality, safety, and 

patient outcomes.Facilitate the review and approval of departmental incentive plans.Conduct ongoing reviews of departmental incentive plan performance.Oversee the development and implementation of Chair and department administrator 

incentive plans in collaboration with Academic, Health System, and Business Affairs leadership.4. Administrative Support and Agreements:Provide administrative review and oversight of the Academic Affiliation Agreement.Support the 

required quarterly reporting metrics between UTSW and THR (Texas Health Resources).5. Strategic and Operational Projects:Provide primary support for strategic and operational projects for the Associate Dean for Clinical Sciences.6. Performs 

other duties as assigned.Knowledge, Skills & AbilitiesWorks requires ability to multi-task and interact with all UT Southwestern departments and all levels of administration and students.Work requires good organizational skills with attention 

to detail.Work requires computer skills (Microsoft Office/Access, PeopleSoft, etc.)Work requires effective communication skills.Work requires excellent interpersonal skills.Work requires problem solving skills.Work requires leadership and 

supervisory skills.Working ConditionsWork is performed primarily in general office environment. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or 

his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. 

To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR OUTPATIENT SURGERY NURSING A6007 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleOP Manager, Nursing - A6007SalarySalary Negotiable 

Experience and EducationFive (5) years experience as registered nurse, and two (2) years of management experience required. Specialty areas may have increased experience requirements as dictated by unit or standard of care. Graduate of 

NLN approved Nursing program, BSN required. Must be able to read, write and communicate in English.Current Texas (or BNE Compact State) license; BCLS required. A current Basic Life Support (BLS) certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC).Job DutiesDevelop and implement an effective action plan to improve performance in the department.Meets or exceeds financial goals and objectives of the department.Provides 

direct patient care and/or functions as "charge" position as needed. Seeks out opportunities to teach and mentor other nursing personnel on formal and/or informal basis. Evaluates and supervises provision of patient care by other personnel 

assigned to unit.Adheres and facilitates adherence by other personnel to all policies and procedures, code of ethics, JCAHO standards, and nationally recognized standards of nursing practice. Reviews nursing assignments and revises as 

necessary to meet specific needs of patients and/or to ensure adherence to policies and procedures. Implements disciplinary interventions, including termination, as appropriate and in compliance with policy.Participates in identification and 

resolution of physician, patient and/or family complaints. Reports complaints and interventions to Guest Services and/or Department of Nursing in timely manner for adequate follow-up prior to patient's discharge.Reviews schedule and 

staffing plan with other Department of Nursing personnel to ensure adequate coverage of patient care needs on daily shift or shift-by-shift basis. Utilizes staffing guidelines and/or patient acuity system and employs most cost effective option 

in providing appropriate patient care.Utilizes resources in manner which is appropriate and which optimizes resources for benefit of organization and patient population. Identifies efficiency or cost saving ideas and reports same to OP Director 

and/or AVP and CNO.Interviews and makes final decision regarding hiring of all nursing personnel for unit. Implements disciplinary interventions, including termination, as appropriate and in compliance with policy. Participates in 

development, implementation, and evaluation of performance improvement activities. Completes performance reviews and orientation evaluations of nursing personnel. Implements termination of nursing personnel with approval from OP 

Director and/or AVP and Human Resources Manager.Provides immediate counseling of nursing personnel, up to and including suspension, as appropriate. Follows-up with accurate and timely written reports to OP Director, AVP and/or Human 

Resources Director. Generates and/or supervises generated occurrence reports as appropriate. Provides appropriate and timely follow-up and submits to OP Director.Conducts staff meetings and coordinates special projects, which may include 

educational activities, research projects, recruitment, and interdisciplinary and hospital committees. Collaborates with nursing staff and Nurse Educator to meet educational needs of current nursing personnel. Promotes personal and 

professional growth of all nursing personnel by allowing opportunities for active participation in unit-based activities and appropriate patient care. Seeks out opportunities to teach.Develops unit's annual capital and operational budgets with 

assistance from OP Director and AVP. Completes payroll editing at end of payroll cycle and maintains attendance records.Provides and supports efforts to develop teamwork between all nursing personnel, employees and staff.Facilitates timely 

return of specialty equipment. Participates in routine and special care conferences. Demonstrates ability to function in "charge" role.Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MGR OUTPATIENT THERAPY SERVICES U5302 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelors degree in 

Business Managementor accreditedrelevant program and three (3) years of related clinical experience required, with two (2) years of management experience preferred. **Basic Life Support (BLS)is required, course accredited by the American 

Heart Association (AHA) or American Red Cross (ARC).** Essential FunctionsJob DutiesSupervises and evaluates provision of patient care by personnel assigned to unit. Serves as role model to staff and provides direct patient care and/or 

functions in "charge" position when needed. Makes patient rounds each day.Adheres and facilitates adherence by personnel to policies and procedures, code of conduct, JCAHO standards, and nationally recognized standards of nursing 

practice.Takes responsibility for unit. Reviews schedule and staffing plan to ensure adequate coverage of patient care needs. Utilizes staffing guidelines and/or patient acuity system and employs most cost effective option in providing proper 

patient care. Works colla- boratively with Central Staffing Office and House Supervisor. Manages staff to meet established productivity targets.Interviews and makes final hiring decisions. Provides coaching and counseling up to and including 

suspension. Terminates for cause. Achieves and maintains low vacancy and turnover rates. Ensures completion of annual performance reviews and orientation evaluations.Develops annual capital and operational budgets. Utilizes resources 

and maintains operations within budget. Identifies efficiency or cost saving ideas and reports same to Director of Patient Care Services. Completes payroll editing at end of payroll cycle, and maintains attendance records.Generates or 

supervises generation of event reports. Provides follow-up and submits to Director of Patient Care Services. Monitors for trends and intervenes when necessary. Participates in identification and resolution of physician, patient, and/or family 

complaints. Follows Patient Complaint Management Process and notifies Director of Patient Care Services and Risk Management.Communicates with other health care providers, patients, families, other hospital personnel, and visitors. 

Provides and supports efforts to develop teamwork.Implements and supports environment of evidenced based nursing. Presents research and supports staff to same. Participates in development, implementation, and evaluation of 

performance improvement activities. Monitors compliance and completes required reports in timely manner.Collaborates with nursing staff and Nurse Educator to meet educational needs of staff. Promotes personal and professional growth 

of nursing personnel. Seeks out opportunities to teach and mentor others on formal and/or informal basis. Conducts staff meetings and coordinates special projects. Participates in routine and special care conferences.Contributes to financial 

health of unit and hospital. Looks for cost saving opportunities. Manages supplies and equipment. Facilitates timely return of specialty equipment. Educates staff as to fiscal responsibilities.Serves as effective staff advocate.Performs other 

duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR PARKING FACILITIES 9022 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

graduate, or equivalent, with at least seven (7) years of related work experience is required. Job Duties  1.Support strategic parking requirements for campus. This includes coordinating needs and layout of new facility construction, and 

alternative parking options for existing facilities.2.Maintain efficient utilization of parking facility operations for patients, visitors and employees.  Maintain parking counts by facility and parking rights to optimize use; creating and updating 

Excel garage/lot layouts; developing and reviewing the patient parking utilization report; coordinating installation and deployment of parking revenue equipment; manufacturing and maintaining all general parking facility signage, and 

coordinating special event parking on campus.3.Manage all third party valet operations contacts.  Review and manage the valet operational reports and maintain and coordinate repair of valet parking facilities.4.Maintain parking equipment 

and supplies.  Coordinate the maintenance, replacement and upgrade of all parking access and revenue control systems.  Oversee management of Parking Enforcement vehicles.  Maintain inventory of all parking consumables.5.Oversee 

maintenance of parking facilities and support capital construction projects.  Oversee lifetime maintenance cycle of parking facilities.  Oversee maintenance of parking facilities and report/coordinate when necessary (as it relates to operations, 

i.e. cleaning, sweeping, striping, etc.)  Support new capital construction projects for parking facilities with CIP.7.Oversees the supervision of personnel, which includes work allocation, training, and problem resolution; evaluates performance 

and make recommendations for personnel actions; motivates employees to achieve peak productivity and performance.8.Represents the department at various business meetings; promotes existing and new programs and/or 

policies.9.Reviews and interprets financial and operations information, as appropriate; coordinates and develops periodic operating analyses, and prepares financial/business reports for Director; may participate in the preparation of contract 

proposals, and other reports provided by the department.10.Provides advice and assistance to senior management in the planning, implementation, and evaluation of modifications to existing operations, systems, and procedures.11.Helps 

develop annual operating budgets and provides fiscal direction to the department.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR PARKING SERVICES 8821 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUnder limited supervision, manages and 

coordinates operational functions of Parking Services for the UTSW campus. Participates in the development and implementation of departmental policies and procedures. Prepares operational analyses and reports and audits current 

procedures to monitor and improve efficiency of operations.Experience and EducationCompletion of two years of college or equivalent experience , Five (5) years experience in parking or customer service and three (3) years related supervisory 

experience. May consider additional education in lieu of experience. Incumbent must obtain a Certified Parking Professional certification within 18 months upon request of department leadership. Must have and maintain a valid Class "C" Texas 

Driver License with an acceptable driver's record to utilize a university vehicle.Job DutiesOversees the supervision of personnel, which includes work allocation, training and problem resolution; evaluated performance and make 

recommendation for personnel actions; motivates employees to achieve peak productivity and performance.Responsible for the traffic appeals process which includes ensuring appeals requests/decisions are recorded in department database, 

maintaining and distributing appeal decision letters and attending monthly appeal committee meetings. Develops, plans, organizes and implements programs and services that delivers desired outcomes and enhances customer service quality. 

Assists Operations Manager on various reports and projects such as parking space planning, self-park strategic operations, and system enhancements.Relieves Operations Manager of wide variety of internal duties and large volume of 

decisions which require thorough understanding of the functions, programs, and policies of Parking Services. Manage all third party contracts in place with Parking Services to include DART, T2 (Change to Public transportation systems and 

parking management software), and Genetec. Provide information and resources for customer inquiries, educate customers how to access and utilize online resources for future inquiries. Provides response to inbound inquiries from staff, 

employees, students, and guests (internal and external). Provides information with regards to parking policies to members of University and general public.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good oral 

and written skills.Work requires ability to prioritize workflow and perform flexible work tasks.Work requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to sit and/or 

stand for extended periods of time.Work requires ability to interpret policies related to parking.Working ConditionsWork is performed primarily in a general office environment.UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MGR PAT NAV 1099 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree from 

an accredited nursing program and six (6) years general nursing experience, current licensure as Registered Nurse by Board of Nurse Examiners for State of Texas, and a current Basic Life Support (BLS) certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC), are required.Job Duties1. Supervises and supports patient navigation and patient centered quality improvement projects. Coordinates, performs and ensures activities are 

completed, develops strategies for continued growth and promotes efficiencies. Identifies resources, completes project documentation and ensures deliverables are met. Completes all required reporting accurately and in a timely manner.2. 

Supervises and manages day to day activities for patient navigators, identifies best practices for patient navigation and staff challenges. Addresses challenges and promotes possible solutions.3. Works in conjunction with individual 

departments and health system leadership to build awareness of patient navigator services, develops policies and procedures for the patient navigator team.4. Oversees and evaluates the performance of patient navigators, supervises and 

facilitates development of the patient navigators. Responsible for hiring, performance evaluations, and disciplinary actions. Ensures the new employees are oriented and trained appropriately.5. Designs and develops a formalized evidence 

based patient navigation program that includes but is not limited to addressing health disparities, psychosocial aspects of disease process and care coordination. Develops course materials, tutorials, and competency testing.6. Works as a team 

member and promotes teamwork with the patient navigation stakeholders (care coordinators, social workers and faculty).7. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for 

patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.



MGR PAT NAV U1099 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree from 

an accredited nursing program and six (6) years general nursing experience, current licensure as Registered Nurse by Board of Nurse Examiners for State of Texas, and a current Basic Life Support (BLS) certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC), are required.Job Duties1. Supervises and supports patient navigation and patient centered quality improvement projects. Coordinates, performs and ensures activities are 

completed, develops strategies for continued growth and promotes efficiencies. Identifies resources, completes project documentation and ensures deliverables are met. Completes all required reporting accurately and in a timely manner.2. 

Supervises and manages day to day activities for patient navigators, identifies best practices for patient navigation and staff challenges. Addresses challenges and promotes possible solutions.3. Works in conjunction with individual 

departments and health system leadership to build awareness of patient navigator services, develops policies and procedures for the patient navigator team.4. Oversees and evaluates the performance of patient navigators, supervises and 

facilitates development of the patient navigators. Responsible for hiring, performance evaluations, and disciplinary actions. Ensures the new employees are oriented and trained appropriately.5. Designs and develops a formalized evidence 

based patient navigation program that includes but is not limited to addressing health disparities, psychosocial aspects of disease process and care coordination. Develops course materials, tutorials, and competency testing.6. Works as a team 

member and promotes teamwork with the patient navigation stakeholders (care coordinators, social workers and faculty).7. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for 

patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR PATIENT EXPERIENCE 1880 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

appropriate field and three (3) years' experience in health care environment working in a large multi-specialty system. Must achieve a designation ofCertified Patient ExperienceProfessional (CPXP) within one year of beginning position.Job 

DutiesPromote positive relations between patients, families, physicians, and staff by facilitating programs and processes to encourage a patient-centric culture across all UTSW Ambulatory Operations.Assist practice management in reviewing 

and using qualitative and quantitative data received from the patient experience surveys, to develop and oversee action plans related to the patient experience. Develop new training resources and programs for staff and clinicians to improve 

communication to patients and the overall patient experience.Manages and supervises staff to achieve institutionally determined standards to include: effectively communicating with staff, providing timely feedback, goal setting, mentoring 

and coaching staff to achieve performance improvement, and monitoring workflows and adherence to policies and procedures.Develop innovative ways to enhance the patient experience at UTSW, such as productive utilization of wait 

timesMonitor performance, analyze, and report on patient experience data; Identify opportunities for improvement and facilitate the development of improvement strategies.Establish mechanisms to monitor patient wait times and impart 

training to staff on scripting for how to handle wait time (15 minutes, 30 minutes etc.), including service recovery applications. Manage recognition program to reward high performing clinics.Lead by example, role-modeling expected customer 

service behaviors and practices.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) 

Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties 

as assigned.Knowledge, Skills & AbilitiesExcellent written and verbal communication skillsProven ability in problem solving, time management and prioritization skillsSelf-motivated with an excellent work ethicKnowledge of Press Ganey, 

CGCAHPS, and other healthcare experience measurement systemsMicrosoft Office (Excel, PowerPoint, Word, Visio)Working ConditionsWork is performed primarily in an office environment. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MGR PATIENT LIAISON SERVICES OFFICE 2000 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide advanced administrative support, guidance, and direction to the Patient Liaison Services ("PLS") Office.Experience and EducationBachelor's degree in Business, Healthcare Administration, or a related field, and six (6) years progressively 

responsible related experience, to include at least three (3) years in a supervisory capacity, required. Master's degree in a related field preferred. Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of Vice President for Human Resources or his/her designee.Job DutiesProvides oversight and planning in the Patient Liaison Services ("PLS") Office, which facilitates patient access to health care specialists; coordinates visits involving 

multiple physicians or clinics; assists in creating a seamless experience for patients with complex medical issues.Works with stakeholders and executive management in various departments to design and deliver data addressing department-

specific questions and requirements. Documents obstacles and issues requiring executive clarification and direction to clearly align operations within the PLS Office with other areas of clinical operations. Investigates patient concerns and takes 

appropriate actions in accordance with the direction of PLS Office executive leadership. Identifies and acts on opportunities to optimize service satisfaction of patients, their families and related physicians/staff. Interacts directly with patients 

or their representativesPromotes teamwork, coordinates, oversees, and evaluates the work of employees as necessary to ensure the PLS Office goals and objectives for excellent patient care are achieved. Addresses employee issues, concerns, 

and grievances, and conducts annual performance evaluations.Obtains quantifiable PLS data on a daily basis regarding details of interactions with patients who request our services. Obtains and disseminates similar data on a monthly basis, 

including phone activity, E-mails/Epic messages, number of patients served and appointments scheduled.Ensures compliance with applicable laws, regulations, policies and procedures, HIPPA compliance, device recovery, complaints and risk 

management.Monitors fiscal and administrative tasks to ensure efficient and effective daily operations. Prepares annual budget for the PLS Office, and manages monthly reconciliations and budget balance status throughout the year.Analyzes, 

prepares and enters budgetary information into Hyperion. Reviews and reconciles monthly expenditures for any variances taking corrective action as required, and regularly reviews and updates procedures. Financial Approver for Willed Body, 

Transplant Services, and Clinical Affairs AdministrationOversees inventory and records retention. Oversees purchasing expenses, and assists in gathering data for various annual or periodic university reports.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires the ability to ensure adherence to all policies and procedures of the organization.Work requires the ability to monitor and maintain a budget for personnel and operations of the office 

staffing, timekeeping, hiring, onboarding, performance appraisals, office asset inventory and acquisitions.Work requires proven supervisory, customer service, and written and verbal communication skills.Work requires ability to organize, 

coordinate and supervise work of employees as necessary to ensure that desired results are achieved with consistency.Work requires professional telephone and personal contact with all levels of internal and external individuals and 

organizations.Working ConditionsWork is performed primarily in general office environment. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR PATIENT REFERRALS 1962 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryDirect operational activities to align with 

strategic management and network efficiency initiatives of UT Southwestern. Develop the operational strategy and necessary infrastructure to support the referral management operations and closed loop referral processes for UT 

Southwestern.Experience and EducationBachelor's degree in business, healthcare administration, or related field required. Four (4) years progressively responsible experience in the healthcare industry or contact center required. High School 

Diploma and eight (8) years of progressively responsible experience in the healthcare industry or contact center in lieu of bachelor's degree.Job DutiesProvide operational oversight, management, and continuous process improvement for the 

teams responsible for coordinating referrals and appointment requests from UT Southwestern providers to specialists, specialty facilities, etc. Ensure teams meet organizational standards for referral processing times, quality, and other key 

performance indicators.Develop the necessary operational and staffing infrastructure to provide closed-loop referral management for UT Southwestern providers. Process must include open, transparent, and compliant communication with 

providers, patients, clinic leadership, etc.Continually develop processes to achieve greater efficiency and automation; reduce administrative overhead; and develop greater value to providers and patients.Ensure that process design, data 

collection, and measure reporting are in accordance with compliance protocols. Drive opportunities towards increased data capture, enhancement of program goals, and monitor quality of program activities.Administrative activities: approve 

expenses, recruit and manage employees optimizing staffing levels through coaching and professional development.Knowledge, Skills & AbilitiesWork requires exemplary communication skills with physicians, team, and leadership.Work 

requires ability to manage and lead diverse, professional teams and maintain relationships with all levels of customers.Work requires the ability to analyze data and prepare written and visual reports to leadership.Work requires demonstrated 

clear and effective communications both written and verbal.Work requires the ability to adapt readily to change and engage others in process improvements.Work requires project management skills, such as prioritizing projects with little 

supervision.Work requires computer literacy with extensive software proficiency covering a wide variety of applications (SalesForce, EMR, Flowcast, web-based data programs).Working ConditionsWork is performed primarily in office area.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT&iquest;Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of&iquest;race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MGR PATIENT SERVICES RECOVERY 1960 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1C Managerial CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor degree in 

Business Management, Health Care Administration, or related field, & five (5) years responsible administrative and/or customer services working experience required.   Preferred working experience is in a large, multi-specialty practice with 

both in and out-patient services.     Job Duties  Reviews Patient Service Recovery (PSR) files entered from hospitals, out-patient clinics, billing offices and ensures content accuracy.  Notifies managers' to add follow-up and/or to address specific 

details in order for The Office of Clinical Operations to resolve pending issues.    Meets and/or speaks directly with patients regarding their concerns.  Addresses any issues that can be resolved on the spot, and explains the institution's process 

for investigating concerns so patient will understand process.  Follows-up with patient, as necessary, while concerns are under review.    Provides training to management, throughout UT Southwesterm Medical Center (UTSW), on the 

Institution's PSR process and provides day-to-day guidance concerning the use of the software used to report, investigate, resolve, track and trend complaints.     Works directly with clinic managers to address patient problems that require 

immediate attention.       Evaluates situations and recommends solutions to both address the current issue and to help prevent reoccurrences of similar issues going forward.      Serves with director to develop, facilitate and implement new 

training modules to enhance the PSR process as these are identified.      Drafts letters in response to patient concerns for director's review.       Evaluates Press Ganey patient satisfaction surveys, focusing on negative reports, to ensure serious 

concerns are addressed. Determines when a concern warrants contacting a patient.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MGR PAYER PLAN U5492 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThis position operates with limited 

oversight and guidance to educate and support revenue cycle teams in providing clarity to the complexities of our payer plan mix. MINIMUM QUALIFICATIONS EDUCATION/EXPERIENCEBachelor's degree with three (3) years' applicable work 

experience. Applicants without the stated degree, but with significant additional related experience may be considered. Two (2) years' supervisory experience required. Successful completion of UT Southwestern supervisory training course 

within twelve (12) months of employment.Required Certifications/Membership - within 1 year of promotion/hire.CHAA - NAHAMNAHAM - Associate MembershipESSENTIAL FUNCTIONS Develops, oversees, and manages the database for payer 

network status and LOA requirements for UTSW hospitals and clinics.Manages the team responsible for gathering, reviewing and trending denials dataOrganize meetings to confirm accuracy of denials data and help recommend process 

improvements Works closely with the team responsible for negotiating Letters of Agreement Provides real time education and updates to revenue cycle and clinics supported by revenue cycle related to changes in payer network status and 

LOA requirements Participates in committees, project groups, and task force teams including supervisor forums and plan code committee meetingsResponsible for sharing feedback to the MCO team related to conflicting or unclear 

information on the MCO guidelines. Manages the Insurance Accepted information page on the UTSW website ensuring timely updates to reflect changes in accepted plans.Educate and support the revenue cycle staff through MCO help desk 

inquiries related to questions on payer network status, LOA requirements, and correct plan code assignment. Acts with urgency to resolve questions or issues presented by revenue cycle staff or leadership. Escalates issues as needed Serves as 

a liaison between revenue cycle, the clinics supported by revenue cycle, and the contracting teamAssists in navigating payer challenges Review and submit request to update EPIC alerts related to network status, and referral requirements on 

RTE responsesReview payer notifications and communicate pertinent operational details impacting areas in revenue cycle. Assists in developing or revising policies and procedures as neededAids in creating and updating orientation 

materialsManage and communicate requests for new payer plans in EPIC. Demonstrates ongoing competency skills, above level problem solving skills and decision-making abilities. Takes accountability; integrates financial understanding into 

solutions; demonstrates technical proficiency. Articulates views clearly and directlyPerforms other duties and assigned KNOWLEDGE, SKILLS, & ABILITIESFUNCTIONAL EXPERIENCESFunctional - Customer Service/Customer service/1-3 

YearsFunctional - Clinical / Medical/Precertification/Predetermination/Authorizations/Verification/2-4 YearsTECHNOLOGY EXPERIENCESTechnical - Desktop Tools/Microsoft Outlook/4-6 Years/End User, Technical - Desktop Tools/Microsoft 

Word/4-6 Years/End User,Technical - Office Equipment/Fax/Copier/4-6 Years/End UserREQUIRED SKILLSMedicare/Medicaid/Government/Commercial Insurance Verification/AuthorizationBenefits Management/Interacting with Medical 

Professionals/ADVANCEDEffective and Efficient Problem SolvingAbility to read and write effectivelyAbility to interact with departmental management and communicate effectively in all patients and department interactionsWORKING 

CONDITIONSWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This 

position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender 

expression,¿age, disability, genetic information, citizenship status, or veteran status.

MGR PERFORMANCE IMPROVEMENT 9406 N 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Nursing or in a Healthcare field, and (5) five years' experience in quality improvement/performance improvement as a primary role to include at least (2) two years in quality improvement/performance improvement with a healthcare focus is 

required.Job DutiesDevelop the strategy to optimize contractual performance incentives at the department and global level incorporating elements of clinical best practices.Serves as the primary resource for problem identification, triage and 

resolution.Provides practical recommendations through research on business process improvements and clinical operation improvements to directors and clinical leadership. Interpret & explain data to service line leadership teams and 

academic departments, make recommendations & support strategies for improving clinical processes & patient outcomes, consulting with internal content experts.Designs, implements and monitors the documentation for various project 

phases including process control, process improvement and ongoing tracking.Will direct efforts at establishing and implementing metrics to enable the clinical leadership teams to optimize contractual at risk funding.Performs root-cause 

analysis and other problem solving activities to identify effective corrective actions and works with clinical leadership teams to implement process/performance improvements.Collaborates with colleagues and contract administrators at UTSW 

and affiliate institutions on data collection and analysis mechanisms to monitor performance. Reviews future performance measures and metrics and ensures that the necessary criteria and provisions are included in future project 

plans.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to ensure adherence to all policies and procedures of university.Work requires ability to effectively interpret and apply organizational policies, 

procedures, and systems.Work requires proven supervisory, customer service, written and verbal communication skills.Work requires proven ability to handle multiple complex assignments.Work requires knowledge of personal 

computers.Work requires ability to plan, organize, coordinate, and supervise work of employees as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of internal and external 

personnel and organizations.Work requires ability to work with confidential information as appropriate.Work may require ability to monitor and maintain a budget.Working ConditionsWork is performed primarily in general office 

environment. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR PFS REV CYCLE OPS U7063 Y T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  - B.S. or Five years 

or more hospital collection experience.

- Minimum of ten (10) years of hospital billing / operations to include federal, state, third party payors, research & transplant.  Must have min of three (3) years of progressive supervisory / management experience with extensive knowledge of 

Patient Financial systems & processes including the healthcare revenue cycle, coding & billing compliance. Proven record of identifying PI opportunities. Requires strong negotiating, analytical & organizational skills as well as the ability to be 

Job Duties  1.    Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets. 

 a) Manages daily operation of all Hospital Billing to ensure all charges are processed and billed in a timely manner to include Federal, State, and Third Party Payors. (Billing and Collections of all Federal/State Payors i.e. Medicare/Medicaid).  

Responsible for daily exporting of claims from billing system to claim editor. Daily reconciliation between systems.                                                                               

b) Manages research and client billing & collections. Maintaining appropriate fee schedules.   

c) Manages billing/collection of Solid Organ & BMT services to include acquisition, pre/post transplant. Manages Special Billing protocols to include package plans, self pay, intl. patient billing, purchased services, workers comp & occupational 

billing, & other clinical departments, etc. Maintains appropriate fee schedules.2.  Coordinates all workflow issues and accounts concerns with Supervisors, peers, and leadership.  Ability to properly delegate and prioritize work demands to meet 

or exceed financial goals and objectives of the department.  This includes monitoring quality and quantity of work, performing Quality Reviews (QA's).3.  Manages, trains, and structures staff to achieve the quality and quantity of work and 

service provided by team to ensure team meets production, billing and cash goals set for the department. Ensures system work lists and settings are providing the best work source for staff.  Conducts meetings and works with staff identifying 

payor reimbursement issues. Assist in performing analysis to determine root causes (payor or hospital), for payment variance issues and resolution.4. Analyzes, recommends, & implements policies & procedures as needed to maximize 

reimbursement for services rendered in compliance with established government & third party guidelines. Close collaboration with hospital department managers to ensure timely charge submittal. Close collaboration with HIM/Coding Audit 

& Denial teams.5. Acquires and maintains thorough knowledge of Federal & State Legislative & Administrative action affecting reimbursement; disseminates acquired knowledge to leadership.  "Risk Reporting" monthly as outlined by Office of 

Compliance  .6. Audits posting of payments for purchased services, client & research billing.  Coordinates all workflow issues & account concerns with PFS leadership.  **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR PHARM MGD CARE AND CONTRACTS U5620 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThe Pharmacy Manager of Managed 

Care and Pharmacy Contracts is responsible for developing relationships and expanded thir party payer prescriptions programs, as well as gain access to payers for all outpatient pharmacies within the UTSW Pharmacy Serviceline. Additional 

responsibilities include communication and contract negotiation, medication access, pricing fees and the delivery of the Pharmacy Value Proposition. Collaborates with the Assistant Vice President of Pharmacy and Director of Pharmacy 

Business and Finance to help set business strategies on clinical integration of pharmacy services for population health, pharmacy sales growth, gross profit analysis and contracting payers for specialty, home infusion and other ambulatory 

pharmacy services.Experience and EducationRequired: Bachelor's degree in Business Administration or related field and six (6) years of directly related experience with three (3) years in managed care/payer contracting.Preferred: Master's 

degree in Business or Healthcare Administration and eight (8) years directly related experience with four (4) years in managed care/payer contracting. Job DutiesDemonstrate continuous performance improvement in targeted areas of 

responsibility in alignment with the overall annual UTSWMC performance improvement targets.   Meets or exceeds financial goals and objectives of the Pharmacy Serviceline.Extensive knowledge of retail, specialty and pharmaceutical-related 

products and services, including ambulatory pharmacy services, specialty pharmacy, Pharma relationships and other pharmacy related population health opportunities.Oversees financial, operational and delivery aspects of pharmacy payer 

contracts including performing quarterly business reviews with contracted plans by monitoring contract consistency and compliance. Develop, recommend annual third party payer negotiation parameters and execute negotiations consistent 

with budget.Serves as the operations resource and participate in strategic discussions surrounding potential clients, payer strategies and contracting strategies while complying with legal and regulatory requirements.In conjunction with overall 

UTSW health system strategic plan, facilitates ambulatory pharmacy new business growth/development including payer negotiation, implementation of new contracts, monitoring of financial indicators and modification of business strategy to 

sustain profitability of separate business lines.Interface with accounting departments to identify and give direction in managing reimbursement/collections issues for pharmacy enterprise. Provide strategy in the development of reporting 

capabilities that can identify opportunities to increase collection rates.Leads development of billing structure and reimbursement policies for ambulatory pharmacy services.Collaborates with AVP of Pharmacy, Director of Pharmacy Business 

and Finance and Director of Ambulatory Pharmacy to develop and execute the national/regional/local business plans and assists with writing a business plan by including the health plan targets for the upcoming quarter and year. Develop 

pharmacy services for population health to increase value based services and reimbursement for MTM clinics.Develops and manages the analytics tools and reports needed to fully understand the business factors of the Pharmacy Serviceline. 

Oversee Pharma trade relationships to contract, negotiate and get access for all medications, including specialty, inpatient and retail pharmacy products.Utilize pharmacy operations expertise on third party plans to analyze opportunities and 

develop pharmacy programs to improve therapeutic outcomes, reduce overall pharmacy cost and enhance quality program initiatives.Supports and partners with the Chief Financial Officer on hospital and health system goals and other 

administrative and financial issues.Leads Change - Takes initiative; shows adaptability, flexibility; thinks and plans strategically; articulates clear vision and goals; champions innovation. Drives for Results - Manages business operations 

effectively; effective follow-though and follow-up; takes accountability; solves problems and implements solutions; integrates financial understanding into solutions; demonstrates technical proficiency. Building Teams - Clarifies roles and 

responsibilities; includes all organization personnel into decision making process; develops win-win solutions; collaborates with colleagues and peers; builds coalitions and partnerships; manages conflict constructively. Focuses on Customer - 

Acts with urgency to address service issues; assesses and anticipates customer needs; demands highest level of service from self and staff; recovers quickly from service breakdowns and improves processes; ensures staff technical training and 

proficiency. Communicates - Encourages candid exchange of ideas; articulates views clearly and directly; expresses facts clearly in writing; listens attentively to others; communicates a compelling vision to staff; communicates quickly issues 

affecting staff. Displays friendliness, compassion, sensitivity, kindness and appropriate manners in interactions with patients, physicians and other ancillary healthcare staff Displays open-mindedness and objectivity in relations with patients, 

physicians, and other ancillary healthcare staff Promotes a spirit of unity which enables the group to work together to achieve a common goalTakes initiative to perform job and/or assist co-workers, supporting the work of others in 

accomplishing the missionDisplays adaptability by adjusting to meet the needs Receives suggestions in a positive manner for improvement and necessary changes in scheduling, procedures and assignments Exhibits behaviors, which 

demonstrate competence, reliability, self-control, honesty, and appropriate overall appearance while rendering serviceEnsures qualified clinicians are accountable to the organizationPerforms other duties as assigned.Working ConditionsWork 

is performed primarily in pharmacy and office environments.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

MGR PRE-ARRIVAL PATIENT FINANCIAL SERVICES 5363 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SUMMARYWorks under minimal supervision to 

manage a team that is responsible for pre-registration, benefit verification, prior authorization, and frontend revenue cycle operations to ensure proper billing, along with financial planning and counseling to patients receiving services in 

numerous clinical departments and within the hospital. MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's degree with three (3) years' related experience (clinic and/or business operations, health care management, or revenue 

cycle management. Applicants without the stated degree, but with significant additional related experience may be considered. Two (2) years' supervisory experience required. Successful completion of UT Southwestern supervisory training 

course within twelve (12) months of employment. Required Certification / Membership - withing 1 year of promotion/hire CHAA/CHAM - NAHAM NAHAM - Full membership ESSENTIAL FUNCTIONSManage a team responsible for registration 

quality, insurance verification, and financial clearance of inpatinet and outpatient services across multiple clinics, specialties, departments and within the hospital. Demonstrate continuous performance improvement in targeted areas of 

responsibility in alignment with the overall revenue cycle performance improvement targets. Develop, analyze, and interpret key performance indicators for team performance and report regularly to executive leadership and leadership 

committees.Monitors payor reimbursement policies to prevent future claim denials andor internal denial routing for correct and prompt resolution Responsible for improving health system financial health by reducing claim denials and 

ensuring patient balance and bad debt remediation.Works in a collaborative manner with peers and other departments to implement changes impacting various processes of Patient Financial Clearance.Responsible for generating, distributing, 

and maintaining relevant reports for stakeholders. Responsible for developing a robust and ongoing training curriculum to ensure successful patient interactions and workflow processes.Responsible for developing and monitoring detailed 

audit report on staff quality, productivity, and staffing metrics.Provides management, direction, development, and guidance to staff in roles of insurance verification, patient pre-registration, and financial counseling. Promotes professional 

growth, development and accountability in staff and fosters environment of shared decision-making. Handles patient and internal complaints in a timely and professional manner. Demonstrates good judgment in escalating complaints to 

Patient Assistance Office or leadership as appropriate.Assists in the development, interpretation, and implementation of new policies and procedures.Develops and maintains a current digital repository of all applicable standard operating 

procedures and job expectations for staff.Reports routinely to executive leadership, executive committees, and other health system groups about team performance, challenges, and opportunities.Assures complince with local, state, and 

federal rules regulations. Perform other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to work with confidential information on daily basis.Work requires working knowledge of insuance, insurance biling, and various 

types of health insurance plans Develops People - Values diversity; coaches people; develops future talent; delegates; effectively deals with employee problems.Leads Change - Takes initiative; shows adaptability, flexibility; thinks and plans 

strategically; articulates clear vision and goals; champions innovation.Drives for Results - Manages business operations effectively; effective follow-though and follow-up; takes accountability; solves problems and implements solutions; 

integrates financial understanding into solutions; demonstrates technical proficiency.Building Teams - Clarifies roles and responsibilities; includes all organization personnel into decision-making process; develops win-win solutions; 

collaborates with colleagues and peers; builds coalitions and partnerships; manages conflict constructively.Focuses on Customer - Acts with urgency to address service issues; assesses and anticipates customer needs; demands highest level of 

service from self and staff; recovers quickly from service breakdowns and improves processes; ensures staff technical training and proficiency.Communicates - Encourages candid exchange of ideas; articulates views clearly and directly; 

expresses facts clearly in writing; listens attentively to others; communicates a compelling vision to staff; communicates quickly issues affecting staff.WORKING CONDITIONSWork is performed in a general office setting and/or remotely. 

Employees working remotely will need to complete and submit the UTSW Telecommuting agreement.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources 

Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, 

sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



MGR PROGRAM - BIOINFORMATICS 4436 N 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryManages, coordinates, and directs 

activities, programs and special initiatives for the Lyda Hill Department of Bioinformatics and the Cecil H. and Ida Green Comprehensive Center for Molecular, Computational, and Systems Biology.Experience and EducationRequired:BA/BS in 

Business Administration, Healthcare Administration, Public Policy or related field and five (5) years relevant work experience. Experience managing aspects of large (e.g., 100+ attendees) academic events or workshops is 

required.Preferred:Master's degree in Business Administration, Healthcare Administration, Public Policy or related field and one (1) year relevant work experience preferred.Job DutiesDirects and coordinates activities to develop new and 

maintain existing Department activities, programs and special initiatives (including but not limited to hackathons, codeathons, educational offerings, internship programs, core resource outreach and education programs, and research training 

workshops).Works closely with Department leadership to define program scope, goals and deliverables that support business goals; develop full-scale program plans and associated communications documents; and communicate effectively 

program expectations to team members and stakeholders in a timely and clear fashion.Manage the program promotion and event recruitment and serve as the central point of contact for applicants, attendees, program/event staff, and 

vendors and other external stakeholders.Edit documents, provide comprehensive review for grant proposals, and provide ongoing management of awarded grants related to Department activities, programs and special initiatives.Projects and 

monitors budget for each activity, program or special initiative. Works closely with Department financial analysts to monitor associated billing, sourcing, and expenditures.Design and maintain a system for data collection and create process to 

ensure that metrics are collected to track and evaluate achievement of program goals.Maintain collaborative relationships between different departments, universities and community partners.Set and continually manage program 

expectations with team members and other stakeholders; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the program team. Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires excellent project management skills.Work requires good written and verbal communications skills.Work requires ability to perform well under pressure and consistently meet deadlines. Work requires availability to be 

available outside normal working hours, on occasion. Working ConditionsWork is performed primarily in office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR PROGRAM OPS 5380 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide leadership to assigned ProjectsExperience and EducationREQUIREDBachelor's degree in business administration, health care administration, public health, nursing or related field and three (3) years of progressive related experience 

required. PREFERRED Hospital management experience. Prior experience with project and program management is preferred. Job DutiesIn collaboration with service line leadership, provide joint and engaged leadership to assigned 

projectsWork with clinical leaders to continuously monitor and improve clinical quality and patient/client satisfactionAssist the assigned service line with the development of compliance documents and certificationsAssist with program 

development, best-practice operational efficiencies, and project managementWork with the Information Resources team to support the development and deployment of information technology that effectively supports the project 

objectiveWork with the service line leaders to identify equipment needs and coordinate purchasingSubmit and track all required documents and business plans to support equipment purchasesEnsure the appropriate maintenance support or 

contracts are in place to ensure assigned equipment is functioning properlyWork with UTSW facilities to renovate, update or build new space to support critical projects.In collaboration with the service line, coordinates the design of the 

planned spaceWorks with both the service line and facilities to ensure the timely execution of approved projectsPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to monitor and maintain budget.Work 

requires ability to work with confidential information on a daily basis.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires excellent interpersonal, organizational, 

supervisory/managerial, and analytical skills.Work requires demonstrated ability to manage multiple projects and exercise decision-making and problem solving skills.Work requires ability to read, write, develop plans, procedures, and 

coordinate persons and other resources to accomplish goals.Work requires knowledge of personal computers.Work may require ability to lead committees as appropriate.Work may require telephone and personal contact with all levels of 

internal and external personnel and organizationsWorking ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the 

basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-

work-here/diversity-inclusion/.

MGR PROGRAM OPS U5380 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SUMMARYWorks under general supervision to 

provide leadership to assigned ProjectsMINIMUM QUALIFICATIONSREQUIREDBachelor's degree in business administration, health care administration, public health, nursing or related field and three (3) years of progressive related experience 

required. PREFERRED Hospital management experience. Prior experience with project and program management is preferred. ESSENTIAL FUNCTIONSJob Duties: In collaboration with service line leadership, provide joint and engaged leadership 

to assigned projectsWork with clinical leaders to continuously monitor and improve clinical quality and patient/client satisfactionAssist the assigned service line with the development of compliance documents and certificationsAssist with 

program development, best-practice operational efficiencies, and project managementWork with the Information Resources team to support the development and deployment of information technology that effectively supports the project 

objectiveWork with the service line leaders to identify equipment needs and coordinate purchasingSubmit and track all required documents and business plans to support equipment purchasesEnsure the appropriate maintenance support or 

contracts are in place to ensure assigned equipment is functioning properlyWork with UTSW facilities to renovate, update or build new space to support critical projects.In collaboration with the service line, coordinates the design of the 

planned spaceWorks with both the service line and facilities to ensure the timely execution of approved projectsPerforms other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to monitor and maintain budget.Work 

requires ability to work with confidential information on a daily basis.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires excellent interpersonal, organizational, 

supervisory/managerial, and analytical skills.Work requires demonstrated ability to manage multiple projects and exercise decision-making and problem solving skills.Work requires ability to read, write, develop plans, procedures, and 

coordinate persons and other resources to accomplish goals.Work requires knowledge of personal computers.Work may require ability to lead committees as appropriate.Work may require telephone and personal contact with all levels of 

internal and external personnel and organizationsWORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 

51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

MGR PROJECT CONTROLS 5032 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  REQUIRED:  

Associate's degree and six (6) years of architectural, engineering or construction administration experience with strong accounting skills and understanding for reconciling large scale project budgets including budget above $200M.  Experience 

working with a program management information system similar to eBuilder, prolog, etc., eBuilder system strongly preferred.PREFERRED:  Bachelors degree preferred.  Experience working in an architectural, engineering or construction 

environment.  Experience with developing and implementing new standards for schedule, cost development and reporting across a large capital program.  Experience in collaborating and teaming with Project Management professionals in the 

delivery of effective solutions with prescribed scope, schedule and budget. Job Duties  1.  Responsible for developing, implementing and managing the CIP/Renovations/Planning & Design Group Project Controls including overseeing 

department's programs related to schedule development and management, performance metrics development, analysis, submittal process, and reporting.2.  Manages the Capital program controls procedures to ensure the project meets 

cost/budget, schedule and document management requirements.3.  Day-to-day responsibilities include the continued oversight of the Project Management Information System (PMIS) that tracks CIP/Renovations/Planning & Design project 

cost and schedule performance, and the implementation and rollout of the new PMIS reporting solutions and dash board improvements that will be expanded to oversee and track project construction administration, contract procurement 

and related data, permit information, and other CIP/renovation data.4.  Assists in developing and implementing new standards and procedures for schedule management during all phases of a project including implementing contract 

specifications, construction management oversight responsibilities, and protocols for monthly schedule evaluations and submissions.5.  Works closely with CIP/Renovations/Planning & Design staff and the supporting departments 

(Purchasing, HUB, etc.), as well as external agencies, to improve capital project delivery systems, tools, and proccesses to better manage the projects.6.  Responsible for being the point person for receiving and responding to all requests for 

new projects assigned to the Renovations Group.7.  Handles claim management for all projects.8.  Monthly budget reconciliations tasks and reporting that requires strong accounting skills are a must.9.  Assists in project audit controls and 

oversight.10.  Assists in project closeout process, documentation, and procedures.11.  Monthly reporting to UT System for all major capital projects.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR PROJECT MANAGEMENT OFFICE HR 9490 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SUMMARYWorks under minimal direction, reporting to the Vice President for Human Resources/CHRO to both manage the Human Resources (HR) Project Management Office (PMO) and also lead projects as assigned by the Vice President or 

recommended by the Project Manager and approved by the Vice President based on their assessment of institutional priorities.ESSENTIAL FUNCTIONSManages staff who work within the HR PMO, to include but not limited to hiring, 

orientation, ongoing training, performance management and review, time management and work/project assignment.Develops and maintains project management formats, processes and tools used by all team members within the HR 

PMO.Assigns, schedules and tracks overall progress and success of all projects managed within the HR PMO. Works with the CHRO to determine ongoing priority of projects and resources allocated. In collaboration with Vice Presidents, senior 

management, HR leaders and stakeholders from various functions and departments, assists with defining the project scope, goals and deliverables that support UT Southwestern human resource function's priorities and objectives; leads and 

manages projects after developing full-scale project plans and associated communications documents; accountable for delivery of project goals; effectively communicates project expectations to team members and stakeholders in a timely and 

clear manner.Works closely with project task owners/stakeholders on an ongoing basis; estimates resources and participates as needed to achieve project goals. Assesses needs for additional staff and/or resources and communicates 

recommendations to senior management.Works with PMO team to assess change management needs within each project assigned and supports development of change management plan as a part of overall project plans. Works closely with 

HR Communications to support communication projects and also to ensure that HR Communications is included in each project for assessment of communication needs within the project.Sets and continually manages project expectations 

with team members and other stakeholders; delegates tasks and responsibilities to appropriate personnel; identifies and resolves issues and conflicts within a project team in collaboration with senior management; identifies and manages 

project dependencies and critical paths.Plans and schedules project timelines and milestones using appropriate tools; tracks project milestones and deliverables; develops and delivers progress reports, proposals, requirements documentation 

and presentations.Facilitates work with PMO team to conduct post-project-completion project reviews with project team and related stakeholder to assess opportunities and learning related to project structure, process and approach. Helps 

determine the frequencies and develops the content of status reports from the project team, analyze results and troubleshoots problem areas; proactively manages changes in project scope; identifies potential crises and devises contingency 

plans.Works with the functional project owner and Budget office to track project expenditures and reports this component of project tracking to the project owner with appropriate frequency throughout the life of a project. In partnership with 

senior management owners and stakeholders, defines project success criteria and disseminate them to involved parties throughout project life cycle.Builds, develops and grows any relationships vital to the success of the project.Conducts post 

project reviews and creates recommendations report in order to identify successful and unsuccessful project elements.Develops best practices and tools for project execution and management.Provides coaching and support as necessary to 

Human Resources teams, as well as other UT Southwestern departments. Performs other duties as assigned.MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's degree in Human Resources or related field and ten (10) years of 

human resource or related project management experience required with a minimum of two 2 years of supervisory experience. MBA preferred. PMP or similar project management certification preferred.KNOWLEDGE, SKILLS, & ABILITIESWork 

requires high-level of independent decision making and leadership of othersWork requires exercise of considerable judgment. Work requires ability to assign projects within the function based on skills sets and ability of the resources and 

individuals.Work requires demonstrated knowledge of project management methodologies, techniques, and tools/applications. Work requires excellent interpersonal skills (includes coaching and feedback), as demonstrated by the ability to 

work effectively with individuals and/or teams, across disciplines, are essential. Work requires excellent time management, organizational and project management skills. Work requires excellent communication skills, as demonstrated in oral, 

written and presentation formats are necessary.The following is the acronym, "PACT", and is fundamental to all non clinical positions at UT Southwestern Medical Center:P-Problem Solving: Employees take ownership in solving problems 

effectively, efficiently, and to the satisfaction of customers, or managers. They show initiative in addressing areas of concern before they become problems.A-Ability, Attitude and Accountability: Employees exhibit ability to perform their job 

and conduct themselves in a professional and positive manner reflecting a professional environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who are our 

Customers? Anyone who requests our help, needs our work product, or receives our services. Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely delivery 

and communication. Sharing ideas with others helps expand our contribution to department goals.T-Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work product and 

customer service, and in maintaining a satisfying, caring environment for each other.WORKING CONDITIONSWork is performed in a hybrid office model, with the reservation to move to primarily in office area at any point.Any qualifications to 

be considered as equivalents in lieu of stated minimum require prior approval of the Vice President and Chief Human Resources Officer or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas 

MGR PUBLIC AFFAIRS 8656 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

journalism, communications, public affairs or related field and seven years of professional experience with expanding portfolio. Job Duties  1.  Identify needs and develop plans for UT Southwestern participation at key conferences and events. 

Oversee execution of project plans.2.  Curate, write and edit content for a newsletter in partnership with an online news organization.3.  Provide quick-turn media training, advice and key messages for UT Southwestern personnel to prepare for 

interviews.4.  Interface with news media, as needed. Working knowledge of traditional and digital media platforms is required.5.  In conjunction with leadership, develop and launch a communication tool to present new ¿voices¿¿ that 

showcase employee diversity, scientific innovation and clinical excellence.6.  Collaborate with Communications, Marketing, Web Services and Design. Support Government Relations, Corporate and Community Affairs, and other departments as 

needed.7.  Monitor peer institutions and maintain productive relationship with UT System counterparts.8.  Identify key issues and stay abreast of trends within academic medical centers and the healthcare industry at the local, state and 

national levels.9.  Maintain relationships outside UT Southwestern that strengthen the institutional knowledge base, provide insight to leaders, and enhance access to unique collaborations.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR PURCHASING 4111 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education1. Bachelor's degree in 

Business Administration or related field and five (5) years related experience with three (3) years at a supervisory level; C.P.M., C.P.P.O., or CTCDcertification is preferred but must be obtained within 18 months in position.2. Preferred 

Qualifications: Preferred experience in procurement, compliance, and contract management. Experience successfully managing staff in a complex multifunction organization. Proven ability to delegate authority and meet deadlines. 

Demonstrated excellent interpersonal relations and customer service skills. Equivalent combination of relevant education and experience may be substituted as appropriate.Job Duties1. Manages, leads, and provides feedback to personnel in 

the Purchasing department. Empower staff members to accomplish assigned duties. Select candidates for hire; conduct timely performance evaluations; and manage counseling, training, and disciplinary action, as appropriate.2. Coordinates 

staff development and training, including the compilation of a variety of instructional materials for use within work group and among institutional customer departments.3. Provides technical and process based expertise. Performs 

buying/purchasing responsibilities, develops detailed bid and/or proposal specifications and related documents, conducts negotiations, and approves/executes purchase orders and related documents.4. Develops and maintains effective 

relationships with internal and external customers and serves as a principal liaison between customers and operations.5. Coordinates bidding and proposal processes.6. Assists with operational planning, as well as organizing, staffing, and 

supervising of assigned staff members.7. Assists customers in supply planning and utilization management, recommending and assisting in implementing systems as required to make the supply chain more efficient and effective.8. Assists in 

activities related to the Historically Underutilized Business (HUB) Program.9. Assists with developing and implementing internal policies and procedures to facilitate and expedite the acquisition of supplies, equipment, and services.10. Assists 

in the design, execution, and effectiveness of a system of internal controls with reasonable assurance that operations are effective and efficient, assets are safeguarded, financial information is reliable, and are in compliance with applicable 

laws, regulations, and policies.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR PURCHASING U4111 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates degree 

preferred and minumum of three to five (3-5) years experience in hospital system.  Knowledge in over procurement of supplies and equipment.  One (1) year managerial experience. Valid Texas Drivers License required; OR  High school diploma 

or equivalent with additional experience in lieu of degree will be considered.     Job Duties  Manages procurement of all supplies, equipment and services through centralized purchasing process.  Maintains purchasing reports and collects 

statistical data as required for regulatory and administrative purposes.     Acts as resource to all hospital personnel in matters relating to purchasing procedures, product detail, contracts and purchasing legal matters.      Determines, in 

consultation with Director of Materials Management sources of supply for all materials, equipment and services.       Solicits, receives and reviews Request for Proposals.        Assists Director of Materials Management in negotiation of purchase 

contracts.  Monitors GPO contracts for applicability to needs of hospital.      Interviews sales representative as needed.  Visits vendor facilities as needed to determine capacity and ability to meet quality requirements, specifications and 

delivery dates.      Reviews and resolves claims against vendors for failure to perform.        Assists Director of Materials Management in development of purchasing policies and procedures.       Reviews and approves non-routine Purchase 

Requisitions.        Prepares, as needed, cost and/or benefit analysis.        Ensures that all Buyers are adequately trained and oriented to department.  Recommends and assists, as needed, with all personnel functions including interviewing, 

discipline and termination.      Performs other related duties assigned or requested.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MGR PURCHASING OPERATIONS 4113 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryUnder minimal supervision, provides 

primary leadership and oversight of Purchasing Operations which includes match exception and backorder resolutions, purchase order confirmations, customer service and ServiceNow, and management of item master accuracy. Also ensures 

operations and staff meet the highest standards of quality, integrity and ethics while meeting all corporate compliance and government regulations and standards.Experience and EducationBachelor's degree in Business Administration or 

related field and five (5) years related experience with three (3) years at a supervisory level; C.P.M., C.P.P.O., or CTCD certification is preferred but must be obtained within 18 months in position. An equivalent combination of relevant 

education and/or experience may be substituted for minimum requirements.Preferred Qualifications: Preferred experience in procurement, compliance, and contract management. Experience successfully managing staff in a complex 

multifunction organization. Proven ability to delegate authority and meet deadlines. Demonstrated excellent interpersonal relations and customer service skills. Job DutiesManages a team that serves as primary liaison between Departments 

and Requestors for purchasing operations. Oversees service recovery and resolutions of match exceptions and real time backorders. Also oversees purchase order confirmations and assists with supervising master data management activities 

for item master accuracy.Manages and monitors incidents within enterprise ticket management system (ServiceNow) to ensure SLAs are achieved.Oversee the Recall protocol and reporting process.Develops procedural documents and 

SOP's/training tools that standardizes processes for Purchasing Operations.Oversees the supplier add process and coordinate with vendors to optimize service support for departmental systems and to optimize service for professional and 

departmental staff. Maintains awareness of vendor technology trends including how those directions will impact departmental systems and operations.Coordinates with systems on strategy for Punchout suppliers; assists with onboarding and 

implementing new Punchout and eCommerce EDI suppliers.Drafts, reviews, analyzes financial and statistical data consistent with department guidelines and goals, which applies to cost improvement information that supports supply chain and 

utilization management efforts.Interviews, hires, trains, supervises, conducts coaching and staff development, conducts performance evaluations, and attends to personnel issues with staff under his/her area of responsibility. Provides 

structure, direction, and accountability on projects and prioritizes staff workflow. Mentors and provides opportunities for staff development including cross training.Develops and maintains effective relationships with internal and external 

customers and serves as a principal liaison between customers and operations.Assist and/or coordinate bidding and proposal processes.Assists with operational planning, as well as organizing, staffing, and supervising of assigned staff 

members.Assist customers in supply planning and utilization management, recommending and assisting in implementing systems as required to make the supply chain more efficient and effective.Assists in activities related to the Historically 

Underutilized Business (HUB) Program.Assists with developing and implementing internal policies and procedures to facilitate and expedite the acquisition of supplies, equipment, and services.Assists in the design, execution, and effectiveness 

of a system of internal controls with reasonable assurance that operations are effective and efficient, assets are safeguarded, financial information is reliable, and are in compliance with applicable laws, regulations, and policies.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to manage and direct staff.Work requires ability to monitor and maintain budget.Work requires ability to ensure adherence to all policies and procedures of university.Work 

requires ability to work with confidential information on a daily basis.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires good interpersonal, organizational, supervisory, and 

analytical skills.Work requires demonstrated ability to manage multiple projects and exercise decision-making and problem solving skills.Work requires ability to read, write, develop plans, procedures, and coordinate persons and other 

resources to accomplish goals.Work requires ability to communicate clearly.Work requires knowledge of personal computers.Work may require ability to lead committees as appropriate.Work may require telephone and personal contact with 

all levels of internal and external personnel and organizations.Working ConditionsWork is performed primarily in a general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR QUAL & PERF MEASURES U1081 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate's degree 

required or Bachelor's degree preferred in Nursing or related field.  

5 years of experience with core measure reporting, data management, working with data vendors, quality and performance management.

May require Registered Nurse license in the state of Texas.

Personal computer knowledge and proficiency, EMR (EPIC experience desired), data analysis skills. Job Duties  Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital 

performance improvement targets.Meets or exceeds financial goals and objectives of the department.Assure that all core measure and other required data are submitted in an accurate and timely fashion.Provide expertise in working with data 

vendors and and management and reporting of performance metrics.Assist in developing educational materials for nursing staff training on the core measures.Assists in educational programs or inservices related to performance improvement 

as directed by the HQO or director.Through continuing education maintain sound understanding of regulatory requirements, and recent or pending rule changes related to core measures other performance metrics.      Perform other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR QUALITY IMPROVEMENT ANALYTICS 9314 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Registered Nurse 

(RN) and/or Bachelor's degree in business administration, statistics, public health, quantitative analysis or related discipline and eight (8) years related experience manipulating large relational databases, statistical programming and 

development of data displays. Master's of Business Administration, Master's of Public Health, or Master's of Health Administration preferred.    Three (3) years of experience with quality improvement, LEAN, Six Sigma and/or other 

improvement methodologies preferred with working knowledge of process improvement methods, statistical process control techniques and database applications.  Superior working knowledge of MS Office applications and familiarity with 

data warehouse preferred.     Job Duties  Leads and directs analytical support for performance improvement initiatives.       Provides support and expertise analysis of current clinical work systems.       Manages multiple projects determining 

project scope, assigning, monitoring and directing work responsibilities of other project team members, teaching/training team members, developing project plan strategies and implementing the work plan to achieve departmental goals.    

Participates on multi-disciplinary clinical quality improvement teams.       Participates in the training/mentoring of leadership in performance improvement methodology.       Works with project teams to develop and implement measures.        

Designs complex data analysis tools.        Analyzes and organizes data to facilitate targeted clinical interventions aimed at improving patient care and institutional strategic planning.      Conducts analysis to ascertain the most efficient, effective 

and productive processes to accomplish department goals and objectives.       Recommends methods to ensure maximum utilization of facilities and human resources.  Identifies systems specifications and/or technical changes to procedures 

for transition and/or development of automated processes.     Provides direct supervision to Quality Improvement Analysts. Ensures employees are fully trained, responsible for their own work, and performs many like duties of subordinates.      

Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR QUALITY IMPROVEMENT PROGRAM 8104 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors of Arts or 

Bachelors of Science degree and 5 years in healthcare experience required.     Job Duties  Manages requirements for the programs, including textbooks, speakers, lodging, travel, space, printing and catering. Develop and implement evaluation 

tools for CS&E Program in conjunction with CME and CNE Accreditation and Biostatistics. Work closely with Biostatistics to summarize the evaluations and track participant satisfaction with the Program.   Serve as internal consultant to 

leadership, management and staff to assist in understanding and utilization of the patient satisfaction report to measure quality improvement.      Serve as liaison between the Hospitals and the vendor regarding survey revisions, report 

process, survey distribution and any changes within the organization.      Identify patient satisfaction priorities using trended data. Develop and implement a monthly report to management on current trends. Monitor performance of the 

hospitals in alignment with the overall targets set by the hospitals' performance improvement programs.    Provides assistance to University Hospital leadership in understanding patient satisfaction data including synopsis of data and 

interpretation of reports.      Develops people, leads change, drives for results, builds teams, focuses on customers, and communicates.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR QUALITY OUTCOMES & PERFORMANCE IMPROVEMENT 9389 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree, 

and (7) seven years experience in quality improvement/performance improvement as a primary role, and (1) one year in quality improvement/performance improvement with a healthcare focus is required.

A Master's degree, and (6) six years experience in quality improvement/performance improvement as a primary role, and (1) one year in quality improvement/performance improvement with a healthcare focus is required.

A minimum of 2 years supervisory experience required. Management experience is preferred.

Six Sigma (green or black belt) or Project Management Professional or Lean certification or equivalent is required.

A Bachelor's or Master's degree in a Healthcare field and experience in healthcare delivery environment is strongly preferred. Job Duties  1.Manages continuous performance improvement initiatives in targeted areas of responsibility by 

supporting, advancing and executing the overall annual outpatient performance improvement strategic plan.2.Execute the comprehensive quality outcomes reporting program including the analysis and trending of data.3.Maintains the QI/PI 

standards and measures agreed upon by the executive and QI/PI leadership.4.Designs and implements effective processes and programs to improve the quality of care and ensure compliance with nationally recognized quality 

outcomes.5.Manages the outpatient quality registries efforts, and Rapid Cycle Improvement strategies associated with each registry.6.Manages performance metrics to review program progress and effectiveness, focusing on national 

programs such as Accountable Care Organization/PQRS, Meaningful Use, Bridges to Excellence, and Patient Centered Medical Home.7.Prepares reports and analysis of clinical outcomes data in order to identify opportunities for clinical process 

improvement initiatives.8.Proactively identifies and educates leadership and staff regarding quality requirements, and new guidelines.  Works closely with ambulatory and hospital staff leadership, clinical department leaders and committee 

chairs to promote effective communication, facilitating information sharing and collaborative problem solving.9.Effectively leads and mentors a team of Quality Outcome Coordinators, Specialists and senior Specialists to help achieve the 

quality goals of the organization.10.Hires, trains, and develops high performing staff to deliver high quality work and effective service to internal and external customers11.Manage and lead all project related activities between the Ambulatory 

Quality Outcomes and Performance Improvement office (AQOPI), Data Analytics, Information Resources, Clinical Operations and the customer. Communicate to AQOPI leadership any resource needs and identify and share any barriers to 

project implementation.12.Motivates and values staff around performance excellence, professional development, and participation in important center meetings and committees.13.Prepares written and oral presentations for a variety of 

internal and external audiences, and disseminate progress reports to AQOPI and Executive leadership.14.Collaborates with program directors and managers to assess performance monitoring and implement improvement plans, and to ensure 

accountability, feedback loops and monitoring systems.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR RADIATION ONCOLOGY CLINIC AND TECHNICAL 1908 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 1C Managerial CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Radiological Sciences, Healthcare Admin., and/ or equivalent combination of education and experience plus five (5) years of effective leadership experience in a healthcare environment (preferably radiation oncology)in a large and complex 

organization. Certification in Radiation Oncology Therapy required.  Job Duties  Provides patient treatment within guidelines and protocol of Clinic operations.       Organizes and directs administrative, business, and technical functions of clinic 

to include establishing, reviewing, and revising policies and procedures;supervises Clinic Staff Supervisor(s), clinic manager/chief therapist(s) and/or high-level technical personnel to ensure clinic operates in an efficient manner.   Coordinates 

staff schedules to ensure support of clinic operations; advises personnel with regard to technical aspects or procedures performed in clinic;creates updates, and maintains technical procedures in clinic.     Monitors work flow and ensures 

adherence to policies and procedures; recommends and implements changes as necessary to maintain efficient clinic.      Maintains current customer service, clinical and technical skills by attending and/or ensuring attendance of training 

programs and seminars to continue level of competency for all personnel.      Prepares or assists in preparing annual budget; monitors and provides input on clinic expenditures; ensures appropriate accounting practices and procedures are 

followed; and prepares and submits various budgetary reports.     Maintains current customer service, clinical, and technical skills by attending and/or ensuring attendance of training programs and seminars to continue level of competency for 

all personnel.      Prepares or assists in preparing annual budget; monitors and provides input on clinic expenditures; ensures appropriate accounting practices and procedures are followed; and prepares and submits various budgetary reports.     

Oversees technical activities of clinic; ensures quality control of services rendered.       Oversees billing activities of clinic and resolves discrepancies between patient, carrier, and physician; ensures correct billing codes are utilized.      Oversees 

establishment and maintenance of patient charts and records, determination of eligibility status and/or financial billing class, registration of patients, and check-in/check-out procedures. Maintains patient confidentiality in accordance with 

university and departmental policy.    Designs, executes, and maintains effective system of internal controls which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is 

reliable. Ensures compliance with applicable laws, regulations, policies, and procedures. Performs other duties as assigned.     **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MGR RECEIVING & DISTRIBUTION 6456 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision of 

Director of Materials Management to manage personnel, receiving and delivery functions for merchandise arriving at the institution. Experience and EducationBachelor's degree in related field and four (4) experience in Receiving and 

Distribution, preferably in a health care setting, and one (1) year experience in personal management. Working knowledge of PeopleSoft and SC Logic or like systems is preferred.Job DutiesPrimary focus of the job is to manage the receiving and 

delivery of merchandise that has been purchased by the University. Manages the activities and performance all of all personnel to ensure accurate receipt and timely delivery of all orders to customers.Performs mid-year and annual evaluations 

of all direct reporting staff.Conducts manpower workload analysis and make appropriate changes to improve efficiency and accuracy.Develops, implements, and monitors policies, procedures and changes for effective and efficient operations, 

internal controls, and institutional compliance.Communicates directly with campus departments to resolve receiving and delivery issues.Ensures all receipts and deliveries are captured in the ERP system and/or hand held devices. Assist in the 

creation and implementation of processes, which enhances the department's ability to provide better service to our customers.Facilitates regular and spontaneous meetings with immediate staff to resolve staffing, equipment, efficiency, and 

purchasing concerns. Disseminates necessary health and safety, institutional, and departmental information to all department employees through verbal or written communications, group meetings, and demonstrations.Stay abreast of current 

shipping & receiving regulations for hazardous materialsPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires good written and verbal communication skills and interpersonal skills.Work requires ability to prioritize 

responsibilities.Work requires analytical skills.Work requires ability to supervise, counsel, and discipline.Work requires ability to utilize computer with various software applications.Work requires math skills for computing productivity and 

evaluation of data.Working ConditionsWork is performed primarily in a warehouse environment with occasional work performance in cold warehouse with constant noise. Work requires ability to move 50 pounds by bending, reaching, 

carrying, and lifting. Data entry and typing skills are needed for reports and correspondence along with filing skills. Driving is needed for delivering priorities to campus, and vision is needed for inspection of docks or delivery locations. Running 

and walking is also performed as job is completed. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR REFRACTIVE PRACTICE 8166 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks independently with minimal 

guidance to coordinate the outpatient activities of the Laser Center for Vision Care.Experience and EducationHigh school or equivalent and six (6) years progressively responsible experience in an ophthalmology/refractive practice or Bachelor's 

and two (2) years of progressively responsible experience in an ophthalmology/refractive practice. Certifications in I-Design, WaveLight, Intralase, LAL and Visx strongly preferred. Job DutiesManages the Laser Center for Vision Care. Develops an 

efficient and effective collaborative relationship between staff and faculty members while fostering a positive working relationship. This includes the development/implementation of staffing models, streamlined workflows, and opportunities 

for ongoing professional development.Ability to perform and assess results multiple screening procedures to be able to determine the candidacy of individual patients for Refractive surgery. Maintains and ensures a high customer service, 

including effective communication with staff, physicians, and patients. Directs and organizes operational and clinic processes. Executes an effective system of internal controls to ensure efficient effective and efficient processes. Ensures 

adherence to policies and procedures. Recommends and/or implements changes, as necessary.Assures provider fulfillment of all obligations and responsibilities related to patient care efforts and assures complete compliance with all federal 

and state regulations and laws. Works with departmental leadership on programmatic development and associated key performance metrics. Mentors, coaches, and trains staff on refractive equipment and practices to achieve a high level of 

performance and safety standards. Similarly oversees individual surgeons' performance of Refractive surgery to ensure safe and effective outcomes. Reports areas of concern of competency of individual surgeons to the Chair of Ophthalmology 

for further action. Measures, reports, and optimizes patient flow to achieve quality measures and optimal patient satisfaction; Minimizes wait times and implements communication strategies to meet patient expectations.Evaluates and 

recommends investment in technology to increase efficiency and effectiveness.Develops training and continuing education activities based on individual practice needs. Conducts or arranges for regular skill development activities for practice 

staff. This may include assessment of clinical competencies and/or licensure/certification in coordination with JCHAPO, laser certifications and business and/or general operations such as scheduling, registration, insurance verification, 

collections, etc.Responsible for interviewing applicants, hiring, disciplinary actions, and termination of employees. Completes annual performance reviews, recommends merit increases, and completes performance appraisals for Maintains 

adequate supplies and medications. Recommends types of equipment and supplies to purchase and stock.Maintains patient satisfaction by marketing Laser Center services.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires ability to independently assess patients for candidacy for keratorefractive procedures.Work requires the ability to oversee and assist faculty and community surgeons before, during and after keratorefractive procedures.Work requires 

ability to effectively manage not only multiple surgeons, but a minimum of three support staff.Work requires ability to audit medical records.Work requires effective verbal and written communication skills, supervisory skills, and excellent 

customer service skills. Work requires ability to read, write, and complete assignments with minimal instructions.Work requires internal contact with patients, medical staff, and various university staff and external telephone and personal 

contact with patients, families, and visitors to clinic.Work requires recommendation, revision, and implementation of policies and procedures.Working ConditionsWork is performed primarily in ambulatory care areas.Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR REIMBURSEMENT 2025 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or GED, eleven (11) years experience in physician practice plan, healthcare, or medical insurance environment to include three (3) years supervisory experience, and previous exposure to hospital or physician billing are required.  Certified as 

Certified Professional Coder (CPC), Certified Coding Specialist (CCS), Advanced Records Technician (ART), or Registered Records Administrator (RRA) preferred.    Job Duties  Provides assistance and training to faculty and staff on coding, 

compliance and billing issues.       Acquires and maintains thorough knowledge of federal and state legislative and administrative action affecting physician reimbursement; disseminates acquired knowledge to faculty and staff.     Serves on Edit 

Administration Committee to approve and advise edit requests for University.       Maintains coding edits for division to ensure accuracy and compliance.       Directs and manages daily operation of departmental in-patient abstracting.       

Analyzes departmental monthly Medicaid denial reports; reviews for proper coding, unbundling, concurrent care, modifiers and compliance to ensure maximum reimbursement.      Performs other duties as assigned.        X        X        X          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR REIMBURSEMENT-HOSP U2025 T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

accounting, finance or related field required. Master's degree or CPA preferred. Experience in and knowledge of the health care field required. Direct experience in preparing Medicare cost reports is required. An equivalent combination of 

education and experience may be considered. Job Duties  1.Coordinate all aspects of Medicare and Medicaid cost reporting and related activities, including filings, audits appeals, and reopenings.  Prepare HCFA 855 and other certification forms 

as required.  Assign tasks, direct and review work of other staff to ensure that all requirements are completed on an accurate and timely basis.2.Review Medicare and Medicaid developments on an ongoing basis to remain current in the field, 

and to ensure that the Health System understands the impact of new regulations on its business and takes appropriate action.  This requires constant research and knowledge of services and operations and significant analytical and 

communication skills.3.Coordinate in the planning, directing, and managing external audits, resolves audit issues and responds to inquiries from external auditors, such as Medicare, Medicaid, State auditors.4.Responsible for preparation of 

Medicare and Medicaid monthly contractual and settlement account estimates.5.Perform financial analyses of existing or proposed reimbursement arrangements, including especially managed care contract proposals.  Use MediRegs, the 

Internet, and other sources to perform reimbursement research as required.  Develop analysis templates for use by accounting staff and managers throughout the Health System.  Provide training in the use of these templates and on financial 

analysis in general.6.Develop and continually improve processes to accomplish the above functions through effective use of information systems and coordination of efforts with other staff, including patient accounting, managed care analysts, 

registration, care management, and divisional and corporate finance.7.Serves on Edit Administration Committee to approve and advise edit requests for Health System.8.Assure the correct identification, system loading, and communication of 

reimbursement methodologies for all government payors into EPIC and all other support systems.  Must develop and maintain knowledge of system inputs and requirements.9.Building models based on changes in reimbursement 

methodologies to determine financial impact to the System. This requires independent research and command of where to obtain the correct information.10.Extracting large data sets to pull key information for use by other team members. 

Supporting business planning and decision support of senior leadership.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR REIMBURSEMENT-HOSP - PRN P2025 T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 N 1C Managerial INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

accounting, finance or related field required. Master's degree or CPA preferred. Experience in and knowledge of the health care field required. Direct experience in preparing Medicare cost reports is required. An equivalent combination of 

education and experience may be considered.Job Duties1. Coordinate all aspects of Medicare and Medicaid cost reporting and related activities, including filings, audits appeals, and reopenings. Prepare HCFA 855 and other certification forms 

as required. Assign tasks, direct and review work of other staff to ensure that all requirements are completed on an accurate and timely basis.2. Review Medicare and Medicaid developments on an ongoing basis to remain current in the field, 

and to ensure that the Health System understands the impact of new regulations on its business and takes appropriate action. This requires constant research and knowledge of services and operations and significant analytical and 

communication skills.3. Coordinate in the planning, directing, and managing external audits, resolves audit issues and responds to inquiries from external auditors, such as Medicare, Medicaid, State auditors.4. Responsible for preparation of 

Medicare and Medicaid monthly contractual and settlement account estimates.5. Perform financial analyses of existing or proposed reimbursement arrangements, including especially managed care contract proposals. Use MediRegs, the 

Internet, and other sources to perform reimbursement research as required. Develop analysis templates for use by accounting staff and managers throughout the Health System. Provide training in the use of these templates and on financial 

analysis in general.6. Develop and continually improve processes to accomplish the above functions through effective use of information systems and coordination of efforts with other staff, including patient accounting, managed care 

analysts, registration, care management, and divisional and corporate finance.7. Serves on Edit Administration Committee to approve and advise edit requests for Health System.8. Assure the correct identification, system loading, and 

communication of reimbursement methodologies for all government payors into EPIC and all other support systems. Must develop and maintain knowledge of system inputs and requirements.9. Building models based on changes in 

reimbursement methodologies to determine financial impact to the System. This requires independent research and command of where to obtain the correct information.10. Extracting large data sets to pull key information for use by other 

team members. Supporting business planning and decision support of senior leadership.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MGR REIMBURSEMENT-PROF SVCS U2026 T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

accounting, finance or related field required. Master's degree or CPA preferred. Experience and in depth knowledge in health care finance / billing required. Direct experience in a Multi-Specialty Physician Practice preferable. An equivalent 

combination of education and experience may be considered. Job Duties  1.Provides assistance and training to faculty and staff on coding, compliance, and billing issues.2.Acquires and maintains thorough knowledge of federal and state 

legislative and administrative action affecting physician and professional provider reimbursement; disseminates acquired knowledge to faculty and staff.3.Serves on Edit Administration Committee to approve and advise edit requests for 

university.4.Maintains coding edits for Health System Professional Billing to ensure accuracy and compliance.5.Directs and manages daily operation of departmental in-patient abstracting if completed within the Professional Billing 

Operations.6.Analyzes Health System monthly governmental denial reports; reviews for proper coding, unbundling, concurrent care, modifiers, and compliance to ensure maximum reimbursement.7.Coordinates dissemination of regulation 

and other contract changes with AVP of Health System Revenue Cycle and Director of Reimbursement for Health System.8.Facilitate the handling of all payer audits, such as CERT, RAC, OIG, MAC, Medicaid, etc.,   Maintain and distribute audit 

activity reports accordingly. Independently working with outside regulatory parties.9.Develops, implements, and evaluated policies and processes related to reimbursement methodologies.10.Assure the correct identification, system loading, 

and communication of reimbursement methodologies for all government payors into EPIC and all other support systems.  Must develop and maintain knowledge of system inputs and requirements.11.Models proposed and approved changes 

in reimbursement methodologies to determine financial impact.   This requires independent research and command of where to obtain the correct information.12.Extracting large data sets to pull key information for use by other team 

members.  Supporting business planning and decision support of senior leadership.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR REMOTE IMAGING OPS U5571 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryYou will serve as an expert clinical leader 

& role model of best practices for our remote imaging program. This will involve oversight of multiple remote scanning Hubs, where Technologists (MRI, CT, etc.) will be remotely scanning routine to complex procedures. Experience and 

EducationARRT (MR) or ARMRIT or ARRT (CT)Bachelor's degree in a related field. Five (5) years' experience as an MRI/CT Technologist Three (3) years' management experience Current Basic Life Support (BLS) certification, course accredited by 

the American Heart Association (AHA) or American Red Cross (ARC). Certified Radiology Administrator (CRA) preferred Job DutiesHelp establish clinical departmental goals and objectives for the program. Perform remote scanning & provide 

expert imaging consultation.Mentor and coach staff to ensure quality of care.Help develop systems/processes to improve operational efficiency and deliver service excellence. Manage the accountability and stewardship of human, financial and 

physical resources. Work to ensure excellent patient experiences and clinical outcomes.    7. Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to contribute to strategic and operational planning, coordination 

and goal setting in collaboration with hospital & ambulatory clinics. Work requires ability to recruit, manage, develop and motivate imaging employees - maximizing performance and employee satisfaction recognize artifacts/unusual or special 

problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to monitor, report and improve Imaging quality, performance and safety, 

and associated technical and service indicators pertaining to scanning patients remotely. Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build high 

functioning teams that work in tandem within interdepartmental modalities and service lines. Working ConditionsWork is performed primarily from one of our Imaging Hubs, or hospital clinic environmentAny qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MGR RESCH PRGM OPHTH 4366 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

science, finance or related field and eight (8) years related experience in research, research administration or non-profit administration to include management experience. Must be familiar with NIH research grant preparation and 

management. Requires advanced PC expertise including word processing, spreadsheet, presentation and database software. Prior experience related to research administration is strongly preferred. Masters degree preferred.Job Duties1. 

Oversees and manages submission of all Department research funding applications and award set-up: Works directly with PIs to identify funding sources, develops budgets, assists with application preparation and obtaining Chair and Vice 

Chair review and approval, manage all eGrant entries and approvals. Final department reviewer/approver of research applications to assure compliance with sponsor guidelines and professional presentation consistent with department 

expectations. Primary department contact for SPA and the Office of Development for all research grant and sub-contract submission and set-up. Primary administrative contact for grant and award Sponsors.2. Grant and award management: 

Assists PIs in preparation and/or review of all sponsor required progress and financial reports; oversees, reviews and/or approves award expenditures to assure compliance with sponsor guidelines; works with PIs to assure sound fiscal award 

management.3. Manages contract negotiations and budget development with sponsors and vendors.4. Department Clinical Trial Coverage Analyst: Oversees and QAs Department input and updates of Velos event calendars and coverage 

analysis grids; works with coverage analyst as needed.5. Manages sponsor and interdepartmental clinical study invoicing and close out. Works with Clinical Research Managers and Department Billing Manager to assure research patient billing 

compliance with Federal and UTSW policies.6. Works with Clinical Research Managers to develop and update systems for tracking projects from initiation through close out. Works with Clinical Research Manager to routinely review and update 

policies and procedures for assuring compliance of all human research activities with Federal, State, University and Department regulations and procedures.7. Works with Clinical Research Managers to assess feasibility and develop budgets for 

externally and internally funded Clinical Trials. Prepares and presents Executive summaries for Clinical Trial approval by Department Chair.8. Duties performed may include one or more of the following core functions: a) Directly interacting with 

or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MGR RESEARCH COMMUNICATIONS 8611 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

with major in English, Journalism, or related field or in Biology, Chemistry, other science or medical related subjects.  Eight years progressively responsible experience in public relations.   Job Duties  Manage the daily news and communications 

functions related to our internationally recognized biomedical research.       Supervise key research communications staff.        Active in shaping, editing and supervising content to ensure we properly promote our research, while also closely 

monitoring our news releases to ensure we avoid any appearance of conflict of interest or impropriety.     Responsible for all Friends newsletters - nutrition, mineral metabolism, Dallas Heart Study.       Supervise our internal measurement 

process (showing how we are performing against our peers).       Oversee our intern program.        Develops and implements comprehensive clinical public relations program for UT Southwestern to assist in achieving its communications goals 

and objectives.      Also writes articles, feature stories, news releases, or other informational materials on variety of subjects for use in internal and external publications or for use by news media.  Promotes utilization of articles and stories on 

local, national, or international level.    Maintains working relationships with local and national reporters, editors, and feature writers to ensure frequent, accurate, and targeted coverage of UT Southwestern.      Maintains working relationships 

with national university peers to stay abreast of best practices in research communications.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MGR RESEARCH COMPLIANCE 9582 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and five (5) years experience in research, research compliance, or in a scientific or healthcare related field required.  Experience with University export controls processes and/or clinical research billing is highly desired.  Master's 

degree in related field preferred. Job Duties  1.In conjunction with the Director, collaborates with research executives, department heads, programs directors and other research operations leaders and teams to assure the development, 

implementation and ongoing improvement and assessment of the effectiveness of the seven elements of an effective compliance program for the research enterprise.2.Assists with the targeted risk assessment process in research areas to 

identify trends and gaps in compliance matters, potential areas of vulnerabilities, critical and emerging risks.3.Works in collaboration with the Director and research leaders to develop and implement research compliance education and 

training programs for all research staff and students, including without limitation export controls, research misconduct, protection of human subjects, conflict of interest, effort reporting and responsible conduct of research.4.Develops, 

initiates, maintains, and revises compliance-related standards, policies and procedures for the research enterprise, and its related activities to prevent, detect, identify and mitigate illegal, unethical or improper conduct.5.Assists in developing 

the annual compliance work plan that reflects the research enterprise's highest risks that will be monitored and addressed by the compliance function.6.Directs and supervises assigned personnel in the research compliance division including 

performance evaluations, scheduling, orientation and training.7.Serves as an ex-officio member of one or more research committees to ensure that compliance issues are identified and reviewed. May develop compliance effectiveness 

dashboards and other related reports for committee meetings.8.Manages, as needed, the internal investigations in response to hotline calls or allegations of misconduct related to the research enterprise.9.Coordinates and conducts 

compliance audits and monitoring activities and reports and presents findings at departmental and committee levels.10.Directs identified compliance issues to the appropriate existing channels for evaluation and resolution; coordinates and 

prepares reports and assessments as appropriate. Liaises with HR, Research Administration, Academic Information Systems, Information Resources and other key departments in the determining and implementing appropriate corrective 

actions.11.Manages the creation, production and dissemination of reports as required, including without limitation research compliance effectiveness metrics.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR RESEARCH OPERATIONS 4385 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Research Team will facilitate 

transformation of investigators' research ideas into discoveries that benefit the health of populations. This large, multidisciplinary team provides:Unique patient-centered approach that facilitates longitudinal studies collecting data and 

delivering interventions over multiple time points. This includes development and delivery of: (a) outreach and educational communications, (b) biospecimen sample collection kit delivery and return, (c) telephone calls including reminders and 

one-on-one education, and (d) centralized patient navigation for follow up. All communications can be conducted in Spanish and English.A strong qualitative research team that makes analyzing non-numerical data and generating new ideas 

possible. Qualitative methods include observations, interviews, focus groups, surveys, and secondary research.Spanish language validation resource (SLVR) that produces scientific translations of study materials from English to Spanish that are 

culturally appropriate and conceptually equivalent. The process includes comprehensive literacy-level testing, forward and backward translation, validation of translation, identification of problematic concepts and phrases, and cognitive 

testing with the target audience. A talented data group that facilitates collection, management, and analysis of multi-source data (patient-reported, electronic health records, medical claims, US census, and other "big data" sources) for all types 

of outcomes research. The process includes coordinating with multiple health systems including Parkland and UTSW for EHR data definition, delivery, and curation, developing conceptual and operational definitions, reconciling data within and 

across health systems, data extraction, harmonization, and analysis. Experience and EducationProvides leadership and vision to a large team (~50 people) in the areas of project planning, execution, and financial management; communications; 

and milestone deliverables. Responsible for budgeting, invoicing and collection of research dollars related to research projects. Works closely with Department Administrator, Research Director and Department Chair to achieve the strategic and 

financial goals of the Population Research Team. Manages headcount, deliverables, schedules, and costs for multiple ongoing research projects, ensuring that resources are appropriately allocated and goals, objectives, timelines, and budgets 

are met in accordance with program and organizational roadmaps.Responsible for well-managed growth of the team, research services provided, and research conducted on campus.Provides direct and ongoing leadership for a team of 

individual contributors coordinating, managing, and leading programs to drive the Research. Demonstrate ability as a strong people manager to connect and manage a diverse team of individuals.Provides advice and planning for process 

improvements in order to find efficiencies for the team.Annually, responsible for completing the team's business plan to ensure compliance with institutional policies.Builds and maintains strong relationships with faculty and staff to ensure 

that consistent, reliable service is delivered to a range of university stakeholders.Demonstrated ability to communicate effectively both orally and in writing with various levels of staff, faculty, leadership and skill in handling issues with both 

faculty and staff.Job DutiesMaster's degree in related field such as Biostatistics or Computer Science or Business Analytics, or Public, 6 years' experience in data analysis in behavioral, social science or clinical applied research, 5 years' 

supervising staff preferably in an academic research setting and MBA coursework and/or credential will be considered a plus. Experience with project management software ClickUp is desired. Applicants without the stated preferred degree, 

but with significant additional related experience may be considered.Knowledge, Skills & AbilitiesSets a tone of service excellence, and is collaborative in nature.Strong leadership, organizational, and administrative skills to effectively organize 

plans and programs in a highly technical research environment.Skilled as both a leader and participant in cross-functional and interdepartmental teams and excellent communicator.Administrative expertise including working with technical 

operational support functions and multidisciplinary research programs/grants.Excellent verbal, written, interpersonal and listening skills.Analytical and strategic thinker.Working ConditionsWork is performed primarily in an office environment. 

Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to the 

provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR RESEARCH PROGRAMS SCC 4363 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

science, finance or related field and eight (8) years related experience in research, research administration or grants administration to include management experience. Must be familiar with NIH research grant preparation and management. 

Requires advanced PC expertise including word processing, spreadsheet, presentation and database software. Prior experience related to research administration is strongly preferred. Master's degree preferred. Applicable work-related 

experience will be considered in lieu of education. Job DutiesThe Mgr Research Program is responsible for management, coordination and promotion of clinical and/or basic research funding and outreach for the Simmons Comprehensive 

Cancer Center ("SCC"). Oversees and manages submission of all SCC research funding applications and award set-up: Works directly with PIs to identify funding sources, develops budgets, assists with application preparation and obtaining 

Cancer Center Director review and approval, manage all eGrant entries and approvals. Final SCC reviewer/approver of research grant applications to assure compliance with sponsor guidelines and professional presentation consistent with SCC 

expectations. Primary SCC contact for UTSW Offices of Sponsored Program Administration and the Office of Development for all research grant and sub-contract submission and set-up. Primary administrative contact for grant and award 

Sponsors.Grant and award management: Assists PIs in preparation and/or review of all sponsor required progress and financial reports; oversees, reviews and/or approves award expenditures to assure compliance with sponsor guidelines; 

works with PIs to assure sound fiscal award management.Manages contract negotiations and budget development with sponsors, vendors and the UTSW Offices of Sponsored Program Administration and/or Clinical Research 

Facilitation.Manages sponsor and interdepartmental sponsored program invoicing and close out. Works with SCC Financial Affairs Office to assure billing compliance and close out with Federal and UTSW policies.Collaborates with SCC 

leadership to develop and update systems for tracking projects from initiation through close out. Works with Clinical Research Office leadership to assist with the development of budgets for externally and internally funded clinical trials, Non-

Disclosure Agreements (NDA) and Confidential Disclosure Agreements (CDA).Manages SCC staff dedicated to grants and research contract administration. Provides coaching, training, and performance feedback as necessary to ensure the 

smooth operations of the grants office within the SCC. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects 

research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to manage and direct staff.Work requires ability to monitor and maintain budget.Work requires skill in executive level project and financial 

management.Work requires ability to ensure adherence to all policies and procedures of university, such as accounting regulations and internal controls policy.Work requires ability to communicate effectively with various levels of internal and 

external contacts concerning policies and procedures.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in office/clinic area.Any qualifications to be considered as 

equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MGR RESPIRATORY THERAPY U5312 P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree 

required. Preferably in Respiratory Therapy, Healthcare Administration, Management, or Business.Three to five (3-5) years of experience in field, having worked in variety of clinical settings with at least one (1) year being in supervision is 

required. Licensed by State of Texas Department of Health, registered by NBRC, BLS by American Heart Association or American Red Cross. Preferred: ACLS, PALS, NRPJob DutiesSupervises and evaluates provision of patient care by personnel 

assigned to unit. Provides direct patient care and makes patient rounds each day. Develops and implements department goals and objectives and establishes and implements policies and procedures for department operation. Adheres and 

facilitates adherence by staff to Code of Conduct and TJC standards. Manages staff to meet established productivity targets. Monitors departmental productivity by pay period, by census and by patient acuity. Compiles variance reports as 

directed. Interviews and makes final hiring decisions. Provides positive feedback to staff personally or publicly through hospital nominations or announcements in staff meetings. Provides coaching and/or counseling up to and including 

suspension, and follows up with written reports to Director and/or Operations Manager of Human Resources. Terminates for cause and achieves and maintains low vacancy and turnover rates. Conducts performance evaluations. Ensures 

completion of general and unit specific orientation for all new staff.Assists in development of annual capital and operational budgets. Utilizes resources and maintains operations within budget. Identifies efficiency or cost saving ideas and 

reports same to Director. Completes payroll editing at end of payroll cycle, and maintains attendance records.Generates or supervises generation of event reports. Provides follow up and submits to Director. Monitors for trends and intervenes 

when necessary. Participates in identification and resolution of physician, patient, and/or family complaints. Follows patient complaint management process. Notifies Director and/or Risk Management.Communicates effectively with other 

health care providers, patients, families, other hospital personnel, and visitors. Provides and supports efforts to develop teamwork. Conducts staff meetings and coordinates special projects. Participates in routine and special care conferences. 

Introduces and demonstrates new techniques, equipment and research findings to staff. Participates in development, implementation, and evaluation of performance improvement activities. Monitors compliance and completes required 

reports. Coordinates with staff and Clinical Educator to meet educational needs of staff. Promotes personal and professional growth of all staff. Seeks out opportunities to teach and mentor others on formal and/or informal basis. Duties 

performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing 

or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assignedKNOWLEDGE, SKILLS, & 

ABILITIESWork requires ability to coordinate and work independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and 

procedures.Work requires ability to work with confidential information on daily basis.Work requires good organizational skills.Work requires individual be Team oriented ventilation management experience.Work requires general respiratory 

care with ICU and ventilation management experience.WORKING CONDITIONSHeavy physical effort lifting/carry up to 50 lbs.) Prolonged, extensive, or considerable standing/walking. Lifts, positions, pushes and/or transfers patients. Lifts 

supplies/equipment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR REV INTGY U1084 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Revenue Integrity manager provides 

management planning, development and guidance to staff within the roles of Audit and Chargemaster. Analyze data and develops an overall approach for trending issues, report findings, applying timely and constructive feedback, continued 

education and training (as the "content experts") for Revenue Integrity, clinical departments, nursing units/depts. Prepares departments summaries based upon audit findings and works closely with applicable staff/management for continued 

performance improvement ensure compliance with Medicare/Medicaid regulations, Managed Care contractual agreements and the applicable policies of UT Southwestern University Hospital.Experience and Education10 (ten) years' experience 

in the hospital setting, healthcare industry or coding with a focus in one or more of the following areas: coding, charge integrity; charge reconciliation; charge compliance; charge auditing; CDM management or Audit Nursing and a minimum of 

1 year Supervisory experience. EPIC HB/PB experience preferred.Bachelor's degree from a recognized college or university in business, healthcare or a closely related field or 10 years' of experience within the revenue cycle and coding.Applicable 

professional certification through NAHRI (CHRI) or AHIMA (RHIA, RHIT, CCS) or AAPC (COC, CPC) or Pharmacy Technician (CPhT, PTCB) or Registered Nurse (RN) required. Job DutiesOversees all revenue integrity staff with a focus on charge 

capture and charge reconciliation activities. Coordinates efforts with Sr. Nurse Auditor and Sr. Chargemaster Coordinator to lead audit/ charge evaluations according to RI auditing guidelines. Meets with departmental leadership to review 

findings, documentation standards and recommendations for improvement. Targeted populations are identified through random sampling, focused reviews, issues identified in collaboration with various site personnel, and rotation/selection 

of specific clinical areas. Audits include review of selected medical records documentation to determine accuracy of coding assignments, billing compliance, medical necessity and when appropriate collaborate with shared coding and financial 

departments to identify departments that require improved documentation. Analyzes charge capture audit reports to verify that appropriate charges have been posted to patient accounts according to diagnosis and related procedure codes 

and that revenue has been routed/recorded in the appropriate department/cost center. Coordinates efforts with Sr. Nurse Auditor and Sr. Chargemaster coordinator to insure all staff are informed of all regulatory changes for both hospital 

billing and professional billing, conduct any necessary training and all policies are kept up to date assists departments with the charge reconciliation process. Works with all relevant hospital departments and professional billing departments to 

provide timely education on how to correct or improve processes that have been found to be deficient. Advises service line leaders and their staff on proper usage of charge codes; identifies opportunities for capturing additional revenue in 

accordance with payer guidelines; develops specifications to modify existing charge capture applications to reduce charge-related claim edits/rejections for both hospital and professional billing. Stay abreast of ongoing compliance trends and 

developments. Reports new developments to department. Plans and presents in-services to nursing, physician, and other clinical personnel regarding processes, updates and reviews relating to audit findings and/or regulatory 

compliance.Knowledge, Skills & AbilitiesMonitors EPIC Revenue Integrity Dashboards. Ensure staff are effectively resolving account inquires via EPIC work queues or email. Perform weekly productivity audits Coordinates efforts with Sr. Nurse 

Auditor and Sr. Chargemaster Coordinator to ensure all staff are informed of all regulatory changes, conduct any necessary training and policies are up to date. Ensure that all hospital charge description master, hospital fee schedule, 

professional Uniform Fee Schedule and professional service code updates are completed timely. Ensure all teams begin preparations on time for yearly CDM codes updates/education and charge reconciliation audits.Working 

ConditionsRequires the ability to manage large complex projects assignments, investigate, analyze and resolve issues at a high level. Excellent communication, presentation, organizational, analytical and problem solving skills. Must approach 

problem solving challenges independently, have strong attention to detail and enjoy working in a fast paced, collaborative team based environment.This position is security-sensitive and thereby subject to the provisions of Texas Education 

Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR REVENUE CYCLE 1943 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Health Care Administration, or other related field and eight (8) years management level experience in academic medical center, hospital environment or other relevant leadership experience.Job DutiesPlans, organizes, 

directs, and coordinates financial revenue cycle operation of the Department, including financial planning, budgeting, billing and accounting functions. Oversees establishment of Department accounting procedures as it relates to the clinical 

practice revenue cycle.Develops revenue cycle projections of Department clinical income and expenses, assists with preparing yearly budgets for Department and provides regular financial report to Chairman regarding Department's clinical 

financial status.Oversees and participate in quarterly financial reviews and annual audits with internal and/or external auditors.Serves as the primary point of contact within the Finance structure of the department for evaluating all revenue 

functions and services. Coordinates processes for reviewing, analyzing, and establishing fee schedules for Department and related Divisions. Assists Chairman with establishment of Department incentive system and ensure effective 

maintenance.Provides ongoing analysis as needed to Department Chair and other members of the upper management team.Serves as key participant in system and process improvement projects that are sponsored by the 

Department.Reviews revenue calculations for accuracy and completeness. Reviews the Department's account reconciliations and other supporting information submitted to ensure compliance and accuracy.Provides ongoing revenue 

accounting oversight to the Department and the Finance and Accounting arm of the Medical Center and Clinics.Assists in the preparation of monthly management reports providing key revenue and operational metrics and analysis to the 

Chairman and executive managers.Assists with cash management projections and forecasting activities. Assists in optimizing financial systems and processes resulting in more efficient financial processes and controls to ensure the highest 

level of data integrity and accuracy.Directs and develops written justification to support budget proposals, expenditure items, and financial policy matters. Directs, manages, and supervises department's billing office. Develops and modifies 

patient billing procedures to allow optimum income generation. Assists in negotiation and establishment of contractual arrangements for professional services. Serves as a primary liaison between Department and MSRDP. Serves as a 

departmental representative on appropriate committees and meetings.Interprets policies and regulations concerning department's financial activities, including university policies and procedures and Federal and State agency guidelines. 

Ensures compliance with applicable laws, regulations, policies, and procedures. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MGR REVENUE CYCLE U1943 Y T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Health Care Administration, or other related field and eight (8) years management level experience in academic medical center, hospital environment or other relevant leadership experience.Job DutiesPlans, organizes, 

directs, and coordinates financial revenue cycle operation of the Department, including financial planning, budgeting, billing and accounting functions. Oversees establishment of Department accounting procedures as it relates to the clinical 

practice revenue cycle.Develops revenue cycle projections of Department clinical income and expenses, assists with preparing yearly budgets for Department and provides regular financial report to Chairman regarding Department's clinical 

financial status.Oversees and participate in quarterly financial reviews and annual audits with internal and/or external auditors.Serves as the primary point of contact within the Finance structure of the department for evaluating all revenue 

functions and services. Coordinates processes for reviewing, analyzing, and establishing fee schedules for Department and related Divisions. Assists Chairman with establishment of Department incentive system and ensure effective 

maintenance.Provides ongoing analysis as needed to Department Chair and other members of the upper management team.Serves as key participant in system and process improvement projects that are sponsored by the 

Department.Reviews revenue calculations for accuracy and completeness. Reviews the Department's account reconciliations and other supporting information submitted to ensure compliance and accuracy.Provides ongoing revenue 

accounting oversight to the Department and the Finance and Accounting arm of the Medical Center and Clinics.Assists in the preparation of monthly management reports providing key revenue and operational metrics and analysis to the 

Chairman and executive managers.Assists with cash management projections and forecasting activities. Assists in optimizing financial systems and processes resulting in more efficient financial processes and controls to ensure the highest 

level of data integrity and accuracy.Directs and develops written justification to support budget proposals, expenditure items, and financial policy matters. Directs, manages, and supervises department's billing office. Develops and modifies 

patient billing procedures to allow optimum income generation. Assists in negotiation and establishment of contractual arrangements for professional services. Serves as a primary liaison between Department and MSRDP. Serves as a 

departmental representative on appropriate committees and meetings.Interprets policies and regulations concerning department's financial activities, including university policies and procedures and Federal and State agency guidelines. 

Ensures compliance with applicable laws, regulations, policies, and procedures. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MGR REVENUE CYCLE TRANSPLANT 7070 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position is responsible for managing 

the day-to-day business operations of the Revenue Cycle Transplant Operations Team.Experience and EducationBachelor's Degree in Business Administration, Health Care Administration, or other relevant field and seven (7) years of relevant 

work experience, including three (3) years management experience in a health care administration environment, medical claims processing and/or similar is required. Transplant program experience is preferred.Job DutiesManages day-to-day 

business operations for implementing transplant contracts and oversees staff. Plans, directs, and coordinates activities for tracking and system management for transplant programs. Assists with UT Physician transplant contracting services. 

Assists with and may oversee negotiations for UT Physician Transplant LOA's for non-contracted plans.Ensures compliance with department policy and procedures. Provides leadership in the management of operations, staffing, policies, 

procedures, and development of transplant revenue cycle team. Reports routinely to leadership and other health system groups about team performance, challenges, and opportunities.Assures compliance with local, state, and federal rules 

regulations. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires the ability to analyze contract and financial data, evaluate and interpret contact language and parameters.Work requires working knowledge of 

insurance billing and various types of health insurance plans. Work requires excellent knowledge of private and federal payment rules.Work requires working knowledge of medical terminology and coding.Work requires demonstrated ability to 

handle escalated or complex inquiries.Work requires demonstrated ability to understand written medical and billing documentation.Work requires demonstrated ability to communicate effectively with various levels of internal and external 

departments/entities.Work requires managing business operations effectively i.e. follow-though and follow-up; takes accountability; solves problems and implements solutions; integrates financial understanding into solutions; demonstrates 

technical proficiency.Working ConditionsWork is performed in general office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MGR RISK 9568 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general supervision to 

develop and administer professional risk management/ quality assurance programs.Experience and EducationBachelor's degree in Nursing and four (4) years of experience to include at least two (2) years clinical nursing experience. Two (2) 

years experience in risk management, quality assurance, case management or related health care management field, or in legal field is preferred. Licensure as Registered Nurse by Board of Nurse Examiners for State of Texas.Job DutiesReviews 

and analyzes medical records to investigate patient concerns of care and grievances; obtains input from clinical providers and clinical supervisors; drafts administrative response to patients. As needed, communicates directly with patients (or 

other requestor if applicable).Assists faculty, residents, students, and employees with questions and problems concerning patient communications, risk management, potential liability and direction provided by administrative policies. 

Provides support for quality review processes.Reviews and prepares medical records for legal review; evaluates cases for legal merit and coordinates expert reviews; assists with discovery responses and location of requested 

documentation.Prepares, or assists in preparing, Professional Liability Committee agendas and materials; participates in Professional Liability Committee meetings. Coordinates management of patient concerns with counterparts at affiliated 

institutions.Assists with risk management presentations to faculty, residents, and employees.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of general office equipment and spreadsheet, word-

processing, database, and Internet software applications.Work requires effective verbal and written communication. Work requires ability to organize and prioritize work and follow through on all projects.Work requires ability to understand 

legal concepts and evaluate cases for legal merit.Work requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to read, write, analyze data, create methodologies to 

accomplish goals, and implement recommendations by coordinating people and/or other resources.Work requires ability to develop, recommend, and implement approved policies.Work may require ability to provide direct supervision to 

small number of professional and/or clerical employees.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

MGR RISK & INSURANCE SERVICES 6615 N 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

relevant field and seven (7) years related experience such as claims handling, subrogation, analyzing and formulating data conclusions and solutions implementation. Strong negotiation skills and understanding of applicable lines of insurance. 

Job DutiesDevelop and implement risk control and insurance programs as determined to be necessary to ensure appropriate coverage and risk retention. Insurance lines include but are not limited to property insurance, worker's 

compensation, cyber liability, equipment, automobiles, construction insurance, special events, etc.Manages the worker's compensation insurance program to ensure an effective and compliant program.Responds to incidents and emergencies 

to assist in limiting potential losses, identifies potential mitigation options, document losses and file claims as necessary document losses and determine potential subrogation claims and pursue subrogation on behalf of the university. Handle 

intra-university property damage claims.Administer the International Over-side Committee (IOC) and monitor international travel and events impacting international travelers for potential appropriate incident response with our contracted 

insurer.Manage construction insurance (ROCIP) on major construction projects including initial enrollment, training of project managers and claims handling.Complies concise and comprehensive reports and information to assist in 

communicating risk control and insurance issues to institutional leadership.Proactively identifies areas with risk of institutional property damage, business interruption or loss potential and recommends mitigation opportunities to reduce or 

eliminate risk.Reviews insurance language in university contract with vendors.Perform other duties as assigned.Knowledge, Skills & AbilitiesProject Management SkillsWork requires excellent oral (via telephone and in person) and written 

communication skills, proficiency in use of software packages, spreadsheets, and databases. Proficient in the use of Word, Excel, Outlook, PowerPoint and the InternetAbility to interact with multiple levels of management including, clients and 

vendorsWork requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires external contact with insurance companies, businesses, and vendors.Work requires ability to read, write, 

perform simple arithmetic and data analysis, develop programs, and conduct analysis.Working ConditionsWork is performed primarily in an office environment.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

MGR RN UTILIZATION MGMT U6036 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum of five (5) 

years in a health care management position and six (6) years nursing experience with three (3) years UR experience is required. Must have extensive knowledge of the healthcare revenue cycle including insurance verification; knowledge of 

established medical necessity criteria; basic knowledge of ICD-9 / ICD-10 coding, CPT coding, MS-DRG's, APC's, contracts and applicable rules and regulations affecting reimbursement for healthcare services. Proven record of identifying process 

improvement opportunities. Requires strong negotiating, analytical and organizational skills as well as the ability to be flexible with changing needs and deadlines; the ability to interact and communicate both verbally and in writing with all 

levels of associates, management and patients.BA/BS degree desired. Registered Nurse required.Current Texas Registered Nurse license requiredJob DutiesEnsures that inpatient concurrent reviews and retrospective review requests are 

performed using nationally recognized and evidence based standards. Ensures quality of documentation and actively participates in managing inpatient utilization across the Continuum of Care to full efficiency.Provides leadership guidance to 

the UR team. Tracks and monitors accuracy and timeliness of data entered by staff.Provides leadership in Health Services programs, operations, projects, policies and procedures to ensure high quality results. Leads team in assuring resources 

are optimally used to facilitate patient care goals, appropriate cost and length of stay.Utilizes data research to develop and implement programs to reduce length of stay. Interfaces with and coordinates efforts of admissions, PFS and HIM 

relevant to concurrent utilization review system. Evaluates, recommends and implements policies procedures related to utilization review system, including appropriate resource utilization and identification of avoidable days.Analyze denials 

information to identify problems and trends and develop reports/feedback to be presented to Senior Management and Clinical Department leadership.Leads quarterly meetings with Utilization Review Committee.**Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR SCCC CLINICAL RESEARCH OFFICE OPERATIONS 4361 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryReporting to the Associate Director for 

SCCC Clinical Research Office Administration or Director for SCCC Clinical Research Operations, works under limited supervision to implement, oversee, and evaluate the programmatic activities associated with all oncology clinical trials on the 

UT Southwestern (UTSW) campus. Experience and EducationMaster's degree in science, social science, healthcare administration, or a related field, and at least 5 years of experience managing clinical trials required. Experience managing 

Oncology clinical trials required. Equivalent combination of education and relevant experience may be considered in lieu of Master's degree. Job DutiesOversees the organizational and operational activities of the clinical trials at SCCC clinics and 

affiliates. This includes oversight of related Disease-Oriented Teams (DOTs) activities, developing performance standards and expectation for DOT managers, supervisors, and teams, and periodically assess the attainment of these standards. 

Consults with DOT managers and faculty leaders to set performance expectations for research nursing and technical staff managing oncology clinical trials. Works with the Education Program Manager to identify, develop and evaluate key core 

competencies of clinical research personnel to tailor training needs. Maintains peer-level working relationships with faculty and academic departments across UTSW to oversee the conduct of oncology clinical trials. Fulfills duties of DOT 

managers in their absence.Oversees the financial and administrative resources available for the management of clinical oncology trials, working closely with Cancer Center leadership, staff and faculty from various departments with UTSW 

Medical Center. Develops budget, fee, cost recovery and revenue recommendations for core functions. Works with managers to analyze and review study budgets to ensure that all studies are fiscally sound and that all study costs are 

recovered or minimized.Develops and implements best practices for quality compliance and assurance. Develops and manages relevant internal monitoring programs to ensure compliance with the Simmons Cancer Center DSMC as well as all 

relevant rules, regulations, and policies. May coordinate and oversee the development and management of UTSW Simmons Cancer Center affiliate networks as it relates to the conduct of oncology clinical trials. Includes building out new 

functionality and infrastructure to support these activities.Recommends new and updates to existing standard operating procedures (SOPs) as necessary. Performs other duties as assigned.Knowledge, Skills & AbilitiesStrong leadership, 

organizational, and administrative skills to effectively organize plans and programs in a highly technical research environment.Skilled as both a leader and participant in cross-functional and interdepartmental teams and excellent 

communicator.Administrative expertise including working with technical operational support functions and multidisciplinary research programs/grants.Excellent verbal, written, interpersonal and listening skills.Analytical and strategic 

thinker.Strong Editorial and writing skills.Strong instructional and speaking skillsAbility to master medical research regulations and proposal development.Working ConditionsWork is performed primarily in clinical and/or office areas.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MGR SCCC CLINICAL RESEARCH OPERATIONS BUSINESS OPERATIONS 4358 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

science, social science, healthcare administration, or a related field, and at least seven (7) years of administration in research experience preferably in information resources and finance or regulatory/ clinical research administration 

respectively, including at least three (3) years in a management role. Experience with oncology clinical trials administration required. Master's degree preferred. Equivalent combination of education and relevant experience may be considered 

in lieu of degree.Job DutiesReporting to the Associate Director for Simmons Comprehensive Cancer Center (SCCC) Clinical Research Operations, works under limited supervision to implement, oversee, and evaluate the programmatic activities 

associated with all business operations associated with clinical research in the SCCC Clinical Research Office (CRO).Responsible for CRO departmental tracking related to all aspects of business operations including but not limited to key metrics 

measured by the Cancer Center CRO in support of NCI designation, time to study activation, accrual, clinical trials patient calendars, clinical trial revenues and payables, and staffing metrics. This responsibility includes assessment of need, 

design of tracking tools, as well as implementation and training.Includes preparing long-term vision and organizational structure of the unit to ensure maximum efficiencies related to CRO operations.Partner with relevant department and 

institutional teams to identify, implement and maintain appropriate financial software and database applications specific to Cancer Center CRO priorities and initiatives.Provide strategic consultation and guidance to senior leadership regarding 

business proposals and make recommendations for optimizing the operational impact of business initiatives.Work closely with the Associate Director of SCCC Clinical Research Operations to ensure effective execution of unit functions as 

required to meet the expectations of the Cancer Center Support Grant. Includes preparation of and maintenance of data for NCI submissions. Oversee Clinical Research Office (CRO) business operations team, which consist of informatics project 

manager, finance project manager, accountant(s), financial analyst(s) and clinical trials coverage analyst(s) responsible for oversight of all financial activities related to cancer clinical trials. Oversee design and preparation of monthly and 

quarterly reports for clinical trial disease oriented teams including but not limited to monthly DOT and CRO summary of clinical trial revenue and payables, quarterly salary sourcing reports, supplemental funds distribution, and special reports 

as requested by management.Work closely with Academic Information Systems (AIS) and Sponsor Program Administration (SPA) to ensure implementation of various system upgrades are seamless as far as they affect Cancer Center and CRO 

work product and verify data integrity before and after upgrades. Oversees training to Investigators and staff to ensure accurate completion of data entry within the clinical trials management system and other systems needed to accurately 

track clinical trials activities. Ensures cost-effective use of resources (equipment, supplies, etc.) by implementing internal controls for sensitive documents which provide assurance, safeguarded information. Works with informatics project 

manager to collect, interpret data, and follow specific requirements to develop new and revise existing software applications. Develops and implements operational plans for new and existing business computer applications. Identify problems 

with computer systems and provides technical/trouble shooting assistance to all employees of the CRO with related computer and other system issues as needed. Monitor accountability of staff regarding adherence to Standard Operation 

Procedures (SOPs) and provides developmental training as needed. Performs other duties as assigned.Knowledge, Skills & AbilitiesStrong leadership, organizational, and administrative skills to effectively organize plans and programs in a highly 

technical research environment.Skilled as both a leader and participant in cross-functional and interdepartmental teams and excellent communicator.Administrative expertise including working with technical operational support functions and 

multidisciplinary research programs/grants.Excellent verbal, written, interpersonal and listening skills.Analytical and strategic thinker.Strong Editorial and writing skills.Strong instructional and speaking skillsAbility to master medical research 

regulations and proposal development.Working ConditionsWork is performed primarily in clinical and/or office areas.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR SCCC CLINICAL RESEARCH OPERATIONS REGULATORY ADMIN 4359 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

science, social science, healthcare administration, or a related field, and at least seven (7) years of administration in research experience preferably in information resources and finance or regulatory/ clinical research administration 

respectively, including at least three (3) years in a management role. Experience with oncology clinical trials administration required. Master's degree preferred. Equivalent combination of education and relevant experience may be considered 

in lieu of degree.Job DutiesSet vision and strategy for growing a regulatory administration team that manages trials across sponsor types including trials for which UTSW investigators hold an IND. This includes management of teams 

responsible for initial and ongoing submissions as well as a team of individual dedicated to trial activation.Includes preparing long-term vision and organizational structure of the unit to ensure maximum efficiencies related to clinical trial 

budgeting, NCI reporting, timeliness of trial activation, and quality of ongoing study maintenance respectively.Assists with the development of standard training requirements and ongoing regulatory-related education and training.Define 

regulatory administration team best practices for clinical trial management; creates and maintain Daily Operating Procedures (DOPs) and ensures program compliance.Develops performance standards and expectations for regulatory 

administration team and periodically assesses the attainment of those standards. Identifies and assists in resolution of problem areas between staff, physicians and other departments. Identify administrative program improvement 

opportunities, lead improvement efforts within team, including technology solutions, and identify opportunities for expanding solutions to study teams as related to regulatory.Liaise with investigators, study teams, sponsors, and HRPPO 

representatives on cancer center clinical trial regulatory operations.Partner with institutional regulatory leadership and provide strategic consultation and guidance regarding business proposals, process changes and make recommendations 

for optimizing efficiencies and minimize burden while complying with the ever-changing regulatory landscape.Represent SCCC CRO Regulatory Administration at process improvement workgroups, institutional meetings, and research 

conferences.Work closely with the Associate Director of SCCC Clinical Research Operations to ensure effective execution of unit functions as required to meet the expectations of the Cancer Center Support Grant. Monitor accountability of staff 

regarding adherence to Standard Operation Procedures (SOPs) and provides developmental training as needed. Performs other duties as assigned.Knowledge, Skills & AbilitiesStrong leadership, organizational, and administrative skills to 

effectively organize plans and programs in a highly technical research environment.Skilled as both a leader and participant in cross-functional and interdepartmental teams and excellent communicator.Administrative expertise including 

working with technical operational support functions and multidisciplinary research programs/grants.Excellent verbal, written, interpersonal and listening skills.Analytical and strategic thinker.Strong Editorial and writing skills.Strong 

instructional and speaking skillsAbility to master medical research regulations and proposal development.Working ConditionsWork is performed primarily in clinical and/or office areas.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

MGR SCCC CLINICAL RESEARCH OPS TRAINING AND DEVELOPMENT 4364 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalary Salary Negotiable Experience and EducationBachelor's degree in 

science, social science, healthcare administration, or a related field, and at least seven (7) years of experience with clinical trials, including at least three (3) years of in a management role. Experience with oncology clinical trials required. 

Master's degree preferred. Equivalent combination of education and relevant experience may be considered in lieu of degree.Job DutiesReporting to the Associate Director for Simmons Comprehensive Cancer Center (SCCC) Clinical Research 

Administration, works under limited supervision to implement, oversee, and evaluate the programmatic activities associated with all training and internal/external development associated with clinical research in the SCCC Clinical Research 

Office (CRO). Oversees education and training for the CRO including onboarding, orientation, annual training events, and supplemental training as required for all CRO research personnel and other staff as applicable. Manages and oversees 

organizational and operational activities of Investigator Initiated Trial (IIT) Management team tasked with providing development, project management, regulatory and data management, as well as clinical monitoring support for the IITs 

coordinated by the Clinical Research Office of the SCCC. This includes overseeing a team responsible for associated activities from trial startup through trial closeout. Develops performance standards and expectations for IIT team and 

periodically assesses the attainment of those standards. Identifies and assists in resolution of problem areas between staff, physicians and other departments. Maintains peer-level working relationships with faculty and academic departments 

across UTSW to oversee the conduct of IIT oncology clinical trials.Responsible for affiliate site management as the UTSW Simmons Cancer Center Affiliate Network expands to include oncology clinical trials efforts. This may include oversight of 

internal audit activities as needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesStrong leadership, organizational, and administrative skills to effectively organize plans and programs in a highly technical research 

environment.Skilled as both a leader and participant in cross-functional and interdepartmental teams and excellent communicator.Administrative expertise including working with technical operational support functions and multidisciplinary 

research programs/grants.Excellent verbal, written, interpersonal and listening skills.Analytical and strategic thinker.Strong Editorial and writing skills.Strong instructional and speaking skillsAbility to master medical research regulations and 

proposal development.Working ConditionsWork is performed primarily in clinical and/or office areas.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President of Human Resources, or 

his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR SCHEDULING CAPACITY 9276 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

with five (5) years related experience (project management and health care operations background and progressive career growth) and successful completion of UT Southwestern supervisory training course within twelve (12) months of 

employment.  Master's degree preferred. Previous lead/supervisory experience required.  Epic Cadence experience preferred; certification a plus. Job Duties  1.Manage team that is solely responsible for maintaining and updating provider 

scheduling templates, including:

a)Routine maintenance

b)Complex scheduling needs (multiple providers, resources, modalities, and/or multiple appointments scheduled across multiple departments simultaneously)

c)Implementing health system growth goals and template standards into provider templates2.Manage tracking of provider clinical effort across sites and locations to allow for analysis and optimization of capacity. Ensure accurate transfer of 

data to Health System Data Warehouse and report metrics and analysis to Chief Operating Officer, Chief Medical Officer, and other executive leadership as appropriate.3.Responsible for the accurate, timely, and effective system build related to 

scheduling functions and the appropriate movement of changes through approved change management cycles.4.Manage tracking and evaluation of referral and appointment demand relative to capacity and slot availability to identify areas 

with limited access. Produce and assist in the creation of analysis and recommendations for departmental and executive health system leadership regarding potential solutions (including the addition of faculty or community affiliations). 

Provide accurate and timely information, reporting, analytics, and decision support to executive leadership related to enterprise scheduling efficacy, capacity, clinical effort, and supply/demand.5.Establish service level agreements with clinical 

department leaders and ensure that scheduling capacity analysts are meeting those expectations.6.Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly 

interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR SERVICE COORDINATION U5469 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThis position collaborates with the 

clinical team, staff, and leaders to promote a patient-centric culture across the continuum of care at UT Southwestern (UTSW) aligning with the organization's mission and strategic objectives to provide a healthy environment for patients, 

visitors, and the community. It includes partnership with staff and leaders to achieve an integrated patient and community experience based on exceptional customer service. MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's 

degree in nursing or appropriate field is required. Master's degree preferred. Three years of experience in healthcare leadership. Current Texas (or BNE Compact State) RN license required.ESSENTIAL FUNCTIONSSupports positive relations 

between patients, families, clinical team, ambulatory services, and staff by promoting a patient-centric culture across the UTSW continuum of care.Creates innovative methods for enhancing the UTSW patient experience through 

recommending improvements, which incorporates the needs of all patient populations.Serves as a hospital liaison to the Patient Assistance Office (PAO), Risk Management, and Patient Liaison Services (PLS).Demonstrates the ability to interact 

with and advocate for patients, families, and visitors.Assists with planning and facilitating patient admissions and rounding on patients as assigned.Leads by example, role-modeling expected customer service behaviors and practices.Accesses 

patient medical records for review and investigational purposes.Demonstrates a high level of compassion, sensitivity, and professionalism when working with all patient and visitor populations.Assists with visitors, events, and tours scheduled 

at the University Hospital.Partners with unit and departmental leadership to respond to, coach staff, and resolve patient complaints.Works in collaboration with patient experience supporting committees, workgroups, and teams. Requires 

after hours and weekend coverage Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESExcellent written and verbal communication skillsProven ability in problem solving, time management and prioritization skillsSelf-motivated 

with an excellent work ethicMicrosoft Office (Excel, PowerPoint, Word, Visio)WORKING CONDITIONSWork is performed in clinical areas and office environment. Any qualifications to be considered as equivalents in lieu of stated minimum 

require prior approval of the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MGR SOURCING & CONTRACT 4101 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

related field and seven (7) years of progressive managerial experience leading purchasing, strategic sourcing and vendor performance functions. Three (3) years supervisory or lead experience strongly preferred.. C.P.M., C.P.P.O., or 

CTCDcertification is preferred but must be obtained within 18 months in position.Job Duties1. Supervises assigned sourcing staff to ensure a quality service is provided to customers and is responsible for the coordination of day to day sourcing 

activities.2. Under limited supervision, performs hiring and orientation of new staff.3. Responsible for training new staff including the continuing education and development of existing sourcing team members.4. Conducts regular performance 

reviews with each team member and provides coaching and guidance on subsequent sourcing methodology activities.5. Conducts oversight and evaluation of all governance checkpoints in the Sourcing Methodology and completes proper 

documentation of performance in regards to the Sourcing Methodology. Develops procurement strategies for the assigned subcategories.6. Follows trends and researches and identifies strategies, and implements modifications and 

improvements of processes and operations.7. Implements and communicates strategic sourcing strategies for suppliers.8. Identifies cross-functional teams for new sourcing initiatives. Coordinates various cross-functional meetings and 

represent sourcing in system discussions and committee meetings. Acts as a liaison between Purchasing and departments (such as AP, IR, HR, Clinics, etc.).9. Reviews and validates sourcing opportunities. Analyze spend and drafts high-level 

business justification for project governance consideration.10. Assist in developing savings tracking for various spend categories.11. Captures all savings (direct and indirect) from sourcing initiatives. Leads strategic sourcing process, which is a 

comprehensive and rigorous process to select the best supply source for a given supply need. Develops detailed work plan for sourcing initiatives, including the project plans, communication plans and implementation plans.12. Defines and 

provides direction to customers on contracted items and appropriate purchasing method.13. Assist with the legal review and approval of contracts and executes contracts in contract management tool. Manages the supplier communication 

and supplier relations during sourcing process to ensure all stakeholders receive a high level of service.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

MGR SOURCING & CONTRACTING SR 4098 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

related field and eight (8) years of progressive managerial experience leading purchasing, strategic sourcing and vendor performance functions. Five (5) years supervisory or lead experience strongly preferred. C.P.M., C.P.P.O., or CTPM 

certification is preferred but must be obtained within 18 months in position. Job DutiesThis positions requires a strong understanding of state procurement related to CIP, renovations, and facilities management with clear knowledge of the 

formal bid process.Coordinates various cross-functional meetings and represent sourcing in system discussions and committee meetings. Acts as a liaison between Purchasing and departments (such as AP, IR, HR, Clinics, etc.).Supervises 

assigned sourcing staff to ensure a quality service is provided to customers and is responsible for the coordination of day to day sourcing activities.Performs hiring and orientation of new staff. Responsible for training new staff including the 

continuing education and development of existing sourcing team members relating to CIP, renovation, and facilities, including state procurement laws relating to the formal bid process.Conducts regular performance reviews with each team 

member and provides coaching and guidance on subsequent sourcing methodology activities. Conducts oversight and evaluation of all governance checkpoints in the Sourcing Methodology and completes proper documentation of 

performance in regards to the Sourcing Methodology. Develops procurement strategies for the assigned subcategories. Follows trends and researches and identifies strategies, and implements modifications and improvements of processes 

and operations.Implements and communicates strategic sourcing strategies for suppliers. Reviews and validates sourcing opportunities. Analyze spend and drafts high-level business justification for project governance consideration. Assist in 

developing savings tracking for various spend categories.Captures all savings (direct and indirect) from sourcing initiatives. Leads strategic sourcing process, which is a comprehensive and rigorous process to select the best supply source for a 

given supply need. Develops detailed work plan for sourcing initiatives, including the project plans, communication plans and implementation plans.Defines and provides direction to customers on appropriate procurement methods in 

compliance with state laws and UT System and UTSW policies. Assist with the legal review and approval of contracts and executes contracts in contract management tool. Manages the supplier communication and supplier relations during 

sourcing process to ensure all stakeholders receive a high level of service.Stays current on all changes to state procurement relating to CIP, renovation, and facilities.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires 

ability to manage and direct staff. Work requires ability to monitor and maintain budget. Work requires ability to ensure adherence to all policies and procedures of university. Work requires ability to work with confidential information on a 

daily basis. Work requires ability to effectively interpret and apply organizational policies, procedures, and systems. Work requires good interpersonal, organizational, supervisory, and analytical skills. Work requires demonstrated ability to 

manage multiple projects and exercise decision-making and problem solving skills. Work requires ability to read, write, develop plans, procedures, and coordinate persons and other resources to accomplish goals. Work requires ability to 

communicate clearly. Work requires knowledge of personal computers. Work may require ability to lead committees as appropriate. Work may require telephone and personal contact with all levels of internal and external personnel and 

organizations.Working ConditionsWork is performed primarily in general office environment. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR SPA CLINICAL RESEARCH CONTRACTS 4378 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to be 

responsible for directing clinical research contracting functions. Experience and EducationBachelor's degree in science, social science, business, law or health-related field and seven (7) years related experience to include progressive supervisory 

experience. May consider advanced education in lieu of experience.Master's degree or J.D. accreditation is preferred and experience in clinical research contract negotiation.Job DutiesLeads and manages a team that reviews proposed new 

research study agreements in a timely manner, including but not limited to confidentiality, consulting, data use and clinical research agreements, and determines priorities for negotiating Master level agreements for all types and 

sponsors.Works closely and collaboratively manages relationships with ancillary teams, such as Central Coverage Analysis, Clinical Research Finance, and Revenue Cycle, to yield effective and efficient execution of mutually beneficial projects 

and tasks.Aids in the selection and/or management of contract management tools and other technology related to SPA Contract teams.Oversees compliance with all institutional requirements as those pertain to the contract review and 

negotiations. Monitors day to day contract flow and intake to ensure timely assignments, assists team with overflow and overall contract assignments based on background and specialty, works with other offices, such as the Office of 

Technology Development, the Office of Legal Affairs, and other offices to establish a cross-review contract process, and, overall, enhance the communication and collaboration.Acts as intuitional expert on clinical contracts, proposals and/or 

other designated processes and key interface for clinical research customers, ensuring consistency in approach, metrics, and format.Develop and implement processes with a primary focus on increasing customer satisfaction and by creating 

and evolving efficiencies while maintaining consistency among the team.Provide direction and strategy on projects and initiatives with minimal oversight.Maintain a focus and actively work towards attainment of all SPA goals and implement 

strategy to attain these goals.In partnership with SPA Director(s), act as primary internal customer interface, responsible for developing key relationships.Provide advice, support and guidance as needed and serve as a mentor to 

colleagues.Participates in selection process of clinical research contract specialists; provides training to team and evaluates staff performance and implements measures necessary to maintain quality performance and results; participates in 

training, development, and/or disciplinary measures; assesses policies and procedures to ensure optimal operation of clinical research contracts team.Initiates and maintains collaborative relationships between clinical research contract team, 

remainder of SPA and all other institutional departments and offices.Designs, executes, and maintains effective system of internal controls which provides reasonable assurance that operations are effective and efficient, assets are safeguarded 

is reliable. Ensures compliance with applicable laws, regulations, policies, and procedures.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to manage and direct staff.Work requires ability to monitor and 

maintain budget.Work requires ability to ensure adherence to all policies and procedures of university, such as FLSA, salary guidelines, accounting regulations, and internal controls policy.Work requires ability to communicate effectively with 

various levels of internal and external contacts concerning policies and procedures.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed in an office environment.

MGR SPA EDUCATION PROGRAM 9612 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryManages curriculum creation and 

implementation of Sponsored Programs Administration (SPA) Certification Program and annual FY education plan for departmental and University stakeholders. Performs a wide variety of assignments using analytical skills to resolve complex 

problems.Experience and EducationBachelor's degree in business administration, public administration, or related field and seven (7) years of experience in business, finance, or public administration with emphasis on customer service. 

Advanced degree, and/or planned completion of Certified Research Administrator (CRA) designation preferred.Job DutiesManages annual education plan implementation as outlined by Assistant Director, Education & Business Process. 

Curricula will include basic science and clinical research administration, onboarding and multi-level certification program materials.Fully understands components of basic science and clinical research award lifecycles and develops presentation 

materials. Presentations will include all aspects of proposal development, financial management and reporting/closeout.Devises course schedule and coordinates with University Scheduling and AV staff to book classrooms and ensure proper 

equipment is available.Creates and assembles course manuals.Maintains initiative budget, responsible for providing updates to Senior Leadership.Compiles & analyzes education program feedback and metrics, providing progress information 

to Senior Leadership.Trains and coordinates session lecturers. Provides coaching on presentation quality.Coordinates collaborative efforts with other central departments (Provost Office, Organizational Development and Training (OD&T), etc.) 

to develop and promote program.Identifies focus group candidates and hosts feedback sessions, modifying plans as needed.Prepares communication plan to University and fulfills all advertising initiatives.Coordinates with OD&T's Taleo team 

for upload of class materials into system, class listing/availability and attendance tracking.Manages implementation of certification plan and coordinates initiative as outlined by Assistant Director, Education & Business Process.Oversees 

training and onboarding of SPA staff members. Manages SPA website audit and revision procedures.Manages SPA communication efforts, to include weekly updates newsletter, internal SPA newsletter and listserv distributions.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires clear written and oral communication skills.Work requires problem-solving skills and ability to interpret/analyze metric data.Work requires 

attention to detail.Work requires working knowledge of Microsoft Office (Excel, Word, PPT), Taleo, Tango, Constant Contact and Articulate 360. Working ConditionsWork is performed in hybrid remote environment and/or 100% remote.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.



MGR SPECIAL EVENTS 8383 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Manager of Special Events is 

responsible for designing, implementing, and coordinating a comprehensive events program that appropriately and consistently promotes interaction with, and recognition of donors and alumni at all levels.Experience and EducationBachelor's 

degree or equivalent and four (4) years experience in event planning as well as extensive experience with special events required. Experience working with complex budgets, preparing financial spreadsheets and tracking expenditures required. 

Experience using constituent relationship management databases, specifically any related events modules, preferred.Job DutiesManages and coaches the activities of assigned special events staff to ensure all functions are 

achieved.Coordinates, plans, strategizes, and organizes the production of special events and programs by structuring the responsibilities of staff, setting goals and objectives for each event, creating timelines, problem solving and financial 

management of each event.Manages special events staff functions to meet goals in an appropriate and consistent manner while following company and state practices and guidelines.Responsible for the day-to-day operations of the Special 

Events team to ensure that upcoming event timelines are being met by the teamServes as lead liaison and provides proactive consultation throughout event development and execution to seek opportunities to enhance service and potential 

return.Negotiates and reviews vendor contracts for events, establishing a network of vendors and contacts to hire for event production; responsible for decision making with vendors at events.Facilitates events including providing direct 

supervision and leadership of personnel and contract staff hired for each event.Establishes and monitors event budgets and resources, managing reconciliation of all final invoices and deliverables.Responsible for the completion of event 

approval forms, event data and reports to ensure office compliance and standards.Updates and maintains all electronic events files.Manages special projects and works on planning committees for donor appreciation receptions and dinners, 

building dedications, lectures, meetings, luncheons, symposiums, etc.Serves as back up to the Director of Venues and Institutional EventsOversees the coordination of mission tours for the Office of Development and Alumni 

Relations.Collaborates on special events that are in partnership with the Southwestern Medical Foundation.Performs other duties as assigned.Knowledge, Skills & AbilitiesExcellent written and verbal communication skills are requiredSuperior 

interpersonal skills with proven ability to successfully interact and collaborate with colleagues of various responsibility areas in a professional mannerMust be a detail-oriented, self-starter with an ability to work independently and manage 

multiple priorities to meet challenging timelines and achieve annual goalsDemonstrated creativity and strategic thinking, with the ability to take initiativeThorough knowledge of standard desktop software applications such as Microsoft Word, 

Excel, PowerPoint, etc.Capacity to respond with insight, tact, and sensitivity to donors' concerns; must exercise diplomacy and discretion in dealing with high-level donors and confidential informationExperience in event planning and project 

managementWorking ConditionsWork is performed primarily in general office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR SPONSORED PROGRAM ADMIN SHARED SERVICES 9129 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under minimal 

supervision of the leadership within SPA, and provides advanced programmatic and project guidance as well as providing direction inwardly and outwardly to our customers. Provides support to the Directors and Assistant Vice President in 

areas of Pre and Post Award, Clinical Research Services, Compliance and Education.Experience and EducationBachelor degree in related field and six (6) years progressively responsible, related experience which includes at least two (2) years of 

experience in a supervisory capacity are required. Job DutiesWorks with the leadership of Sponsored Programs on special initiatives and reports.Responsible to oversee university-wide activities for the expeditious and timely responses to our 

customers and various regulatory submissions.Assists SPA leadership with the development, implementation and maintenance of policies and procedures for Sponsored Programs Administration, including assigning tasks, provide metrics 

throughout process and planning.Contributes to SPA leadership with a variety of internal large volume of decisions, and policies of organization. Completes and supervises complex projects and reports, which may require significant contact 

with other departments and outside organizations for both Pre and Post Award MattersMakes presentations to faculty, staff and outside groups on behalf of Sponsored Programs Administration. Responsible to build relationships with outside 

customers to further elevate the SPA brand across campus in topics related to Pre and Post Award matters.Fully understands and easily pivots between concepts of Pre, Post, Clinical and Compliance requirements within Sponsored Programs. 

Recommends changes and reviews progress. Acts as an extension to leadership to meet deadlines and stay on track, assigning staff across SPA lines with subject matter expertise to various initiatives.Responsible for design, execution and 

effectively of system of internal controls, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.Maintains matrix relationship with staff across all areas of 

Sponsored Programs Administration in order to complete tasks.Ensures compliance with applicable laws, regulations, policies, and procedures.Maintains confidentiality as appropriate.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires ability to manage and direct staff.Work requires ability to ensure adherence to all policies and procedures of university.Work requires ability to work with confidential information on a daily basis.Work requires ability to 

effectively interpret and apply organizational policies, procedures, and systems.Work requires good interpersonal, organizational, supervisory, and analytical skills.Work requires demonstrated ability to manage multiple projects and exercise 

decision-making and problem solving skills.Work requires ability to read, write, develop plans, procedures, and coordinate persons and other resources to accomplish goals.Work requires ability to communicate clearly.Work requires 

knowledge of electronic research administration.Work requires contact with all levels of internal and external personnel and organizations.Working ConditionsWork is performed primarily in general office environment; may have opportunity 

for telecommuting. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR SPONSORED PROGRAM QUALITY ASSURANCE CLINICAL RESEARCH 9244 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision and 

guidance of the Assistant Vice President of Sponsored Programs Administration (SPA) and partners effectively with other Clinical and Financial leaders to provide oversight and to ensure clinical researchers, other research staff coordinators 

and research support staff conduct coding and billing activities in accordance with all applicable laws, regulations, and policies.Experience and EducationBachelor's degree in business and/or medical management or related field and seven (7) 

years' experience working in a clinical research setting. May consider additional years of exerience in lieu of education.Clinical Research background is a plus. Previous experience with coding, documentation, and clinical research billing 

compliance issues. Experience and knowledge of requirements/guidelines pertaining to federal, state, and third-party reimbursement for physicians, non-physician practitioners and hospitals as related to clinical research. Knowledge of EPIC, 

CPT, HCPCS, and ICD-9 codes. Certifications such as SoCRA and ACRP are suggested. Current certification as Certified Clinical Research Coordinator (CCRC) and Certified Professional Coder (CPC), or Certified Medical Coder (CMC) required.Job 

DutiesDevelops, maintains, and monitors new and/or existing policies/procedures and rules/regulations to ensure compliance with all applicable clinical researchers, other research staff coordinators and research support staff to conduct 

coding and billing requirements for federal, state, and third-party reimbursement for clinical research services.Facilitates in developing university clinical research billing compliance initiatives and coordinates education and training of clinical 

coverage analysis staff, clinical research staff and billing personnel concerning applicable clinical research billing requirements and policies.Develops and maintains mechanisms for monitoring legislative and regulatory changes affecting clinical 

research documentation, billing and coding requirements and assessing critical compliance risk associated to these areas.Prepare and assist in preparing annual reports and quality trending reports.Assist in maximizing efficiency of 

management control systems, programs, policies, work methods and procedures.Assure clinical trials and respective billing practices are initiated, documented and reported in compliance with internal SOPs, GCP guidelines, sponsor guidelines 

and current applicable regulatory regulations.Report the status of the quality levels of staff, systems and productions activities.Establishes, maintains, and reviews appropriate processes for clinical coverage analysis staff and other peripheral 

revenue cycle and clinical research teams to report instances of possible non-compliance, and for such reports to be fully and independently reviewed/investigated.Formulates corrective action plans to address any instances of exceptions and 

non-compliance with university, federal, state and payer billing policies and procedures.Reviews overall research billing compliance efforts, as appropriate, to ensure billing practices reflect current requirements and that other necessary 

adjustments are made to improve the university's research billing compliance program.Reviews error rates for real time surveillance and as well as after the fact reviews of our coverage analysis team output and Epic billing functionality. 

Oversees the Quality Assurance operations of the Clinical Research Billing and Coverage Assurance group(s).Identifies clinical research billing compliance policy needs, and work with appropriate university faculty, staff, and committees to 

ensure these policies are developed and disseminated.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires the ability to effectively interact with a wide range of professional and administrative staff.Work requires the 

ability to effectively communicate, both orally and in writing. Work requires the ability to constantly shift focus and priorities to accomplish important goals.Working ConditionsWork is performed primarily in a general office area.

MGR SPONSORED PROGRAMS COVERAGE ANALYSIS 9838 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Manager SPA Coverage Analysis 

works under minimal supervision and guidance of the Director of Sponsored Programs Administration (SPA). Provides oversight to the Central Coverage Analysis Group (CCAG), and works alongside with other Clinical Research leaders, Study 

Teams, and Principal Investigators on Campus.Experience and EducationRequiredBachelor's degree in business and/or medical management or related field and seven (7) years' experience working in a clinical research setting. May consider 

additional years of experience in lieu of education. Previous experience with coding, documentation, and clinical research billing compliance issues. Experience and knowledge of requirements/guidelines pertaining to federal, state, and third-

party reimbursement for physicians, non-physician practitioners and hospitals as related to clinical research. Current certification as Certified Clinical Research Coordinator (CCRC) and Certified Professional Coder (CPC), or Certified Medical 

Coder (CMC) required.PreferredClinical Research background is a plus. Knowledge of EPIC, CPT, HCPCS, and ICD-9 codes. Certifications such as SoCRA and ACRP are suggested. Job DutiesOversees the CCAG team, along with providing education, 

during new hire process, as well as maintaining the knowledge base to ensure compliance. Develops, maintains, and monitors new and/or existing policies/procedures and rules/regulations to ensure compliance with all applicable clinical 

researchers, other research staff coordinators and research support staff to conduct coding and billing requirements for federal, state, and third-party reimbursement for clinical research services.Assists in facilitating in developing university 

clinical research billing compliance initiatives and coordinates education and training of clinical coverage analysis staff, clinical research staff and billing personnel concerning applicable clinical research billing requirements and policies.Develops 

and maintains mechanisms for monitoring legislative and regulatory changes affecting clinical research documentation, billing and coding requirements and assessing critical compliance risk associated to these areas, as it pertains to coverage 

analysis.Prepares and assists in preparing annual pricing libraries, along with leading validation process.Assists in maximizing efficiency of management control systems, programs, policies, work methods and procedures.Reports the status of 

the quality levels of staff, systems and productions activities.Establishes, maintains, and reviews appropriate processes for clinical coverage analysis staff and other peripheral revenue cycle and clinical research teams to report instances of 

possible non-compliance, and for such reports to be fully and independently reviewed/investigated.Formulates corrective action plans to address any instances of exceptions and non-compliance with university, federal, state and payer billing 

policies and procedures.Reviews overall research billing compliance efforts, as appropriate, to ensure billing practices reflect current requirements and that other necessary adjustments are made to improve the university's research billing 

compliance program.Reviews error rates for real time surveillance and as well as after the fact reviews of our coverage analysis team output and Epic billing functionality.Oversees the Quality Assurance operations of the Clinical Research Billing 

and Coverage Assurance group(s).Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to manage and direct staff.Work requires ability to ensure adherence to all policies and procedures of university.Work 

requires ability to work with confidential information on a daily basis.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires good interpersonal, organizational, supervisory, and 

analytical skills.Work requires demonstrated ability to manage multiple projects and exercise decision-making and problem solving skills.Work requires ability to read, write, develop plans, procedures, and coordinate persons and other 

resources to accomplish goals.Work requires ability to communicate clearly.Work requires knowledge of electronic research administration.Work requires contact with all levels of internal and external personnel and organizations.Working 

ConditionsWork is performed primarily in general office environment; may have opportunity for telecommuting.

MGR SR ACCOUNTING SUPPORT SERVICES 9165 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

manage diverse teams within Accounting & Fiscal Services that are centralized, highly specialized, high volume and have organization wide visibility.Experience and EducationBachelor's degree in related field and six (6) years progressively 

responsible related experience, including three (3) years' experience in supervisory capacity are required. Job DutiesLeadership:Responsible for managing and coordinating the activities of a division/section by overseeing customer support, 

supplier/vendor maintenance and non-grants accounts receivables.Develops and cultivates positive professional relationships including leaders at UT System, UT components, UTSW senior management, internal customers, and external 

partners such as vendors, auditors and service providers.Assists director on various reports and projects.Completes and coordinates complex projects and reports, which may require significant contact with other departments and outside 

organizations.Responsible for design, execution, and effectiveness of system of internal controls to provide reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.Provides 

input to strategic decisions that affect the functional area of responsibility.Ensures compliance with applicable laws, regulations, policies, and procedures.Managing productivity and performance:Demonstrate continuous performance 

improvement in targeted areas of responsibility in alignment with the overall annual performance improvement targets.Assists Directors and AVP in developing plans, priorities and work assignments to achieve department goals. Manages 

operating information and analysis of the data. Responsible for communicating and assessing productivity and results to Directors and department head.Provides written analysis and recommendations to the Leadership as requested or 

needed.Sets annual goals for the individuals and the organization and monitors performance against these goals.Managing teams and training:Manages divisional and sectional activities for one or more areas including determining specific 

work assignments; and monitoring their productivity. Create training programs in collaboration with AFS management team for employees on policies and procedures related to financial and operational duties, as well as computer system use. 

Participates in professional development activities to keep current with trends and practices in accounting and other applicable areas such as tax, reporting, communication, process improvement, and health care administration. Recommends 

changes and reviews progress.Customer and employee policy and procedures:Manages and recommends the implementation of policies and procedures for the group to ensure consistent established accounting policies and procedures. 

Responsible for ensuring all procedures for their teams are current and accurate.Ensures accuracy and appropriateness of AFS policies and practices. Maintains confidentiality as appropriate.Performs other duties as assigned.Knowledge, Skills 

& AbilitiesWork requires ability to ensure adherence to all policies and procedures of university.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires proven supervisory, 

customer service, written and verbal communication skills.Work requires proven ability to handle multiple complex assignments.Work requires knowledge of personal computers.Work requires ability to plan, organize, coordinate, and 

supervise work of employees as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to work with 

confidential information as appropriate.Work may require ability to monitor and maintain a budget.Working ConditionsWork is performed primarily in general office environment. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

MGR SR FACILITIES 5039 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

direct, manage, coordinate and plan various functions of the UT Southwestern Medical Center to include short and long term strategic planning and problem solving within the Facilities Management Department. Experience and 

EducationBachelor's degree in related field and ten (10) years of related experience including five (5) years of supervisory experience as manager or equivalent. May consider additional years of experience in lieu of education.Job DutiesLeads a 

diverse work unit that includes skilled and professional employees and/or support staff and personnel. Supervises employees and determine work flow by establishing priorities. Formulates strategies, sets priorities, goals and objectives to 

implement long term strategic initiatives. Implements such plans in a manner to achieve operational results for assigned areas.Evaluates current business processes, searching for ways to improve productivity, reduce costs, and make optimal 

use of resources. Leads teams to identify problem areas and develop improvement solutions that meet business needs or requirements. Assists with measuring process improvement efforts after changes are implemented.Demonstrates 

continuous performance improvement in targeted areas of responsibility in alignment with overall annual performance targets. Identifies and tracks key performance indicators.In coordination with department leadership, administer and 

complete performance appraisals, make recommendations for equity/market increases, reclassifications, and new positions. Leads initiatives towards career development for staff and seeks opportunities to teach, mentor, and promote 

professional growth.Prepares and communicates a variety of reports to stakeholders, facilities management and institutional leadership.Follows-up with accurate and timely reports to Director. Coordinates various projects and programs for 

section ensuring all tasks are completed by established deadlines and to ensure that quality customer service is provided for faculty and staff. Serve as a leader and primary point of contact in responding to data request or problem resolution. 

Maintains confidentiality as appropriate.Assist in budget preparation, overseeing budget expenditures and makes recommendations for budget needs.Develops, revises, recommends, and interprets policies and procedures for section to 

ensure all applicable laws and governmental guidelines are followed and that employees are treated in equitable manner. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment. Work 

requires contact with general contractors, designers and end users. Work requires computer skills in Microsoft Excel, Word, and Project.Work requires knowledge of electrical, plumbing, and carpentry trades. Work may require experience as 

estimator or job superintendent.Work requires supervision of staff in lower grade.Working ConditionsWork is performed on job sites with frequent exposure to disagreeable and/or hazardous elements such as noise, dust, radiation, noxious 

fumes, etc.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MGR SR OPERATIONS AUXILIARY SERVICES 9056 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks independently to manage and 

coordinate operational and systems infrastructure of Auxiliary Enterprises. Works with Leadership to assist in the long-term strategic planning of the department. Participates in the development and implementation of departmental policies 

and procedures. Prepares operational analyses and reports and audits current procedures to monitor and improve efficiency of operations. Oversees multiple lines of business and/or multiple service functions within a line of 

business.Experience and EducationBachelor's degree in business administration or other related field, or equivalent experience and seven (7) years experience in Operations including three (3) years in supervisory capacity. May consider 

additional experience or education in lieu of minimum requirements.Job DutiesReview Industry best practices and generates plan to implement operational enhancementsLead and participate in the daily operations of Auxiliary Enterprises and 

its various components, ensuring compliance with university, local, state, and federal policies, and regulations.Lead and participate the supervision of personnel, which includes work allocation, training, and problem resolution; evaluates 

performance and makes recommendations for personnel actions; motivates employees to achieve peak productivity and performance. Plans and implements capital improvement projects to ensure upkeep and enhancement of existing 

facilities and business systems.Lead and participate in the creation of the department's operational processes, procedure, policies, forms, and workflows, including but not limited to: performance improvement initiatives, orienting and training 

staff on specific processes and service standards, and ensuring staff have the tools and resources necessary to perform assigned tasks. Reviews and interprets financial and operating information, as appropriate; coordinates and develops 

periodic operating analyses, and prepares financial/business reports for Senior Management; may participate in the preparation of contract proposals, and other reports provided by the department.Provides advice and assistance to senior 

management in the planning, implementation, and evaluation of modifications to existing operations, systems, and procedures. Represents the department at various business meetings; promotes existing and new programs and/or 

policies.Leads the supervision of one or more specified operating and/or service activities within the department, as appropriate.Performs miscellaneous job-related duties as assigned. Knowledge, Skills & AbilitiesAbility to communicate clearly 

and effectively, both orally and in writing.Ability to deal courteously and diplomatically with the general public.Ability to select, develop, organize, motivate and effectively utilize staff.Ability to utilize Microsoft Office applications.Working 

ConditionsWork is performed primarily in a general office environment.

MGR SR STRATEGIC INITIATIVES FINANCIAL AFFAIRS 9604 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryReporting directly to the Vice President 

of Finance and Institutional Chief Financial Officer, works under minimal supervision to direct, plan, manage, and develop short and long-term strategic goals within Financial Affairs. Experience and EducationBachelor's degree or equivalent and 

six (6) years of experience in finance, business, or project management environment. Master's degree or Project Management Certification preferred.Job DutiesPlans, directs, and manages short and long-term goals of the Vice President of 

Finance and Institutional Chief Financial Officer (CFO). Provides project management to CFO to manage projects assigned by the CFO and other leaders within the Business Affairs organization, ensuring alignment with strategy and common 

business objectives. Oversees project quality and status for all assigned projects.Develops and analyzes new strategic initiatives, process improvement plans, and tracks achievement of major project milestones.Develop and monitor key 

operational metrics of Financial Affairs departments' performance.Respond to external data requests as well as urgent requests from the Executive Vice President. Serves as leader within the Financial Affairs team for problem resolution with 

departments.Evaluates current business processes, searching for ways to improve productivity, reduce costs, and make optimal use of resources. Leads teams to identify problem areas and develop improvement solutions that meet business 

needs or requirements. Assists with measuring process improvement efforts after changes are implemented. In partnership with Financial Affairs departments, manages salary administration planning for classified and A&P employees. Reviews 

and recommends market and equity adjustments.Leads initiatives for performance evaluations and career development for Financial Affairs staff.Partner with the administrative assistant to the CFO to manage agendas, task lists, PowerPoint 

presentations, and communications.Ensures compliance with applicable state and federal laws, regulations, policies and procedures.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong written, interpersonal, 

customer service, analytical, and supervisory skills.Work requires demonstrated success in planning, problem solving, and managing highly skilled work force.Work requires ability to make sound judgments and recommendations regarding 

complex human resource matters.Work requires ability to design and implement pragmatic, timely solutions.Work requires ability to be team player, bringing creative and innovative approach to management.Work requires telephone and 

personal contact with all levels of internal and external personnel and organizations.Work requires ability to read, write, develop plans and procedures, and coordinate persons and other resources to accomplish goals.Work requires 

responsibility for review, development, and recommendation of policies.Work requires responsibility for development and tracking of budget account.Work requires exercise of considerable judgment and attention to detail.Working 

ConditionsWork is performed primarily in a general office area.

MGR STANDARDIZED PATIENT PROGRAMS 1679 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under minimal 

supervision to manage the operation of program or project, exercising independent judgment and authority as required.Experience and EducationBachelor degree in Business Administration, Health Care Administration, Education/Social 

Science, or related field, or five (5) years of experience progressively responsible, related experience to include at least two (2) years in supervisory capacity.Job DutiesInteract with multiple department and stakeholders to provide educational 

support for courses.Manages the day-to-day operations of the Standardized Patient Program (SPP) including education, assessment and research projects.Hires, trains and evaluates all SPP staff. Manages the process of interviewing, hiring, 

remediation, and termination of staff and standardized patients.Prepares and oversees the operations budget for the program and individual clinical skills projects for clinical skills teaching clinics and Objective Subjective Clinical Exams 

(OSCE).Supervises the preparation and updating of teaching spaces including exam rooms set up, video control rooms, conference rooms, and computer labs.Develops, designs, implements and facilitates simulated experiences to meet 

curriculum objectives and education criterial related to students, residents, practicing physicians and other healthcare providers. Assists faculty in the development of standardized patient case materials and evaluation tools used by 

standardized patients who participate in OSCEs and educational session.Provides direction and consultation to UT departments and outside professional organizations in the utilizing the clinical skills lab in the development and management of 

clinical skills activities for education, assessment and research.Collects, maintains, and secures all confidential data collection from all simulated sessions.Assists and trains faculty in retrieving, understanding and utilizing OSCE scores from 

software program used to capture data.Provides input for development of new simulated activities and services to enhance the education of students and other healthcare professionals.Oversees and updates the policy and procedure manual 

and Standardized Patient manual.Supervises the scheduling of students, residents and other healthcare professionals for all clinical skills teaching and testing sessions.Administrator level operation of learning management system.Performs 

other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to manage and direct staff.Work requires ability to monitor and maintain budget.Work requires ability to ensure adherence to all policies and procedures of 

university.Work requires ability to work with confidential information on a daily basis.Work requires ability to effectively interpret and apply organization policies and procedures, and systems.Work requires good interpersonal, organizational, 

supervisory and analytical skillsWork requires demonstrated ability to manage multiple projects and exercise decision-making and problem solving skills.Work requires ability to read, wrote, develop plans, procedures, and coordinate persons 

and other resources to accomplish goals.Work requires ability to communicate clearly using good verbal and written communication and interpersonal skills.Work requires ability to read, write, analyze data, develop plans and procedures, and 

coordinate resources to accomplish goals.Work requires responsibility for review, recommendation, development, and implementation of policies related to program.Work requires responsibility for development, maintenance, and tracking of 

program accounts/budgets.Work requires knowledge of personal computersWork may require ability to lead committees as appropriate.Work may require telephone and personal contact with all levels of internal and external personnel and 

organizations.Working ConditionsWork is performed primarily in general office or health care environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human 

Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR STRATEGIC PLANNING 9305 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree in 

business or healthcare administration and five (5) years' experience in strategic planning, or related, experience in complex organizations. May consider additional experience in lieu of education.Job DutiesManages multi-disciplinary planning 

projects; scope of responsibility ranges from ownership of a single project deliverable to managing several complex engagements with multiple workstreamsManages staff (including Strategy Analysts to Senior Strategists); scope of 

responsibility includes training, supervision, mentorship, and performance managementDemonstrates ability to perform analyses and make appropriate recommendations in the following domains:Business plans for the Hospitals and Faculty 

Practice departments, including on-site and off-site locations, that include:Recommendations for geographic expansion, revenue enhancement, or clinical distinctionMarket analysis to evaluate competitive landscapeRelevant trends among 

important stakeholders (e.g., payer, provider, medical device, pharmaceutical, regulatory, etc&hellip;)Historical and projected service and provider surplus/ deficitHistorical and projected demand for services (e.g., demographics, incidence/ 

prevalence of disease, top partnership needs, etc&hellip;)Go-to-market strategy for new or expanding servicesVolume and financial projections (including capital debt amortization and NPV analyses)Risks, mitigation factors, and key 

performance indicatorsExit strategies if targets are not met within an acceptable timeframeService line and/ or program enhancementOther high-priority projects, such as the evaluation of US News and & World Report's Best Hospitals 

rankings including recommendations for improvementAd-hoc projects for the Hospitals and Faculty Practice departments, including on-site and off-site locationsDelegates tasks, project workstreams, or projects to assigned staff and oversees 

progress, providing regular, real-time feedbackDevelops assigned staff by supporting the creation and implementation of professional development plans in consultation with the DirectorTakes ownership of own professional development 

through the creation of professional development plans in consultation with the DirectorDevelops and manages workplans to produce deliverables and meet target deadlines Performs other duties as assigned.Knowledge, Skills & 

AbilitiesSuccessful candidates will have demonstrated capability in the following areas:Leadership skills (able to build relationships of trust with stakeholders at all levels of the organization)Supervisory experience (including training, 

supervision, mentorship, and performance management)Healthcare industry knowledge (including terminology, trends, emerging technologies, etc&hellip;)Creative thinking skills (offers innovative solutions to difficult problems)Critical 

thinking skills (able to "connect the dots" among various concepts when the connection in unclear)Business acumen (including market analysis, financial and operational modeling, due diligence, etc&hellip;)Communication skills 

(communicates clearly and persuasively, both verbally and in writing)Technical/ modeling skills (including Excel [formulas, Pivot Tables, Power Pivot] and Access)Project management skills (including scoping, workplan development, and 

execution under a timeline)Working ConditionsWork is performed primarily in office setting.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



MGR STUDENT STORE 6441 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 6E

Maintenance/Craft-SemiSkill 

Jr CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks independently to provide 

management oversight to multiple Campus Student Stores.Experience and EducationCompletion of two (2) years college, or equivalent experience. Four (4) years experience in retail sales and/or merchandising, including two (2) year in 

supervisory capacity. Must have and maintain a valid Class "C" Texas Driver License with an acceptable driver's record to utilize a university vehicle.Job DutiesSelects and purchases merchandise for sale in Student Store, locating sources, 

obtaining price quotations, and preparing and signing purchase orders.Consults with faculty members and student body representatives to determine variety and scope of merchandise, medical instruments and equipment needed for 

individuals and departments.Oversees the safety and security of the stores and store personnel by monitoring theft prevention and training plans, and incorporating safety procedures. Responsible for implementing inventory tracking 

procedures to ensure safe keeping of inventory and display items.Supervises and participates in receiving, marking, and storing merchandise, and ensures that merchandise is removed from storeroom on first-in, first-out basis as much as 

possible to minimize obsolescence or deterioration.Determines utilization of available floor and shelf space and arrangement, display, and shelving of articles for sale.Develops and maintains effective working relationships with vendors in 

order to obtain best prices, locate special items for individuals and departments, ensure timely deliveries, and obtain credit for returned merchandise.Monitor industry trends and implement industry specific best practices. Report best 

practices to Operations Manager.Must be able to analyze and select products for resale at merchandise and apparel markets. Maintains current and accurate records of receipts and disbursements reconciling accounts payable for monthly 

financial report and approving bills for payment.May prepare monthly sales reports and profit and loss statements. May analyze monthly accounting reports, comparing estimated with actual income.May fulfill duties of Operations Manager 

as needed. Assists in preparation of annual budget.Plans special sales and sales promotions.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment in interpretation of policy and/or 

application of procedures or practices to work problems. Work requires contact in person or by telephone with vendors, students, faculty members, and staff relating to problems of recurring but non-routine nature.Working ConditionsWork is 

performed primarily indoors in a semiprivate office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance 

with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; 

and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR SUPPLY CHAIN - LAB U5564 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision 

reporting to the Director Materials Management. The Manager Supply Chain - Laboratory is responsible for implementing and maintaining an inventory management program for the Laboratory departments at a system level. This position will 

be responsible for management, analysis, forecasting and reporting.Experience and EducationBachelor's degree and 3-5 years hospital or multi-hospital supply chain inventory control and/or distribution experience. Additional experience in lieu 

of degree will be considered. Job DutiesDevelops and manages all aspects of the inventory program for the Laboratories.Responsible for ordering, receiving, storage and distribution of all reagents, supplies, consumables, minor equipment, 

parts, paper, forms, and any other inventory item(s) related to the operation of the Laboratory to ensure quality services are provided in a timely manner.Monitors utilization of all supplies and coordinates adjustments to stock levels 

respectively. Establishes and maintains accurate PAR levels in MMIS.Distributes information regarding the availability of supplies and other pertinent information to all laboratory staff.Responds to inquiries and provides assistance to other 

departments, hospital staff and external representatives in the implementation and performance of job function.Assures compliance with accreditation standards with regards to storage of supplies.Ensures that the laboratory staff and clients 

are aware of procedures that provide for efficient ordering, receiving, storage and distribution of all laboratory supplies.Ensures adequate stocks of inventory while allowing for no wastage of inventory, reagent or product due to shelf storage 

expiration.Conducts staff performance appraisals, mentors, counsels and disciplines as is appropriate. Assists with the interview and orientation process for potential and new hires.Coordinates and performs physical inventory of all laboratory 

supplies as required.Responsibilities extend and apply to any and all locations and sites as which the Laboratory may maintain, distribute, and/or utilize inventory in all of its various forms.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesFully experienced with exceptional skill set or knowledge in healthcare related inventory management. Works with minimal supervision. Capable of serving as trainer, mentor to junior and mid-level staff. Is knowledgeable about both 

local and national public safety and regulatory issues.Can successfully support solution of organization-level customer service issues and complaints, especially those that apply to area of specialty. Strong knowledge of state procurement 

processes and procedures preferred.Ability to communicate effectively both orally and in writingCapable of maintaining a high level of customer satisfactionDemonstrated proficiencies with Microsoft software suiteWorking ConditionsWork is 

performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for 

Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, 

national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

MGR SUPPLY CHAIN ANALYTICS 4128 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryProvides primary leadership and 

oversight of Supply Chain technology systems, analytics, reporting, and performance metrics as well as supports the Supply Chain Systems & Analytics staff. Manages and/or oversees queries, reporting, dashboards, data integrity and 

integration with the Supply Chain Systems & Analytics staff. Works as an intermediary between Supply Chain Management and UTSW Information Resources (IR) team and proactively identifies opportunities for system optimizations. Also 

ensures operations and staff meet the highest standards of quality, integrity and ethics while meeting all corporate compliance and government regulations and standards.Experience and EducationBachelor's degree in Business, Supply 

Chain\Logistics, Information Systems, or other related discipline with five (5) years of experience in performing systems analysis, business process analysis and software implementations in a complex healthcare or industry environment 

including two (2) years of Healthcare Supply Chain Management experience and two (2) years supervisory or project leadership experience.Proven project management skills with medium- to large-sized projects with firm understanding of 

project management methodologies and approaches. Advanced knowledge and experience with Jaggaer, PeopleSoft, GHX, and RASMAS (Recall Management Systems). Advanced query/reporting writing skills in SQL, Power BI, MS Access and 

Excel. Hands on experience in gathering, documenting, and communicating business processes and application requirements using Microsoft Word, PowerPoint, Excel, Visio, and other appropriate software. Excellent system and analysis skills: 

MS Office Suite (especially MS Access & Excel).Preferred QualificationsMBA or Master's degree related to Business, Healthcare, Information Systems or Supply Chain Management; CMRP Certification; CSSGB Certification. Lean Six Sigma Green 

Belt or higher preferred.Job DutiesCoordinates system implementation projects, from definition through testing, implementation, and training plans. Coordinates system enhancement projects, from definition through testing, implementation, 

and training plans. Manages development of tools to assist Sourcing, Contracting and Value Analysis staff in making quality decisions on product, purchased services and equipment selection. Coordinates with vendors to optimize service 

support for departmental systems and to optimize service for professional and departmental staff. Maintains awareness of vendor technology trends including how those directions will impact departmental systems and operations.Manages 

departmental projects and coordinates with the IR and Supply Chain departments to plan software upgrades and serves as a resource during implementation of new systems.Analyzes operating issues, identifies and prepares proposals to solve 

specific operational problems in all operational areas which depend on Supply Chain system applications, working closely with departments concerned and involving other staff as appropriate.Coordinates with principal departments to identify 

and design changes to work flow processes, and to improve Supply Chain operations service through more effective use of business system applications.Develops and maintains department policies, procedures and processes to ensure 

effective and efficient operations. Ensures policies, procedures and processes are followed and are in compliance with Corporate Compliance and Government rules and regulations.Oversees development of reporting tools, performs and/or 

oversees metrics and benchmark data on areas of department metrics, spend, and opportunities of cost reductions.Interviews, hires, trains, supervises, conducts coaching and staff development, conduct performance evaluations, and attends 

to personnel issues with staff under his/her area of responsibility. Directly supervise 5-6 FTEs and internship programs for department. Provides structure, direction and accountability for system projects, coordinates and prioritizes staff 

workflow. Mentors and provides opportunities for staff development including cross training.Oversees Supply Chain Systems and Analytics including training both Supply Chain staff as well as customer base.Coordinates problem resolution 

and facilitates process improvement in relation to Supply Chain Systems and Analytics interfacing with other hospitals or related supplier systems.Miscellaneous work such as leadership meetings, training, travel between sites, etc.Performs 

other duties as assigned. Knowledge, Skills & AbilitiesProject management skills with medium to large sized projects (5-10 people) with firm understanding of project management methodologies and approaches.Ability to manage multiple 

tasks and manage medium to large sized projects in a cross-functional, healthcare environment.Excellent system and data management skillsAbility to work in a team environment and interface well with associates at all levels of the 

organization.Ability to build a variety of reports, queries and executive summaries for upper management utilizing the EDW, PeopleSoft, Power BI and other data systems.Possesses a high degree of professionalism and a project management 

style that promotes progress through teamwork in a collaborative environment.Familiarity with scientific terms (in biology, biochemistry, chemistry, etc.) may be helpful. Ability to work under pressure and meet tight deadlines.Ability to 

balance competing project timelines. Ability to organize vast amounts of data to give management guidelines for business improvement opportunities.Working ConditionsWork is performed primarily in general office area.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR SUPPORT SRVCS BUS OPERATIONS U5430 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable MINIMUM QUALIFICATIONSRequired: Bachelor's 

degree in business, healthcare, or a relevant subject area and Three (3) years of experience in healthcare administration, OR Associates degree in business, healthcare, or relevant subject and Five (5) years of experience in healthcare 

administration, OR High School diploma and Seven (7) years of experience in healthcare administration.Preferred: Eight (8) years of experience in academic healthcare administration with at least four years in a leadership role. Experience in 

RFID/RTLS experience and planning. SUMMARYThe Manager of Support Service Business Operations reports to the AVP of Non Clinical Support Service and is responsible for providing administrative support for designated operational and 

management activities in the following areas within the multiple support service department: operations, budget planning and management, strategic planning, equipment planning and project management, facility interfaces, as well as 

internal and external communications. ESSENTIAL FUNCTIONSOperational ImprovementPerform analysis of various aspects of operations, monitor trends, and reports accordingly to the AVP Non Clinical Support Service.In collaboration with 

the leadership team and manager of finance, develop and implement efforts to improve operational performance on a project basis to assist the hospitals and clinics in meeting its annual and strategic goals.Collect and utilize operational and 

bench marking data to assist the leadership team of the hospital in setting targets for improvements in patient services, productivity, and cost management. Prepare appropriate reports and conduct surveys in order to evaluate hospital and 

clinic operational and fiscal performance, and distribute as appropriate.Provide support to the leadership team members for various projects as assigned within budget and on schedule.Review Support Service performance to ensure 

timeliness, accuracy, compliance and standards fulfillment as defined in Service Level AgreementsComplete monthly trending analysis of performanceAnalyze support data and provide reporting insights to assist in management decisions 

which align operational performance with strategic goalsResource ManagementCapital Budget ControlCollaborate with the Finance Department to monitor capital expenditures against budget, performing regular reconciliation. Participate in 

the development of a 3-year capital plan for the Support Services DivisionOperational Budget Control Prepare and manage annual operational budget in assigned areasMonitor and report operational financial performance Identify and 

implement process improvements that lead to cost savings and improve non-clinical support services to staff and patientsStrategic PlanningProvide staff support to the AVP Non Clinical Support Service strategic planning activities.Participate 

as representative of the office of the AVP Non Clinical Support Service, as appropriate, on program planning teams Oversee management of Support Services personnel, providing recommendations for hiring, promotion, salary adjustment and 

personnel action when appropriate in conjunction with the manager of financeBusiness/ Program PlanningPrepare business plans for program and business opportunities with the direction of the AVP Non Clinical Support Services and other 

members of the leadership team.Participate in business and program planning, providing support with the planning process and financial, and marketing strategies in collaboration with appropriate individuals within the Health 

System.Establish a monitoring process for tracking performance for the purpose of identifying areas of improvement and developing initiatives to achieve organizational objectives.Assure timely communications to stakeholders about the 

status of projects being planned or implemented.Service ProviderWork with the AVP Non Clinical Support Services and other members of the team to improve patient satisfaction throughout the University Hospitals.Assure Support Services 

rounding is conducted and ensure follow-up occurs on observed issues.Complete a Biomedical Engineering preventative maintenance program for ambulatory health system departmentsCommunicationDevelop and present findings associated 

with operational reviews to team members as requestedCollaborate with all members of the leadership team required, providing support for UT Southwestern leadership on projects as assignedWork with the AVP Non Clinical Support Services 

to assure external and internal communications are appropriate, complete, clear and professionalAdheres to internal controls and reporting structure.Performs other duties as assignedKNOWLEDGE, SKILLS, & ABILITIES                                  

Business knowledge:Key knowledge of modern health care administration, principles and practices within a managed care environment and/or an academic medical centerKnowledge of the principles and practices of supervision and 

administration as applied to the management and direction of personnel within areas of accountabilityEffective managerial and administrative abilities as applied to the complex environment of an academic health centerLeadership 

abilities:Ability to implement change in a positive, sensitive and forward-thinking mannerStrategic thinking, planning and problem-solvingDeveloping goals and objectives, and establishing prioritiesSelf-starter with a willingness to try new 

ideasGood judgment and ability to act decisively at the right timeResults orientationHuman Relations abilities:Ability to build collaborative alliances and teamsEffective persuasion and negotiation skillsEffective interpersonal skillsEffective 

ability to ensure a high level of customer satisfaction Flexibility and receptiveness to new and different opinions/ideasAbility to create win/win solutions and relationshipsAbility to effectively deal with conflict management and the skill to 

anticipate and bring issues to resolutionAnalytic Skills:Organization, planning, scheduling and project management skillsAbility to develop and analyze options, recommend solutions to solve complex problems and issuesAbility to identify and 

resolve problems with a minimum of directionCommunication Skills:Effective verbal, written communication and group presentation skillsDesign and implementation of communication program to management teamWORKING 

MGR SURGERY MATERIALS U5006 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and previous experience in hospital or Material Management, on-job training, and one (1) year directing and leading work of others is required. **Valid Texas drivers license.**   Job Duties  Coordinates purchase, receipt, 

distribution, and inventory control of needed supplies, equipment, and services for all of surgical services.      Performs ongoing analysis of par levels, inventory levels, supply expenses, and other departmental expenses.       Assists in budget 

preparation.        Insures patient charges are entered daily.        Maintains working relationships with all department managers, upper administration, and with co-workers.       Prepares ad-hoc reports and analysis as requested or required.        

Reviews and modifies patients charges based upon changes in pricing.       Reviews and completes invoices.        Completes special projects as assigned by Nurse Coordinator or Director.       Participates in quarterly inventory, assuring accurate 

counts.        Keeps work area clean and neat.  Assures boxes and packing materials are removed and floor swept.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR SYSTEMS & ePROCUREMENT 9635 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryUnder minimal supervision, responsible 

for effective and efficient service delivery and operation of the eProcurement systems.Experience and EducationBachelor's degree in Business Administration or related field and five (5) years related experience with three (3) years in a 

supervisory level; CPM., or CPPO. certification is preferred but must be obtained within 18 months after hire. Preferred Qualifications: Preferred experience in procurement, compliance, and contract management. Experience successfully 

managing staff in a complex multifunction organization. Proven ability to delegate authority and meet deadlines. Demonstrated excellent interpersonal relations and customer service skills. Equivalent combination of relevant education and 

experience may be substituted as appropriate.Job DutiesManages a team that serves as primary liaison between Departments. Oversees service recovery and match exceptions. Manages workflows and monitors incidents within enterprise 

ticket management system (ServiceNow) to ensure SLAs are achieved.Works closely with IR concerning all eProcurement systems. Coordinates system upgrades in collaboration with Information Resources and Supply Chain 

leadership.Develops eProcurement strategy for Punchout suppliers; assists with onboarding and implementing new Punchout suppliers.Partners with IR training department in the use of the eProcurement systems to maximize departmental 

competence and in support of excellent management decision making. Serves as a resource for end-users of business intelligence, thereby interacting with departments as needed to assist with training of teams and individuals use of 

eProcurement.Coordinates new employee and buyer training and back-office support.Drafts, reviews, analyzes financial and statistical data consistent with department guidelines and goals, which applies to cost improvement information that 

supports supply chain and utilization management efforts.Functions as information resource SME for supply chain leadership and management.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to manage 

and direct staff.Work requires ability to monitor and maintain budget.Work requires ability to ensure adherence to all policies and procedures of university.Work requires ability to work with confidential information on a daily basis.Work 

requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires good interpersonal, organizational, supervisory, and analytical skills.Work requires demonstrated ability to manage multiple 

projects and exercise decision-making and problem solving skills.Work requires ability to read, write, develop plans, procedures, and coordinate persons and other resources to accomplish goals.Work requires ability to communicate 

clearly.Work requires knowledge of personal computers.Work may require ability to lead committees as appropriate.Work may require telephone and personal contact with all levels of internal and external personnel and 

organizations.Working ConditionsWork is performed primarily in general office environment. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MGR TALENT ACQUISITION 9530 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's Degree or in 

business administration or related field or equivalent and a minimum of six (6) years of progressively responsible experience in one or more areas of Talent Acquisition required. Two (2) years of supervisory experience preferred.Job Duties1. 

Directs, manages and has accountability for the talent acquisition operations; reviews workload, and develops action plans to complete work; monitors and evaluates performance and staffing levels.2. Manages the talent acquisition staff by 

identifying and developing talents of employees based upon current and future business objectives.3. Evaluates selection criteria and testing techniques to ensure compliance to standards.4. Provides technical guidance to employees, 

colleagues and/or customers.5. Supports Internal Audit, the Office of Federal Contract Compliance Programs (OFCCP), and the Equal Employment Opportunity Commission (EEOC) standards, referencing the entire compliance process.6. Direct 

the organization's talent acquisition strategy to ensure the best selection for each role and the talent acquisition process is conducted efficiently, economically and in accordance with the organization's policies and standards to ensure job 

vacancies are quickly filled, new employees are smoothly integrated into the organization and the candidates selected best match the needs of the position and the business.7. Evaluates processes and workflow for performance improvement 

recommendations. Adapts departmental plans and priorities to address resource and operational challenges.8. Creates various talent acquisition reports and compiles statistics as requested.9. Liaise with managers to develop and implement 

Talent Acquisition strategies that are appropriate for their business needs and consistent with the organization's overall HR strategy.10. Negotiates job offers with candidates and departments on an as needed basis.11. Assists with various 

talent acquisition projects as needed.12. Serves on administrative committees as required.13. Adapt existing Talent Acquisition process and proactively works to maximize the result of the team.14. Partner with business leaders to understand 

business environment, travel to sites regularly to scan the business environment, facilitate staff focus groups on relevant topics, drive greater engagement and assess risk, and follow up to drive issue resolution/closure.15. Build and maintain a 

strong functional team through effective recruiting, training, coaching, performance feedback, team building, and succession planning.16. Serve as a champion of change and drive adoption of new approaches, ideas, programs, and technologies 

in a positive and proactive manner.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR TALENT ANALYTICS AND OPERATIONAL EXCELLENCE 9666 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H7A Prof Services-HR-OD & T Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Manager, Talent Analytics and 

Operational Excellence reports to the Assistant Vice President, Talent Planning & Development, and is responsible for the data-analytic, technology and operational process infrastructure to support talent planning and development functions 

for UT Southwestern and its University Hospitals and Clinics.Experience and EducationMaster's degree in Industrial/Organizational Psychology, business administration, human resources, or related field and eight (8) years progressively 

responsible experience in Learning or Leadership Development, including preferably experience in a healthcare or university environment, or equivalent experience. Ph.D. preferred.Job DutiesDesign the metrics and data analytic strategy, inputs 

and dashboards in collaboration with stakeholders to measure talent planning and development process and outcome effectiveness.Manage the internal team processes for tracking activity and learning impact and provide meaningful data 

and dashboards that drive decision-making.Innovatively use technology to continuously improve the way we do work, including process automation, providing reporting and visibility to key data, using artificial intelligence to streamline 

service/ other, etc.Serve as the business point person for all enterprise technology within the talent planning and development group (Learning Management, Performance Management, In-house automation solutions, and vendors, such as 

GLINT for the engagement survey).Collaborate with HRIS and IR to ensure that business requirements for technology are met and service levels maintained. Oversee eLearning planning, design and development of engaging & highly effective 

multimedia-based communications and learning designs, courseware, and other deliverables using efficient and effective adult learning methodologies and interactive design principles. Oversee the update of existing eLearning content based 

on enhanced quality standards, organizational changes, system changes/updates and end-user feedback. Oversees training plans/approaches for projects requiring eLearning and multi-media training components by consulting with ODT, HR, 

Compliance and client/business owners.Oversee the Performance Management system and work in collaboration with colleagues to support the design and delivery of high impact performance management and calibration processes and 

training.Oversee and streamline the recognition process, including the current PACT program and future enhancements including technology.Design and develop talent planning tools and technology to support the identification of high 

potential talent for leadership development opportunities and succession planning.Continuously scan the environment for new and innovative ways of doing work, including technology, process improvements and operational effectiveness. 

Present ideas and gain traction for continuous improvement. Maintain up-to date knowledge of best practice in Leadership Development, Program Evaluation, Performance Management and Training within the industry. Perform other duties 

as assigned.Knowledge, Skills & AbilitiesWork requires ability to manage and direct staff.Work requires ability to monitor and maintain budget.Work requires ability to ensure adherence to all policies and procedures of university.Work 

requires ability to work with confidential information on a daily basis.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires good interpersonal, organizational, supervisory, and 

analytical skills.Work requires demonstrated ability to manage multiple projects and exercise decision-making and problem solving skills.Work requires ability to read, write, develop plans, procedures, and coordinate persons and other 

resources to accomplish goals.Work requires ability to communicate clearly.Work requires knowledge of personal computers.Work may require ability to lead committees as appropriate.Work may require telephone and personal contact with 

all levels of internal and external personnel and organizations.Working ConditionsWork is performed primarily in general office environment. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval 

of Vice President and Chief Human Resources Officer or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, 

genetic information, citizenship status or veteran status.

MGR TECH IMG SVCS/SYS U5572 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision with 

the Imaging Services Leadership to perform employee oversight, payroll, scheduling, imaging exams, exam protocols, accreditation, operations, and facilitation of equipment maintenance.Experience and EducationBachelor's degree and Ten (10) 

years progressively responsible, related experience to include at least three (3) years in a supervisory capacity. Applicants without the stated preferred degree, but with significant additional related experience may be considered. Job DutiesThis 

position oversees the Technical Supervisors of each modality (X-ray, MRI, CT, ULS, Nukes/PET & Mammography) across the Imaging Service line. Monitor, grow, develop, and manage the Technical Supervisors productivity to maximizing 

performance and employee satisfaction.Contribute to strategic and operational planning, coordination, and goal setting in collaboration with hospital and Ambulatory Administration, Imaging Services Leadership, Department of Radiology 

Administration, and University Leadership.Review, implement, monitor, and improve Imaging Services quality, performance ,and safety.Contribute to the development, implementation and management of plans to start new services, and grow 

existing service volumes.Develop, monitor, report and manage Operating and Capital Budgets - emphasizing comprehensive equipment and facility planning and ongoing expense reduction.Develop, communicate, monitor and enforce policies, 

procedures, protocols, pathways, schedules, and other work processes.Ensure compliance with all legal, regulatory and accrediting standards.Participate in the development, implementation and management of Information Systems 

processing images, schedules, business and financial data and operational information, collaboratively with Administrative, IR, Financial, Admitting and HIM staff.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires 

ability to contribute to strategic and operational planning, coordination and goal setting in collaboration with hospitalWork requires ability to recruit, manage, develop, and motivate Radiology leaders and employees - maximizing performance 

and employee satisfaction recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to monitor, 

report and improve Imaging quality, performance, and safety, and associated technical and service indicators.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high-volume facility.Work requires 

ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environmentAny qualifications to be considered as equivalents in 

lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MGR TECHNOLOGY DEVELOPMENT OPERATIONS 9197 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummarySupport the efforts of the Office for 

Technology Development by providing high level guidance with respect to matters of operations, strategy, intellectual property (IP), compliance and process improvement as they relate to the marketing of new and developing 

technologies.Experience and EducationBachelor's degree in Business, Finance, or scientific field required; the preferred candidate will hold a Master's degree in one of the stated fields. Eight (8) years of progressively responsible professional 

experience in business, finance, healthcare, or a scientific field, to include at least five (5) years of experience in finance, contract analysis, or compliance required. The ideal candidate will have both scientific and financial technical expertise. 

Previous experience in compliance, financial, or contract analysis role required. Previous experience in developing, implementing and improving compliance projects/programs required. Previous experience in financial and contract analysis 

strongly preferred. The preferred candidate will have a background that shows ability to learn new topics quickly and adjust to new environments in stride. Applicants without the stated degree, but with significant additional professional 

business, finance, or compliance experience may be considered. Job DutiesDevelop and implement compliance processes and procedures for the Office for Technology Development (OTD) that have a direct impact on UT Southwestern's ability 

to receive significant federal funding each year.Monitor and evaluate operational processes, procedures, and systems for continuous improvement opportunities, utilizing and implementing technology strategies to achieve greater process 

efficiencies. Review and analyze complex contract agreements to ensure accuracy of data entered in the department's database, and work with other team members to facilitate collection and distribution of funds. Lead and manage the 

technology development team focused on business operations, including but not limited to those responsible for patent portfolio management, reporting to outside funding agencies (including but not limited to the NIH and CPRIT), equity, 

compliance, internal audit and measurement/evaluations.Establish and clearly communicate goals for measuring performance; focus on continual process improvements.Provide continual learning opportunities for the entire OTD team around 

your areas of responsibility especially as relates to patents and IP protection and management.Serve as primary liaison with our UTSW finance partners for all aspects of financial compliance and contract management for the OTDServe as 

departmental subject matter expert and maintain up to date technical knowledge of applicable government reporting systems and procedures (including but not limited to iEdison and Bayh-Dole). Analyze contracts and grants to facilitate 

communication and timely fulfillment of reporting obligations for all reports both internal and external to the institutional reporting system. Manage communications with external patent counsel to facilitate prosecution of ongoing patent 

applications. Work with counsel and internal partners as needed to develop strategies to assist the technology development and commercialization process. Ensure accuracy of all reported data and documents related to overall operational 

process.Perform problem solving as needed with all parties related to and involved in overall operational process.Assist in invention disclosure process including reviewing, processing and information gathering as needed.Communicate 

effectively and build relationships with our internal and external partnersFind creative solutions to challenging problems and expand individual skills and abilities while providing support to team members and projects. Provide timely and 

courteous service.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent written communication skills.Work requires attention to detail and excellent project management skills.Work requires strong 

interpersonal skills and a demonstrated aptitude for managing people.Work requires strong communication and customer service skills.Work requires ability to work well in a team environment is necessary.Work requires problem solving and 

negotiation skills.Work requires ability to utilize appropriate/needed software.Working ConditionsWork is performed primarily in a general office area.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, 

sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.



MGR TITLE IX 9678 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Title IX Manager assists in the 

development, implementation and management of Sexual Misconduct/Sexual Harassment prevention programs (including overall case management) and conducts workplace investigations with the goal of ensuring institutional compliance 

with laws and regulations addressing the elimination of sexual harassment, sexual misconduct (including sexual violence), and related discrimination on campus.Experience and EducationREQUIRED QualificationsA Juris Doctorate from an 

accredited college or university with a minimum of two (2) years of full-time professional experience conducting EEO/Title VII/Title IX compliance investigations in a government, corporate, or higher education setting; or a baccalaureate degree 

from an accredited college or university with a minimum of four (4) years of the aforementioned experience. Familiarity with Title IX, VAWA, Campus SaVE, and related federal and state laws is required. Experience facilitating educational and 

training programs regarding sexual harassment/sexual misconduct prevention is required. Preferred QualificationsA Juris Doctorate degree or Master's/Ph.D. degree in HR, Counseling, or Social Work is strongly preferred. At least three years of 

experience investigating allegations of sexual misconduct and/or sexual violence is preferred, as is experience in working with victims of sexual misconduct, domestic violence, and/or other types of trauma in a Title IX investigator capacity. Job 

DutiesServes as a subject-matter expert on requirements of and compliance with Title IX, VAWA, Campus SaVE, and related federal and state laws.Investigates and ensures timely resolution of all reports of sex discrimination, sexual 

misconduct, sexual harassment, sexual violence, domestic violence, dating violence, and stalking involving members of the UT Southwestern community.Develops and maintains a comprehensive case-management system and accurately logs 

all reports and concerns of sexual misconduct/sexual harassment and related complaints. Independently analyzes complaints, develops investigative plans, conducts fact-finding, reviews documents, conducts related research, prepares any 

related correspondence, and submits confidential reports containing investigative findings.Independently manages the coordination and completion of any reports mandated by external regulatory entities. Provides the analysis and/or 

preparation of reports indicating complaint trends based on data collected.Informal Resolution/Mediation: Meets with complaining parties and uses independent judgment to offer conflict resolution and problem solving alternatives, when 

appropriate and applicable.Assists the Title IX Coordination team in the development, publication, and monitoring of appropriate disclosures, reports, policies, procedures and practices designed to comply with federal and state legislation, 

regulation, and case law requiring the prompt and equitable resolution of complaints.Provides training sessions to University faculty, staff, and students regarding the prevention of and response to sexual misconduct, sexual harassment, 

sexual violence, domestic violence, dating violence, and stalking.Directly supervises the Title IX Investigator and Title IX Resources & Support Specialist roles. Perform related duties as assigned.Knowledge, Skills & AbilitiesEEO and Title IX laws 

and regulations (i.e., Title VII, Title IX of the Education Amendments of the 1972 Civil Rights Act ("Title IX"), the Violence Against Women Act Reauthorization of 2013 ("VAWA"), the Campus Sexual Violence Elimination Act ("Campus SaVE"), and 

other related federal and state laws)Demonstrated ability to work with individuals from a variety of backgrounds, including victims of sexual assault, domestic violence, or other types of traumaDemonstrated ability to oversee and manage 

caseload in a manner that ensures the prompt, effective, and equitable conclusion of such mattersStrong organizational, interpersonal, writing and speaking skills, and the ability to communicate effectively within an academic healthcare 

environment Ability to work independently in a time-sensitive environmentAbility to think strategically while being detail-orientedDemonstrated facilitation and presentation skills Demonstrated experience developing and implementing 

compliance training programsAbility to establish collaborative working relationships, while performing assigned work responsibilities and duties Effective internal and external networking skills with the ability to build and sustain key 

relationshipsProficiency in Microsoft Office programs including: Outlook, Word, Excel and PowerPoint and PeopleSoft or comparable systemsExcellent written and verbal communication skills Ability to multi-task and manage multiple 

projectsWorking ConditionsThis position offers the opportunity to work a hybrid work from home (WFH) schedule.

MGR TRAFFIC 8605 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors degree 

and two years experience in a traffic or project management role within a project-based creative or interactive agency. Knowledge of both print and digital production processes preferred. Job Duties  In collaboration with the Manager, 

Marketing and Communications Operations, coordinate all department projects through the process, from initial intake, to writing and editing, to design and through production.Chase and own latest status of each marketing and 

communications managers projects to manage daily and weekly traffic.Support Director, Creative Services, in management of creative projects, including communicating project assignments, priorities, and due dates to the designers to ensure 

alignment of work efforts and priorities. Monitor day-to-day activities of the creative team and ensure work is progressing as planned.Enforce adherence to creative workflow processes and deadlines to ensure standardized approach and 

delivery.Produce and distribute accurate and meaningful traffic reports to marketing and communication managers, including running weekly production meetings.Assist in monitoring project risks and scope creep to identify potential 

problems and proactively recommend solutions.In conjunction with the Manager, develop and implement archiving systems for all jobs, artwork, and photography.Plan, develop, and implement practices for improving client relations and 

customer service according to agreed upon communication and efficiency standards.On select projects, serve as the project manager, providing documentation, identifying milestones, assigning tasks, and serving as the key contact for all client-

related issues.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR TRANSPLANT SERVICES 1887 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

nursing, medical technology, physical therapy, health care or related field, two (2) or more years experience as Transplant Coordinator or equivalent ro include two (2) years experience as shift/team leader, certification/licensure (or eligibility 

for) as appropriate to degree, AND certification as Eye Bank Technician and/or Tissue Banking Specialist by Eye Bank Association of America and American Association of Tissue Bank.    Job Duties  Coordinates duties and schedules of personnel 

within transplant department to ensure smooth and efficient operation is maintained.       Oversees ordering and allocation of all supplies, materials, and equipment; maintains adequate inventory to ensure efficient operation of projects.      

Supervises, trains, and evaluates all technical personnel, maintaining appropriate records and evaluations according to departmental and university guidelines.      Reviews regulatory and accreditation requirements; ensures transplant 

department is in compliance with those regulations.       Develops and implements programs in area of tissue transplantation.        Provides supervision to group of technologists and technicians.        Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR TRANSPORTATION 5455 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1C Managerial SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

a related field and six (6) years of experience which include at least three (3) years of supervisory experience.  Must have valid State of Texas Driver's License and valid Commercial Driver's License (CDL).  Must successfully pass post-offer/pre-

employment medical examination and annual medical examinations conducted under current Department of Transportation regulations. Job Duties  1.Oversees transportation division, including but not limited to, all assets, operations, and 

employees.2.Manages the overall operational, budgetary, and financial responsibilities and activities of the department.3.Serves as a liaison between project management and planning teams.4.Effectively manages and provides support in the 

following Transportation service area activities: hiring and orientation, training, performance evaluation, coaching, counseling, and discipline; as well as departmental safety and risk management.5.Manages the operational aspects of ongoing 

projects and serves as a liaison between project management and planning teams.6.Works closely with the Supervisor to mentor shuttle drivers.7.Maintains computerized records and files related to the ridership.8.Oversees Monthly 

Inspection of shuttle equipment for damages and safety and to ensure Department of Transportation compliance.9.Ensures compliance with applicable laws, regulations, policies, and procedures.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR UH Imaging Services Quality U5489 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryWorks under general supervision to 

oversee the activity of the University Hospitals operations teams and staff to develop, implement and maintain a system of quality and compliance within all hospital accrediting and quality agencies. Experience and EducationExperience: Five 

to Seven (5-7 years) of increasing responsibility in ta quality, safety, or accreditation settings is required. Healthcare settings experience in Quality and Accreditation is preferred. Experience at managing complex practices, multiple sites, and 

academic settings. Education: Bachelors degree required. Master degree in Health Administration, Business, or Publics Administration is preferred. Job DutiesResponsible for oversight of the Quality and Safety Programs in the respective areas 

of responsibility. Accountable for facilitating safer practices to enhance patient care and achieve operational efficiency.Responsibly for overseeing the management of Quality Systems through direct reports, hiring, developing, motivating, 

counseling, overseeing, and training of employees for maintaining and enforcing high, fair, and consistent standard of performance. Responsible for establishing QA compliance objectives, ensuring that targets are achieved while promoting 

quality & performance improvements throughout areas of responsibility.Oversee and plans QA compliance activities and provides technical expertise. Develops and maintains effective monitoring and control systems for process performance 

and the quality of the clinical procedures. Establish quality metrics and manages regular assessments against metrics followed by implementation of any needed changes. Maintains area metrics and reporting on such metrics to appropriate 

management groups. Collating and analyzing performance data and charts against defined parameters. Oversee policy manuals to ensure policies and procedures are maintained to reflect current practices.Acts as a liaison between the 

assigned area of responsibility, the Office of Quality, Accreditation and Patient Safety, UH Administration, and Hospital Clinical Operations.Participates in Patient Experience monthly reviews and process improvements.Performs other duties as 

assigned.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Constant walking, standing, bending, turning, and stooping. Pass pre-employment physical exam including color blind testing.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT SouthwesternMedical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn more, please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion/.

MGR UH LAB QUALITY U5490 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryWorks under general supervision to 

oversee the activity of the University Hospitals operations teams and staff to develop, implement and maintain a system of quality and compliance within all hospital accrediting and quality agencies. Experience and EducationExperience: Five 

to Seven (5-7 years) of increasing responsibility in a quality, safety, or accreditation settings is required. Healthcare settings experience in Quality and Accreditation is preferred. Experience at managing complex practices, multiple sites, and 

academic settings. Education: Bachelors degree required. Master degree in Health Administration, Business, or Publics Administration is preferred. Job DutiesResponsible for oversight of the Quality and Safety Programs in the respective areas 

of responsibility. Accountable for facilitating safer practices to enhance patient care and achieve operational efficiency.Responsibly for overseeing the management of Quality Systems through direct reports, hiring, developing, motivating, 

counseling, overseeing, and training of employees for maintaining and enforcing high, fair, and consistent standard of performance. Responsible for establishing QA compliance objectives, ensuring that targets are achieved while promoting 

quality & performance improvements throughout areas of responsibility.Oversee and plans QA compliance activities and provides technical expertise. Develops and maintains effective monitoring and control systems for process performance 

and the quality of the clinical procedures. Establish quality metrics and manages regular assessments against metrics followed by implementation of any needed changes. Maintains area metrics and reporting on such metrics to appropriate 

management groups. Collating and analyzing performance data and charts against defined parameters. Oversee policy manuals to ensure policies and procedures are maintained to reflect current practices.Acts as a liaison between the 

assigned area of responsibility, the Office of Quality, Accreditation and Patient Safety, UH Administration, and Hospital Clinical Operations.Participates in Patient Experience monthly reviews and process improvements.Performs other duties as 

assigned.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Constant walking, standing, bending, turning, and stooping. Pass pre-employment physical exam including color blind testing.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT SouthwesternMedical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn more, please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion/.

MGR UNDERGRADUATE MEDICAL EDUCATION 9043 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Healthcare Administration, or directly related field and six (6) years related experience, including a minimum of 2 years of supervisory experience. Job Duties  1.  In collaboration with the Office of Human Resources, 

administers human resource activities to include coordinating the recruitment.2.  Responsible for ensuring effective onboarding and orientation of all new staff and providing high levels of customer service to all department employees.3.  

Supervises departmental administrative support staff, establishing goals/objectives, managing workflow of maximum efficiency, evaluating work process, preparing annual performance evaluations, and determining work priorities.4.  Oversees 

all departmental financial operations including budget planning and preparation, approving expenditures and preparing financial reports as needed. Reconciles accounts on monthly basis.5.  Primary liaison for business activities within the 

department.  Demonstrates commitment to improving service and product quality for internal and external customers. Designs systems and processes which enhance efficiency and effectiveness of internal controls and ensure the integrity of 

the department (quality control). Assures that effective internal controls are developed and maintained to ensure integrity of the Department.6.  Coordinates the department's physical resource utilization including space planning, budget and 

inventory control, purchasing and utilization of department resources, and other property maintenance providing project management oversight in the setup and establishment of new space for incoming staff.7.  Compiles and maintains data 

for preparation of reports such as National Board of Medical Examiners.8.  Supports Associate Dean for Undergraduate Medical Education including managing schedule and appointments.  Coordinates travel arrangements for Associate Dean.9.  

UT Southwestern Medical Center Administrator for the National Board of Medical Examiners website to give permissions to UT Southwestern Faculty, Clerkship Directors, and Clerkship Coordinators to access score reports for subject exams 

taken by medical students.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR UNIVERSITY HOSPITALS IMAGING SERVICES AND SYSTEMS U5413 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree and Ten 

(10) years progressively responsible, related experience to include at least three (3) years in a supervisory capacity. Applicants without the stated preferred degree, but with significant additional related experience may be considered.  Job 

DutiesContribute to strategic and operational planning, coordination and goal setting in collaboration with hospital and Ambulatory Administration, Imaging Services Leadership, Department of Radiology Administration, and University 

Leadership.Monitor, report and manage Imaging Services employee productivity and access to Imaging and Radiology.Recruit, manage, develop and motivate Imaging Services supervisors and employees - maximizing performance and 

employee satisfaction.Review, implement, monitor, and improve Imaging Services quality, performance and safety.Contribute to the development, implementation and management of plans to start new services, and grow existing service 

volumes.Develop, monitor, report and manage Operating and Capital Budgets - emphasizing comprehensive equipment and facility planning and ongoing expense reduction.Develop, communicate, monitor and enforce policies, procedures, 

protocols, pathways, schedules, and other work processes.Ensure compliance with all legal, regulatory and accrediting standards.Participate in the development, implementation and management of Information Systems processing images, 

schedules, business and financial data and operational information, collaboratively with Administrative, IR, Financial, Admitting and HIM staff. Performs other duties as assigned. .Knowledge, Skills & AbilitiesWork requires ability to contribute 

to strategic and operational planning, coordination and goal setting in collaboration with hospitalWork requires ability to recruit, manage, develop and motivate Radiology leaders and employees - maximizing performance and employee 

satisfaction recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to monitor, report and 

improve Imaging quality, performance and safety, and associated technical and service indicators.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build 

high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MGR UNIVERSITY POLICE 6308 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title6308 - Manager for University PoliceSalarySalary 

Negotiable Job SummaryServes as the administrator for the University Police Department and works closely with Human Resources and Budget and Finance Departments. Manages daily administrative operations of the department by 

coordinating effectively with other parts of the institution and establishing effective working relationships with organizational peers. Implements institutional policies and procedures while directly administering daily actives to include 

providing operational oversight, organization, direction and supervision to the department's administrative unit, management of department personnel administration and departmental financial management. Experience and 

EducationBachelor's degree in related field, or equivalent combination of education and experience and six (6) years of administrative experience, including a minimum of 2 years of supervisory experience.Job DutiesIn collaboration with the 

Office of Human Resources, administers human resources activities to include the recruitment, appointment, credentialing, and promotion actions and evaluation of all department employees. Supervises departmental administrative and/or 

accounting support staff.Oversees department accounting and budgeting activities and coordinates departmental financial operations.Assists the Chief of Police in financial planning, preparing and monitoring of annual budget. Serves as 

primary liaison for business activities within the department. Demonstrates commitment to improving service quality to internal and external customersDesigns systems and processes which enhance efficiency and effectiveness and ensures 

integrity of the department's administrative and accounting responsibilities. Assures that effective internal controls are developed and maintained to ensure integrity of the Department/Divisions/Institution.Assists in the development of both 

long and short-term strategic business plans for the department. Implements such plans in a manner to achieve state financial and operational results for the department creating analytical reports for management review.Oversees 

department's records management and retention.Plans, directs and manages daily administrative operations for the University Police.Oversees and manages special projects as needed and requested by the Chief of Police, researching 

priorities, and responding to incoming administrative issues and concerns addressed to the Chief of Police, including those of a sensitive or confidential nature. Reports fiscal and personnel matters, status and activities to the Chief of 

Police.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to lead, manage and direct staff.Work requires ability to monitor and maintain budget.Work requires ability to ensure adherence to policies and 

procedures of university such as FSLA, ADA, FMLA, salary guidelines, accounting regulations and internal controls policy.Work requires ability to communicate effectively with various levels of internal and external contacts concerning policies 

and procedures.Work requires the ability to work with confidential information on a daily basis.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of Vice President for Human Services Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

MGR UT SOUTHWESTERN SCHOOL OF HEALTH PROFESSIONS 9000 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Healthcare Administration, or directly related field and six (6) years related experience, including supervisory experience. Job Duties  1.  Manages and directs the daily administrative operations for the Office of the 

Dean's in the School of Health Professions with reporting duties to the Director and the Dean.  Provides administrative guidance to the Assistant Dean for Student Affairs & Educational Technology and the Assistant Dean for Research.2.  

Provides administrative direction and oversight of academic departments within the School of Health Professions consisting of faculty and classified staff.  Reviews and approves all faculty recruitment announcements and subsequent 

recruitment/hiring procedures and processes for all faculty.  Coordinates posting of department administrative positions, applicant screening, interviewing, and input on hiring decisions.  Approves all School of Health Professions VSL 

submissions, BuyCard purchase, and Activity Confirmation pre-approver.3.  Responsible for all Human Resources issues within the School of Health Professions as related to compensation, policies and procedures, disciplinary actions, 

employee satisfaction survey/follow-up group discussions, review of all classified annual performance evaluations.  Interfaces with the Office of the Provost and the Office of Legal Affairs regarding faculty contract issues, terminations, and 

other faculty topics that arise.4.  Creates and implements policies and procedures for the Office of the Dean and all departments/programs within the school regarding various administrative business matters and assuring full 

compliance/adherence to UT Southwestern and UT System policies.5.  Manages creation and distribution of annual faculty contracts, FSP agreements, COI statements, faculty evaluations, promotion and tenure documents, maintenance of 

faculty and staff personnel files which also includes adherence to all records retention policies.6.  Manages the preparation, collection, and creation of multiple annual reports for University, State, SACS accreditation, and professional 

associations.  Responsible for facilities oversight and coordinates physical resource utilization and space planning within the School of Health Professions facility and compiles changes to space and function report for the Office of Planning and 

Institutional Studies.7.  Organizes and plans annual holiday functions and employee appreciation events.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

MGR UTILITIES OPERATIONS 5125 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Mechanical, Electrical Engineering, Engineering or related field.    Six years of experience in operation and maintenance of central plants, large (>25,000 cfm) air-handling equipment, steam reducing stations, pumps, steam boilers, refrigeration 

equipment, and water, gas, and electrical systems to include two (2) years supervisory experience as Superintendent of Utilities or equivalent.Licensed as Professional Engineer upon employment or ability to obtain licensure within one (1) year 

is preferred.     Job Duties  Plans, schedules, coordinates, and directs operation, maintenance, and repair of heating, ventilating, and air-conditioning (HVAC) equipment and electrical, water, and gas distribution systems throughout UT 

Southwestern Medical Center.     Determines priority of work to be performed and issues necessary wo work orders. Determines need and schedules utilities shutdowns for major repairs and maintenance work to ensure minimal interuption to 

normal activities of institution.     Coordinates efforts of Utilities Division with supervisory personnel of Construction and Maintenance Division on joint work projects when necessary. Trains Maintenance and Operations Superintendents and 

their subordinate employees. Provides quality control by ensuring duties and training plans are completed.    PLans and schedules long-range maintenance programs; determines frequency, scope and type of equipment to be included; 

modifies operations to minimize utility use while maximizing equipment reliability. Analyzes mechanical systems and makes plans to correct design and operational deficiencies.    Coordinates, as required, with private contractors engaged in 

installation and renovation of mechanical, refrigeration, air- conditioning and heating equipment.      Reviews spreadsheets for equipment and associated useful life; compares to actual reliability for various equipment. Creates long- term 

replacement plan for piping and systems as related to thermal plants and their distribution systems.     Reviews equipment drawings and capital expansion plans for plants; provides design modifications for plants as required.       Assists in 

preparation of department budget as it relates to Utilities Division in terms of capital expenditures, manpower requirements, and/or plant projects.      Compiles and prepares required periodic reports relating to operations of Utilities Division. 

Updates plants' electronic files as required.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MGR UTSW GRADUATE SCHOOL ADMINISTRATION 9028 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Healthcare Administration, or directly related field and six (6) years related experience, including supervisory experience.  Will consider additional years' experience in lieu of education. Job Duties  1.Prepares and 

submits Southwestern Graduate School of Biomedical Sciences (SGSBS) annual budget, providing oversight of State, Discretionary, ICR, SWMED Foundation, and endowment funds. Plan, organize, direct and coordinate financial operation of 

department, including financial planning, budgeting, and accounting functions.  Construct projections of department incomes and expenses using SWOT analysis to assist in the development of both long and short-term strategic business plans 

for the department. Provide regular financial reports to management regarding department's financial status. Interpret policies and regulations concerning SGSBS financial activities; including university policies and procedures and State and 

Federal agency guidelines; ensures compliance.  Draft justifications for budget proposals and expenditures items; assist with justification of financial policy matters. Ensures appropriate use of all funds by designing, executing, and maintaining 

an effective system of internal controls.2.Oversee and administer various graduate school based fellowship awards, seed grants, and endowments for faculty, postdoctoral trainee and student community - Haberecht Endowment; Kirkpatrick, 

Perkins Professorship.  Maintain monthly account of project activity; partner with the graduate students, faculty mentors and dept/lab managers to maintain open communications concerning every aspect of the award from inception to close 

of activity.  May coordinate and assist in the preparation of grant proposals and contractual agreements and associated budgets; ensure the timely submission of proposals or agreements which meet institutional mandate; provide 

administrative oversight of clinical and basic science research programs; assist in long-range planning for research program growth and changes in research priorities; develop and implements the research budgets; provide oversight of post 

award reporting requirements. Work effectively with multiple departments such as President's Office, SPA, Budget Office, Accounting, PS ERP Team to perform various requests, when necessary.  Communicate and distribute information 

received from funding agencies to graduate community at large.3.Serve as the primary liaison for business activities within the department.  Demonstrates commitment to improving service and product quality for internal and external 

customers. Designs systems and processes which enhance efficiency and effectiveness of internal controls and ensure the integrity of the department (quality control). Directly supervises departmental administrative support staff; indirectly 

graduate program education staff. Coordinate administrative functions of various components within SGSBS to ensure universal applications of policy.  Establishes, develops and implements departmental performance standards taking all 

actions necessary to assure standards are met. Interprets policies and procedures. Ensures timely and efficient operations to accomplish objectives.4.Examines correspondence to determine work priority; engage in obtaining and dispersing 

information as deemed necessary. Plan, coordinate, assign, and review work of staff engaged in performance of moderately difficult and complex clerical/program work tasks and special functions.5.Responsible for providing high levels of 

customer service to all department employees, faculty, graduate students and university community. Maintain broad organization perspective to effectively carry out internal and external relationships of office, such as coordinating and 

interacting with other staff support services concerning financial, budgetary, and personnel matters. In general, represents SGSBS department in absence of leadership (Director and/or Dean).6.Provides professional support on special projects, 

which may include tasks such as: collection, organization, and analysis of relevant data, preparation of time lines, and writing fiscal reports.7.Maintain fiscal and personnel records for department; prepares and/or directs preparation of relative 

reporting.8.Interfaces with information systems to resolve computer hardware and software problems developing strategies to manage and improve departmental effectiveness.  Recommends and oversees the installation of new software 

packages.9.Coordinates the department's physical resource utilization including space planning, budget and inventory control, purchasing and utilization of department resources, and other property maintenance. Provide project management 

oversight in the setup and establishment of new offices or space for incoming faculty or new hires.10.Responsible for hiring, discharging, demoting and recommending merit increases of department personnel.  Responsible for effective 

onboarding and orientation new hires.  Responsible for all Human Resources issues within SGSBS as related to compensation, policies and procedures, disciplinary action, employee satisfaction engagement action plan (in relation to employee 

survey), and review of all classified annual performance evaluations.  Provide counsel on administrative matters or decisions affecting workload and/or interdepartmental relationships by holding weekly/biweekly/monthly coaching sessions 

and/or upon direction of SGSBS leadership (Deans & Director).  Provide information from a variety of resources for department A& P (upon request of Director) and staff to ensure workflow continuity.11.Creates and implements policies and 

procedures for various administrative business operations while ensuring fully compliance and adherence to UTSW and UT System policies.12.Responsible for facilities oversight and coordination of physical resource utilization and space 

planning within the department.  Prepares and submits reports using various reporting modules (Archibus, BIA/BCP).  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 



MGR VASCULAR SERVICES 5413 N 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

perform employee oversight, payroll, scheduling, exams, exam protocols, accreditation, operations, and facilitation of equipment maintenance.Experience and EducationBachelor's degree and ten (10) years progressively responsible, related 

experience to include at least three (3) years in a supervisory capacity. Applicants without the stated preferred degree, but with significant additional related experience may be considered.Job DutiesContributes to strategic and operational 

planning, coordination and goal setting in collaboration with ambulatory administration, and Department of Surgery leadership. Monitors, reports and manages employee productivity. Oversees Vascular Lab operations and management of 

clinic staff at all Vascular Surgery practice locations.Recruits, manages, develops and motivates employees - maximizing performance and employee satisfaction. Contributes to the development, implementation and management of plans to 

start new services, and grows existing service volumes. Collaborates with clinic leadership on clinic workflow and management at all locationsIdentifies workflow improvement opportunities to share with site leadership to collaboratively work 

toward an improvement in process.Develops, communicates, monitors and enforces policies, procedures, protocols, pathways, schedules, and other work processes. Collaborate with leadership from other service lines and subspecialties to 

create integrated workflow. Functions as point of contact for vascular clinic expansion at all locations.Leads various process improvement projects for the vascular clinic/lab.Partners with marketing as needed. Collaborates with clinic leadership 

on vein clinic operations at all locations Identifies workflow improvement opportunities to share with site leadership to collaboratively work toward an improvement in process.Ensures compliance with all legal, regulatory and accrediting 

standards.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to contribute to strategic and operational planning, coordination and goal setting in collaboration with hospitalWork requires ability to recruit, 

manage, develop and motivate employees - maximizing performance and employee satisfaction recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all 

stakeholders with the PACT standards.Work requires ability to monitor, report and improve Imaging quality, performance and safety, and associated technical and service indicators.Work requires a change agent attitude that includes flexibility 

and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital 

clinic environmentAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the 

basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MGR VOLUNTEER SRVCS U9830 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors Degree in 

Non-Profit Management or Social Science, Business or other related field, or an Associates degree and five (5) years¿ experience plus management experience in a non-profit healthcare setting.  Preferred experience: Internship in a volunteer 

program and or three (3) years in the healthcare setting Job Duties  PROMOTING AND RECRUITING

-Promotes the recruiting and programming of volunteers throughout the DFW community

-Works with hospitals and clinics to recruit and or identify new volunteers to fill critical volunteer roles in a timely manner

-Manages volunteer relations to ensure active and newly on-boarded volunteers are motivated and engaged

-Develops and coordinates volunteer retention and recognition programs/initiatives

-Assists with the planning and volunteer assignments for all special public on-site eventsSYSTEMS AND ORGANIZATIONAL

-Oversees the volunteer database (Volgistics) and works with staff (Volunteer Coordinator) to approve applications, facilitate hospital required health screenings, schedule orientation and assign prospective applicants in a timely manner

-Coordinates and follows annual record retention inventory policy and procedures for Volunteer Services

-Generates or delegates volunteer related reports as needed

-Works with staff to schedule all corporate/group volunteer inquiries, scheduling, waivers, planning parking and oversight of their time on campus 

-Assists team responding to emails requests received at Volunteer Services email addressTRAINING AND EQUIPPING

-Works to insure hospital required training classes and objectives are completed

-Facilitate volunteer orientations, training classes and volunteer meetings 

-Serves as the hospital¿s liaison to our volunteers and acts as the point of contact for vision, concerns and escalations

-Coordinates with hospital and clinical managers to build appropriate need-based placement and trainingBUDGETING AND PLANNING (5%)

-Works to create and maintain budget for department

-Works with staff for orders and maintains the appropriate volunteer supply inventory based on budgetary guidelines  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

MGR WEB EDITORIAL/SOCIAL MEDIA 8602 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Requires a BA or BS, 

demonstrable excellence in writing and editorial skills, and six (6) years experience or an advanced degree in web-based and social media publishing. Requires strong knowledge of best practices in user-based information architecture. Evidence 

of strong project management skills is a must. Requires experience in maintaining content within a content management system for distributed use. Experience in search engine optimization (SEO) and search engine marketing (SEM) is a plus.   

Job Duties  Serves as the editorial project lead on initiatives involving the university web sites, developing content project plans in collaboration with academic and administrative departments, requirements documents, and creative briefs 

when necessary, before beginning executions.    Manages and oversees the production of content for new websites, micro sites, online promotions, ad banners, interactive applications and other online interfaces.      Works closely with the 

Director of Editorial Services, ensures that all editorial output incorporates stakeholder requirements, employs best practices in UI, and adheres to the editorial standards articulated in the marketing style guide.     Serves in a key management 

role for on line content development, collaborating with outside interactive agencies as well as internal web editors, web developers, and marketing managers to ensure that all web content is housed and given metatags in the appropriate 

content management system. Also work with the design and video staff to ensure that all visual assets for web sites are maintained in the appropriate centralized resources, e.g. Bedeworks, Vimeo, Design Image Library. Works closely with the 

marketing team and the news team, socialize and extend marketing campaigns on line. Oversee the institution's content and presentation on social media web sites such as Facebook , Twitter, YouTube and Wikipedia.     Serves as the managing 

editor for MedTalks and Cancer Q & A, working with the Director of Editorial Services to recruit faculty writers and medical students to contribute on an ongoing basis for on line content.     Creates, develops, and evaluates social media 

strategies.        Serves as the key point of contact for medical student or graduate student efforts to publish on line journals, such as Scope.       Supports and expands upon institutional branding efforts by proposing and initiating innovative 

content solutions and applications that would increase traffic to one of the institutional web sites.     Stays abreast of current trends in Web design, usability and information architecture.       Performs other duties as assigned.          **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MGR WILLED BODY PROGRAM 1627 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate Degree, 

graduate from accredited school of Mortuary Science, five (5) years experience in embalming practices and procedures which include at least two (2) years experience in a supervisory capacity are required.  In addition, incumbent must have a 

valid Texas Funeral Director and Embalmers license.  Job Duties  Organizes and directs technical and administrative support functions for the Willed Body Program.       Coordinates various projects, programs, and procedures including all 

requests for research and educational material (i.e. cadavers and/or parts) with outside institutions and the Anatomical Board of the State of Texas (SAB) as well as other vendors.  Ensures that all tasks are completed by established deadlines.    

Maintains all internal controls.  Responsible for the design, execution and effectiveness of system internal controls, which provide assurance that operations are effective and efficient, assets, are safeguarded and financial information is 

reliable.     Maintains strict confidentiality.  Ensures compliance with applicable laws, regulations, policies and procedures.  Ensures the program meets all the requirements of the SAB and is always prepared for an unannounced state 

inspection.     Responsible for the accurate record keeping of information to receipt, issuance and disposal of cadavers as required by state board; accurate records for blood testing of donors; and, responsible for the accuracy and safeguarding 

of all reports required by SAB.    Responsible for all activities relating to budgeting including comprehensive research for all financial expenditures.       Responsible for orientation, training and education of all new employees including 

coordination with Enviromnental Safety personnel.      Maintains payroll information for all employees according to the rules and regulations of UTSW.       Available at all times (or designated a representative) for emergencies and/or night call.       

Provides supervision for professional and/or support staff and manages Human Resources activities for direct reports in regards to: recruiting and selection, hiring and termination, training, professional development, mentoring, counseling, 

performance evaluations and salary planning.    Meets and/or has contact with next-of-kin to answers any questions family may have and to obtain additional information in order to complete first call sheet, death certificate and/or cremation 

forms and report of death.     Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MICROBIOLOGY TECHNOLOGIST SPECIALIST U5438 C08 $52,062.40 $78,603.20 $105,144.00 $4,338.53 $6,550.27 $8,762.00 $200.24 $302.32 $404.40 $25.03 $37.79 $50.55 N 3B15 Prof Technologist-Gen Med ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryServes as an expert working on high-

complexity testing with proficiency in system/test validation and writing technical policies and procedures.Experience and EducationBachelor's degree in medical technology or related field. Minimum 5 years' experience.Has experience in test 

/method validation and writing technical policies and proceduresCertification as Medical Technologist (Medical Laboratory Scientist (MLS) or any of the accrediting agency.Job DutiesJob knowledge. Independently perform work of considerable 

complexities in order to achieve general results by interpretation of policy and using ingenuity, initiative and good judgment, and/or precedents to work problems having broader implications in Microbiology. Keep abreast of new technical 

developments. Assist with implementation of new tests, equipment, programs and/or procedures in the assigned area(s) as needed. Technical Specialist learn new laboratory procedures and techniques and introduce them to their team. 

Accountable for on-going training and professional development of staff. Assist in developing performance standards. Performs advanced/specialized tests and other related laboratory techniques. Reruns work of others to confirm test results. 

Re-evaluates methodology and makes recommended changes to assist in test interpretation. Determines if further testing should be done on samples or if test should be repeated. Performs duties of technologist as necessitated by absence or 

peak workload.Quality Orientation. Anticipate and identify issues related to results of analysis and be able to troubleshoot through lab testing issues. Assist in the creation and revision of laboratory policies and technical procedures. Ensure 

compliance with Clinical Laboratory Services Quality assurance requirements. Adherence to state, federal rules and regulations; ensures compliance with accrediting agencies and regulatory requirements. Maintains continuing laboratory 

quality improvement/education program at institutional, local and national/international level.Instrumentation. Responsible as a primary source of information for maintaining current instrumentation. Troubleshoots instrumentation and 

equipment problems during the shift to ensure uninterrupted testing. Responsible for coordination of training in the methods and techniques of the appropriate specialty area with guidance of the manager/supervisor. Productivity; Able to 

work, process and analyze methods utilized in the laboratory and ensures goal and expectations are achieved by the department.Performs special projects such as evaluation of new reagents, procedures, tests, or other duties as 

assigned.Achieves a minimum of 10 continuing education hours annually. Continuously seeks knowledge in and outside of functional area.Actively participates in Performance Improvement Activities. Serves on committees and task forces. 

Orientates and instructs students and laboratory personnel in established clinical laboratory techniques, as required.Ensures compliance with rules and regulations of regulatory accreditation agencies such as TJC, CAP, and OSHA,Performs 

other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate well through verbal and written skillsWork requires external contact with vendors regarding approved equipment problems.Work requires internal 

contact with physicians from other departments regarding blood and blood products.Work requires exercise of considerable judgment in application, evaluation, and implementation of new or revised procedures, techniques, and practices to 

work problems.Proficiency in Microsoft Outlook, Words, Excel, Powerpoint, Microsoft Teams.Working ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily fluids, 

infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MOBILE CLINIC DRIVER 2138 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 7C1 Service-Driver Transport Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUnder general supervision, provide 

skilled services and operation of a commercial vehicle ("tractor-trailer", "18-wheeler", or other similar commercial vehicle) as a mobile clinic throughout the North and Central Texas regions. Experience and EducationHigh school graduation or 

GED equivalent, and two (2) years' experience in operation of a commercial vehicle ("tractor-trailer", "18-wheeler", or other similar commercial vehicle). Current Texas Class A Commercial Driver License (CDL) required. Job DutiesDrives to and 

from events SAFELY. Conducts pre-event inspections by reviewing the route to and from all event locations beforehand to identify any potential obstacles such as low overpasses, trees, railroad tracks, or construction. Evaluates each event site 

to determine the safest and most accessible parking location, taking into consideration staff safety, restroom accessibility, site restrictions, and leveling requirements. Prepares post-event paperwork and distributes to coordinating staff prior 

to event. Oversees all regular maintenance of state vehicles (commercial/non-commercial) such as monitoring and managing vehicle fuel levels. As required, performs all state inspection/vehicle registrations, generator maintenance, empty and 

refill water tanks, clean vehicle interiors/exteriors, and minor interior/exterior repairs as able. Maintains/cleans vehicle housing. Coordinates and delivers to third-party vendors. Maintains required records for all vehicles as required by UT 

Southwestern and/or the state including fuel/maintenance receipts, fire extinguishers, emergency medical kit/AEDs, vehicle mileage, and maintenance logs. Ensures clinic interior is ready prior to event start time, including turning imaging and 

any other necessary equipment on each morning for warm up.Maintains and replenishes cleaning, office, and clinical supplies to ensure efficient operation of the mobile clinic.Attends all required meetings such as dept. staff meetings, event 

scouting/parking meetings with coordinating staff for parking approval, etc. Supports event marketing efforts by assisting with the preparation and distribution of promotional materials such as posters, service agreements, and all other 

essential communication documents. As needed, assists with checking in patients, preparing next day patient paperwork, completing confirmation calls, etc. Must maintain strict adherence to applicable local, state, and federal regulations as 

they pertain to patient care and privacy.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research 

participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs all other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to understand and follow established procedures and other guidelines of some complexity in performance of work tasks. Work requires use of 

some initiative, independent judgment, or resourcefulness.Work requires ability to communicate effectively with faculty, staff, visitors, and patients.Work requires ability to work with confidential information.Work requires some knowledge of 

computers and other office equipment. Working ConditionsUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MOLECULAR DEV SCIENTIST U3001 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3E8A Prof Research-Lab Science Sr RESH HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Minimum one years 

post-doctoral experience.PhD in Molecular Biology / Molecular Genetics, Biochemistry or equivalent. Knowledgeable in Cell and Molecular Biology principles and applications, computer applications;  effective written and verbal communication 

skills; PCR; sequencing; assay design and maintenance; and quality assurance Job Duties  1. Responsible for the design, optimization and validation of new molecular assays that are identified by the department leadership. Responsible for 

training the clinical testing staff of the molecular diagnostics laboratory in running the assay(s) on patient material. Train and supervise the activities of the molecular diagnostics technologists  assigned by the Lab Section Supervisor to this 

function. This position may transition into molecular diagnostics technologist with minimal development2. Investigate new platforms or methods that will enable the institution to offer state of the art diagnostics to our patients. Design, 

implement & conduct new assays for the clinically applicable biomarkers and infectious diseases.3. Gather data from the new assays, analyze for accuracy, specificity & sensitivity using appropriate statistical tools. Report the developmental 

activity to the appropriate managers on a timely basis.  Maintain  knowledge of related literature on biomarkers in cancer, inherited diseases and infectious diseases.   Maintain knowledge in the field of personalized medicine, and infectious 

diseases.4.  Participate in monthly journal clubs of the genetics diagnostics laboratory. Promote team work with the management and technical staff of the laboratory. Advise the management on the budgetary issues (equipment and supplies) 

related to the development of new assays. Takes the responsibility for proper maintenance and performance of the equipment used for development. Trouble shoots the assay problems, trains the technical staff in trouble shooting strategies 

and assay theory. Performs other duties as assigned.5.  Perform clinical testing for reportable patient results when needed at discretion of the Lab Section Supervisor or Technical Director. Role change between molecular developmental 

scientist and molecular diagnostics technologist as needed  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MOLECULAR DIAGNOSTIC TECHNICIAN U1674 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5F13 Medical Technician-Other ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAt least one year of 

laboratory experience in related field preferred BS Degree in Science with major coursework in one of the major biological sciences MT(ASCP), MB(ASCP) required or 2 years working in clinical molecular laboratory setting in lieu of ASCP 

certificateJob Duties1. Applies knowledge and skills to perform accurately all routine and complex molecular laboratory procedures. Such as, but not limited to, sample preparation, including formalin-fixed paraffin-embedded tissue macro-

dissection. Tracks, enters, and monitors patient files using the Laboratory Information System. Participate in any on-call rotation as required for lab operations.2. Proficient and competent in all Molecular testing such as, but not limited to, 

performs RNA and/or DNA extractions for daily molecular testing and ensures correct patient labeling, real-time PCR, Fragment Analysis, Sanger sequencing, Next Generation sequencing, and Mass Spectrometry.3. Takes appropriate corrective 

action according to established procedures, when testing system performance deviates from acceptable level. Keeps work area organized, clean and neat.4. Participate in Quality Assurance program. Performs all required quality control 

procedures to ensure validity of test results. Assists in evaluation and implementation of new or revised laboratory procedures, techniques and equipment. Maintains laboratory equipment and instrumentation; performs troubleshooting 

procedures as needed. Comply with regulatory requirements (CAP, CLIA, OSHA, etc.), UTSW policies and departmental policies.5. As assigned by supervisor, coordinate and participate in training of molecular laboratory procedures and 

policies.6. As directed by management, performs other duties as assigned.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MOLECULAR DIAGNOSTIC TECHNOLOGIST L1673 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3B6 Prof Technologist-Diagnostic ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide technical skills for performance of basic to complex laboratory procedures in Molecular Diagnostic Laboratory.Experience and EducationBachelor's degree in in Science with major coursework in one of the major physical or biological 

sciences.Certification with the American Society of Clinical Pathologist or Licensed MT (ASCP), MB (ASCP) preferred.Job DutiesJob knowledge. Performs laboratory testing based on current reporting procedures in Molecular Diagnostics 

Laboratory including patient sample storage, handling of clinical material, appropriate analysis of samples including quality control material and assessment of results.Recognizes deviation from expected results; analyzes and corrects problems 

according to procedure. Demonstrates problem solving skills and critical thinking abilities. Delta checks and clinical significant values, QC documentation, instrument troubleshooting and maintenance. Accurately performs testing according to 

and without deviation from established laboratory policies and procedures.  2. Quality Orientation. Performs all quality control procedures to ensure validity of test results.  Evaluates, documents, and troubleshoots quality control according to 

lab protocols. Takes  appropriate corrective action when errors are detected or specimen rejection / recollection is  required. Ensures patient specimen stability and proper sample processing. Masters new  techniques quickly and efficiently. 3. 

Instrumentation. Performs instrument startup and shutdown. Perform and document all  maintenance procedures and calibrations, as needed. Evaluates function checks and calibration  results. Performs corrective action when necessary. 4. 

Productivity: Ensures smooth workflow in all areas of the laboratory. Exhibits efficient use of  time and resources. Meets all expectations for turn -around time, QC review, inventory  (stocking, receipt, and replenishing), customer service, multi-

task ability, computer entry.  Coordinates daily tasks to achieve maximum productivity and efficiency during the assigned  shift.Attendance Reports for work on the assigned days at the assigned times. Follows procedures regarding requesting 

and using leave in manner that consistently supports effective job performance.Performs special projects such as evaluation of new reagents, procedures, tests, or other duties as assigned. Seeks additional responsibilities and opportunities to 

improve productivity and quality of work.Achieves a minimum of 10 continuing education hours annually. Continuously seeks knowledge in and outside of functional area.Actively participates in Performance Improvement Activities. Serves on 

committees and task forces. Orients and instructs students and laboratory personnel in established clinical laboratory techniques, as required.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires internal contact with 

physicians from other departments regarding tissue samples.Work requires external contact with vendors regarding approved equipment problems.Work requires exercise of considerable judgment in application, evaluation, and 

implementation of new or revised procedures, techniques, and practices to work problems.Working ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily fluids, 

infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MOLECULAR DIAGNOSTICS TECHNICAL SPECIALIST U5443 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3B6 Prof Technologist-Diagnostic ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryServes as an expert working on high-

complexity testing with proficiency in system/test validation and writing technical policies and procedures in the Molecular Laboratory.Experience and EducationBachelor's degree in medical technology or related field. Minimum 5 years' 

experienceHas experience in test /method validation and writing technical policies and proceduresCertification as Medical Technologist (Medical Laboratory Scientist (MLS) or any of the accrediting agencyJob DutiesJob knowledge. 

Independently perform work of considerable complexities in order to achieve general results by interpretation of policy and using ingenuity, initiative and good judgment, and/or precedents to work problems having broader implications in 

Molecular Laboratory. Keep abreast of new technical developments. Assist with implementation of new tests, equipment, programs and/or procedures in the assigned area(s) as needed. Technical Specialist learn new laboratory procedures and 

techniques and introduce them to their team. Accountable for on-going training and professional development of staff. Assist in developing performance standards. Performs advanced/specialized tests and other related laboratory techniques. 

Reruns work of others to confirm test results. Re-evaluates methodology and makes recommended changes to assist in test interpretation. Determines if further testing should be done on samples or if test should be repeated. Performs duties 

of technologist as necessitated by absence or peak workload.Quality Orientation. Anticipate and identify issues related to results of analysis and be able to troubleshoot through lab testing issues. Assist in the creation and revision of 

laboratory policies and technical procedures. Ensure compliance with Clinical Laboratory Services Quality assurance requirements. Adherence to state, federal rules and regulations; ensures compliance with accrediting agencies and regulatory 

requirements. Maintains continuing laboratory quality improvement/education program at institutional, local and national/international level.Instrumentation. Responsible as a primary source of information for maintaining current 

instrumentation. Troubleshoots instrumentation and equipment problems during the shift to ensure uninterrupted testing. Responsible for coordination of training in the methods and techniques of the appropriate specialty area with 

guidance of the manager/supervisor. Productivity; Able to work, process and analyze methods utilized in the laboratory and ensures goal and expectations are achieved by the department.Performs special projects such as evaluation of new 

reagents, procedures, tests, or other duties as assigned.Achieves a minimum of 10 continuing education hours annually. Continuously seeks knowledge in and outside of functional area.Actively participates in Performance Improvement 

Activities. Serves on committees and task forces. Orientates and instructs students and laboratory personnel in established clinical laboratory techniques, as required.Ensures compliance with rules and regulations of regulatory accreditation 

agencies such as TJC, CAP, and OSHA,Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate well through verbal and written skillsWork requires external contact with vendors regarding approved 

equipment problems.Work requires internal contact with physicians from other departments regarding Molecular tests/assays and results.Work requires exercise of considerable judgment in application, evaluation, and implementation of new 

or revised procedures, techniques, and practices to work problems.Proficiency in Microsoft Outlook, Words, Excel, Powerpoint, Microsoft Teams.Working ConditionsWork is performed primarily in laboratory area with exposure to one or more 

disagreeable elements, such as bodily fluids, infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.UT SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community.As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.



MOLECULAR DIAGNOSTICS TECHNOLOGIST LEAD U5442 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3B6 Prof Technologist-Diagnostic ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks collaboratively with team 

members in Molecular Laboratory to facilitate tasks, priorities, goals and achievements are coordinated with the management team. Experience and EducationBachelor's degree in medical technology or related field. Minimum 3 years' 

experience.Certification as Medical Technologist (Medical Laboratory Scientist (MLS) or by an approved accrediting agencyJob DutiesJob knowledge. Performs laboratory testing based on current reporting procedures in Molecular Diagnostics 

Laboratory including patient sample storage, handling of clinical material, appropriate analysis of samples including quality control material and assessment of results. Recognizes deviation from expected results; evaluates results for 

discrepancies and feasibility, utilizing instrument and LIS flags, analyzes and corrects problems according to procedure. Exercises independent judgement within scope of testing and will perform high-level duties of significant scope and 

complexity under supervisor's guidance.Quality Orientation. Performs all quality control procedures to ensure validity of test results. Evaluates, documents, and troubleshoots quality control according to lab protocols. Performs statistical 

analysis on quality control and quality assurance monitors. Takes appropriate corrective action when errors are detected or specimen rejection / recollection is required. Ensures patient specimen stability and proper sample processing. 

Inventory check of reagents as required. Treat all proficiency test samples according to CAP guidelines and laboratory expectationsInstrumentation. Responsible as a primary source of information for maintaining current instrumentation in 

Molecular Laboratory. Troubleshoots instrumentation and equipment problems during the shift to ensure uninterrupted testing. Responsible for coordination of training in the methods and techniques of the appropriate specialty area with 

guidance of the manager/supervisor. Productivity Ensures smooth workflow in all areas of the laboratory. Exhibits efficient use of time and resources. Meets expectations for TAT and pending list review. Coordinates daily tasks to achieve 

maximum productivity and efficiency of team members during the assigned shiftAttendance Reports for work on the assigned days at the assigned times. Follows procedures regarding requesting and using leave in manner that consistently 

supports effective job performance.Performs special projects such as evaluation of new reagents, procedures, tests, or other duties as assigned. Work collaboratively with supervisor to maintain adequate inventory and supplies for the 

department's operation.Achieves a minimum of 10 continuing education hours annually. Continuously seeks knowledge in and outside of functional area.Actively participates in Performance Improvement Activities. Serves on committees and 

task forces. Orients and instructs students and laboratory personnel in established clinical laboratory techniques, as required.Ensures compliance with rules and regulations of regulatory accreditation agencies such as TJC, CAP, and 

OSHAPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires internal contact with physicians from other departments regarding blood, exudates, transudates, body fluids and tissue specimensWork requires external 

contact with vendors regarding approved equipment problems.Work requires exercise of considerable judgment in application, evaluation, and implementation of new or revised procedures, techniques, and practices to work 

problems.Working ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily fluids, infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be 

considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT SouthwesternMedical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, 

sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn more, please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

MONITOR TECHNICIAN U6206 P11 $33,145.00 $41,358.00 $52,562.00 $2,762.08 $3,446.50 $4,380.17 $127.48 $159.07 $202.16 $15.94 $19.88 $25.27 N 5G2 Clin Supp Services-Monitor ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent is required. One year experience as a Monitor Tech or related field, and/or successful completion of a Basic EKG course is required. Must be able to read, write and communicate in English. Current Basic Life Support (BLS) by 

American Heart Association (AHA) or American Red Cross (ARC) is required.Job Duties1. Initiates, maintains, troubleshoots and discontinues electrodes, leads, and transmitters as requested. Selects appropriate lead for monitoring. Assesses 

quality of tracing as compared to baseline, lack of electrical interference and freedom of artifact.2. Interprets EKG strips including rate, rhythm, PR, QRS and QT intervals. Records/interprets strips on all patients at the beginning of each shift to 

establish a baseline and then as needed for changes or significant events. Does not discharge patient from system until all essential data has been printed and obtains Charge Nurse approval.3. Keeps telemetry log current. Maintains 

monitoring equipment and supplies with consideration for cost containment. Demonstrates ability to safely and accurately use all equipment and troubleshoot Telemetry Monitoring Station. Follows infection control and safety policies and 

procedures.4. Reports abnormal and critical arrhythmias to RN immediately. Assists with providing complete documentation of strips during resuscitation. Gives report to oncoming shift: rhythm, rate, and any significant changes noted during 

the current shift.5. Provides continuous monitoring and obtains coverage when leaving the area. Monitors are never left unattended.6. Successfully pass the EKG exam (90% or greater) administered by the clinical educator.7. Assumes 

accountability for all actions in the workplace. Reports errors promptly.8. Orients new staff and students to work areas. Collaborates with other nursing staff and hospital employees to create an environment that is conducive to the retention 

of qualified personnel.9. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions.10. Utilizes downtime to assist others and/or to provide additional assistance as requested.**Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MORGUE AND EXPLANTS COORDINATOR U5464 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H2A

Prof Srvs-Pgrm/Proj Coord-

NE PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under general supervision of 

Anatomic Pathology leadership.Experience and EducationAssociates Degree in Mortuary Science or Nursing and related experienceJob DutiesResponsible for coordination of disposal of old autopsy cases/amputations/fetus after completing 

grossing to Willed Body. Proper scanning of request forms are completed for documentation purposes.Handles explants cases. Responsible for sending explants, specimens or stained slides to HIM for legal cases ensuring that proper release of 

information paperwork has been completed prior to release. Discard explants depending on the storage requirements.Scan surgical specimens and explants for tracking purposes in Epic Beaker. Responsible for archiving these and ensuring that 

there are carts available for Pathologist Assistants. Contact Business continuity to arrange for barrel pickup so it can be discarded.Retrieve consents for autopsy, accessions paperwork, make blocks and print labels, set-up the room and prepare 

supplies for autopsy. Assist in the autopsy, take cultures for Microbiology, and clean up after the procedure. Upload autopsy consents, autopsy photos and brain cutting photos on the CLS storage drive. Ensure that preliminary and final 

reports are completed within the required timeframe in Epic Beaker. Keep track of all inventories and supplies in the morgue.Ensure all required temperature eyewash, disinfection and other logs are completed based on the accreditation 

requirements.Maintains patient confidentiality in accordance with university and department policies.Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires ability to communicate clearly.Work may require telephone 

and personal contact with all levels of internal and external personnel and organizations. Work requires physical exertion lifting cadavers up to 300 pounds.Work requires continuous exposure to disagreeable elements, such as hazardous 

chemicals and materials, noxious odors and fumes, need to handle human cadavers and anatomical specimens, and or exposure to bodily fluids and toxic waste.Work requires knowledge of human anatomy and anatomical specimens.Working 

Conditions_______________________________________________________________________________________Work is performed primarily in general office environment. Any qualifications to be considered as equivalents in lieu of stated 

minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MOVING ATTENDANT 6225 09 $27,300.00 $34,100.00 $40,900.00 $2,275.00 $2,841.67 $3,408.33 $105.00 $131.16 $157.31 $13.13 $16.39 $19.66 N 6E

Maintenance/Craft-SemiSkill 

Jr CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum 8th grade 

education and no experience required. Six months moving experience preferred. Work requires valid State of Texas driver's license. Commercial driver's license (CDL) preferred.Job DutiesAssists in department and office relocation by moving 

and setting up furniture, office supplies, and equipment.Assembles and disassembles office furniture and lab equipment.Sets-up rooms for events by moving chairs and furniture as required.Performs other duties as assigned. **Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MOVING ATTENDANT SR 6224 10 $28,600.00 $35,800.00 $43,000.00 $2,383.33 $2,983.33 $3,583.33 $110.00 $137.69 $165.38 $13.75 $17.21 $20.67 N 6E

Maintenance/Craft-SemiSkill 

Jr CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum 8th grade 

education and one (1) year related moving experience.  Must obtain, commercial driver's license (CDL), as specified by department, within two (2) months of employment. Job DutiesCoordinates the moving activities/projects of 

subordinates.Assists in department and office relocation by moving and setting up furniture, office supplies, and equipment.Assembles and disassembles office furniture and lab equipment.Sets-up rooms for events by moving chairs and 

furniture as required.May provide working supervision or act as team lead to less experienced moving attendants.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP ACCOUNT SPECIALIST 7060 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3G2A Prof Fee Sched-MSRDP Mid PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide professional and experienced accounting work, which involves establishing and maintaining controls and records of materials and financial transactions.Experience and EducationBachelor's degree in business with minimum twelve (12) 

hours in accounting, or equivalent, is required; and two (2) years professional experience in governmental and/or commercial accounting preferred.Job DutiesVerifies postings in ledgers and journals for accuracy and compliance with prescribed 

accounting procedures.Verifies accuracy of accounting ledgers and resolves discrepancies.Compiles data and prepares spreadsheets related to various financial activities.Furnishes data for general ledger accounts for correctness of income 

and/or expenses and for maintenance of adequate balances; reconciles monthly and annual salary reports.Assists in development and implementation of new or revised accounting and operational procedures.May prepare research statements 

and allocate payments to research guarantor accounts.May compile and prepare monthly, quarterly and/or annual reports as required.May prepare and/or approve various on-line expenditures, journal vouchers, etc.May provide working 

supervision to Accounting Clerk and/or Accountant I positions.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise considerable judgment in interpretation of policy and application of accounting 

procedures and practices to work problems.Work requires knowledge of spreadsheets and word-processing software. Work requires ability to apply mathematical reasoning to analyze data and identify discrepancies in financial accounts.Work 

requires skill in using ten key by touch.Working ConditionsWork is performed primarily in general office area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MSRDP BILLING OPERATIONS ANALYST 1316 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3G2B Prof Fee Sched-MSRDP Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Health Care Administration, Accounting or other related field or equivalent, and four (4) years progressively responsible experience in the billing, collection or adjustment of patient accounts are required; or possess an 

Associates Degree with six (6) years progressively responsible experience in noted areas; or eight (8) years experience as given in lieu of a degree described above. Experience with Microsoft Office products (Word, Excel) is required.    Job Duties  

Assists management in developing, organizing and analyzing revenue cycle operating results, procedures, goals and objectives.       Identifies and investigates revenue cycle issues within defined paramenters; documents and reports adverse 

occurences and potential problems.      Assists with the implementation of system conversitions, upgrades and/or enhancements through data testing, evaluation and assessment.      Writes and maintains policies/procedures and workflows.        

Makes recommendations for problem resolutions and assists with the training of staff.       Provides working supervision to clerical positions.        Organizes data gathering and facilitates data review; prepares data reports.       Makes 

recommendations for problem resolutions.        Manages sensitive issues and information in a professional and confidential manner.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP CLAIMS EDIT SPECIALIST I 7117 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and two (2) years' experience with medical billing or claims processing, knowledge of billing and/or collections rules and regulations is required. May consider education in lieu of experience.Job DutiesThis job is responsible for 

reviewing and processing basic insurance claim edits in a timely manner under direct supervision of supervisor. Reviews and processes basic insurance claim edits through the billing system for registration and demographic accuracy.Utilizes 

vendor and third party websites for eligibility and benefit verification, including update of registration information within the billing system.Reposts and resubmits claims based on research findings and billing system updates.Works in all 

professional billing service areas.Updates registration and demographic information in at least two hospital billing service areas.Escalates issues above knowledge base to higher level specialist or supervisor.Duties performed may include one 

or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting 

patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability 

to work in a fast paced, production oriented environment.Work requires knowledge of insurance billing and various types of health insurance. Work requires strong organizational skillsWork requires good oral and written communication 

skills, including the use of medical terminology.Work requires Basic working knowledge of spreadsheet and word processing software.Working ConditionsWork is performed primarily in a general office environment.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP CLAIMS EDIT SPECIALIST II 7118 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and four (4) years' experience with medical billing or claims processing, knowledge of billing and/or collections rules and regulations is required. May consider education in lieu of experience.Job DutiesThis job is responsible for 

reviewing and processing basic and complex insurance claim edits in a timely manner under direct supervision of supervisor. Reviews and processes basic and complex insurance claim edits through the billing system.Utilizes vendor and third 

party websites for eligibility/benefit verification and authorization information. Updates the billing system accordingly.Reposts and resubmits claims based on research findings and billing system updates.Works in all professional billing service 

areas.Updates registration and demographic information in at least two hospital billing service areas.Assists lower level specialists. May escalate issues above knowledge base to higher level specialist or supervisor.Duties performed may 

include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly 

affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires ability to work in a fast paced, production oriented environment.Strong knowledge of CPT, HCPCS and ICD-10 codingStrong knowledge of medical terminology, rules and regulations affecting healthcare reimbursement and insurance 

carrier adjudication policies/proceduresWork requires basic working knowledge of spreadsheet and word processing software; good analytical skills.Work requires strong organizational skillsWork requires good oral and written communication 

skills.Working ConditionsWork is performed primarily in a general office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP CLAIMS EDIT SPECIALIST III 7128 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and six (6) years' experience with medical billing or claims processing, knowledge of billing and/or collections rules and regulations is required. May consider education in lieu of experience.Job DutiesThis job is responsible for 

reviewing and processing basic and complex insurance claim edits in a timely manner under direct supervision of supervisor. Reviews and processes basic and complex insurance claim edits through the billing system.Utilizes vendor and third 

party websites for eligibility/benefit verification and authorization information. Updates the billing system accordingly.Reposts and resubmits claims based on research findings and billing system updates.Works in all professional billing service 

areas.Updates registration and demographic information in all hospital billing service areas, including account level updates for UT Southwestern service area..Assists lower level specialists. May escalate issues above knowledge base to higher 

level specialist or supervisor.Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; 

(c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to work in a fast paced, production oriented environment.Strong knowledge of CPT, HCPCS and ICD-10 codingStrong knowledge of medical terminology, rules and regulations 

affecting healthcare reimbursement and insurance carrier adjudication policies/proceduresWork requires basic working knowledge of spreadsheet and word processing software; good analytical skills.Work requires strong organizational 

skillsWork requires good oral and written communication skills.Working ConditionsWork is performed primarily in a general office environment.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MSRDP CLINICAL DENIALS MANAGEMENT SPECIALIST I 7077 Y 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or equivalent and two (2) years medical billing or collections experience.  Requires working knowledge of Epic Resolute. Job Duties  1.Review, research and resolve basic coding denials.  This includes denials related to the billed E&M, CPT, 

diagnosis, and modifier. Denial types could include bundling, concurrent care, frequency and limited coverage.  Prepare and submit claim appeals, based on payor guidelines, on basic coding denials.  Identify denial, payment, and coding trends 

in an effort to decrease denials and maximize collections.2.Contact payers, via website, phone and/or correspondence, regarding reimbursement of claims denied for coding related reasons.  Interpret Managed Care contracts and/or Medicare 

and Medicaid rules and regulations to ensure proper reimbursement/collection.3.Makes necessary adjustments as required by plan reimbursement.4.Attend coding and billing in-services to gain proven knowledge of CPT and ICD-10 coverage 

policies, internal revenue cycle coding processes and the billing practices of specialty service lines.5.Requires knowledge of carrier specific claim appeal guidelines.  This includes Claim Logic, internet, and or paper/fax processes.6.Duties 

performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, 

releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP CLINICAL DENIALS MANAGEMENT SPECIALIST II 7078 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent and two (2) years medical billing or collections experience. Must demonstrate the ability to work clinical denials for complex E&M services, diagnostic studies, and/or minor surgical procedures. Must demonstrate a strong 

knowledge of medical claims recovery and/or collections rules and regulations. Coding certifications (CPC, CPMA, CMC, ART, RRA, RHIA, RHIT, CCS, CCA) and/or degrees (associate level, bachelor level, master level) preferred and may be used in 

lieu of experience.Job Duties1. Review, research and resolve coding denials for E&M services, diagnostic studies, and minor surgical procedures. This includes denials related to the billed E&M, CPT, diagnosis, and modifier. Denial types could 

include bundling, concurrent care, frequency and limited coverage. Prepare and submit claim appeals, based on payor guidelines, on moderate complexity coding denials. Identify denial, payment, and coding trends in an effort to decrease 

denials and maximize collections.2. Contact payers, via website, phone and/or correspondence, regarding reimbursement of claims denied for coding related reasons. Interpret Managed Care contracts and/or Medicare and Medicaid rules and 

regulations to ensure proper reimbursement/collection.3. Requires knowledge of carrier specific claim appeal guidelines. This includes Claim Logic, internet, and or paper/fax processes. Requires proven analytical, and decision making skills to 

determine what selective clinical information must be submitted to properly appeal the denial. Requires proven knowledge of CPT and ICD-10 coverage policies, internal revenue cycle coding processes and the billing practices of the specialty 

service line. This position requires clear and concise written and oral communication with payors, providers, and billing staff to insure resolution of moderate complex coding denials.4. Read and interpret E&M notes, diagnostic study results 

and or minor procedure notes. Based on the documentation review, confirm or change the billed CPT code(s), diagnosis code(s) and modifiers (if applicable) in order to attain denial resolution. Requires proven knowledge of the specialty 

specific service line documentation requirements. Must be familiar with the Medicare and Medicaid teaching physician documentation billing rules within 60 days of hire.5. Makes necessary adjustments as required by plan reimbursement.6. 

Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, 

releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP CLINICAL DENIALS MANAGEMENT SPECIALIST III 7079 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma and 

three (3) years medical billing or collections experience. Must demonstrate the ability to work clinical denials for complex E&M services, complex diagnostic studies, endoscopic, interventional and/or surgical procedures. Must demonstrate a 

strong knowledge of medical claims recovery and/or collections rules and regulations. Coding certifications (CPC, CPMA, CMC, ART, RRA, RHIA, RHIT, CCS, CCA) and/or degrees (associate level, bachelor level, master level) preferred and may be 

considered in lieu of experience.Job DutiesWorks under moderate supervision to perform advanced level billing/denial responsibilities.Review, research and resolve coding denials for complex diagnostic studies, endoscopic, interventional 

and/or major surgical procedures. This includes denials related to the billed E&M, CPT, diagnosis, and modifier. Denial types could include bundling, concurrent care, frequency and limited coverage. Prepare and submit claim appeals, based on 

payor guidelines, on complex coding denials. Identify denial, payment, and coding trends in an effort to decrease denials and maximize collections. Contact payers, via website, phone and/or correspondence, regarding reimbursement of claims 

denied for coding related reasons. Interpret Managed Care contracts and/or Medicare and Medicaid rules and regulations to ensure proper reimbursement/collection. Requires knowledge of carrier specific claim appeal guidelines. This includes 

Claim Logic, internet, and paper/fax processes. Requires proven analytical, and decision making skills to determine what selective clinical information must be submitted to properly appeal the denial. Requires proven knowledge of CPT and ICD-

10 coverage policies, internal revenue cycle coding processes and the billing practices of the specialty service line. This position requires clear and concise written and oral communication with payors, providers, and billing staff to insure 

resolution of complex coding denials.Requires the ability to read and interpret E&M notes, complex diagnostic study results, endoscopic and interventional results and/or major surgical operative notes. Based on the documentation review, 

confirm or change the billed CPT code(s), diagnosis code(s) and modifiers (if applicable) in order to attain denial resolution. Requires proven knowledge of the specialty specific service line documentation requirements. Must be familiar with 

the Medicare and Medicaid teaching physician documentation billing rules within 60 days of hire.Serves as a resource to the FERC Team Leads, Compliance Auditors, Medical Collectors and MSRDP Clinical Denials Management Specialist I & II. 

Requires a billing and coding knowledge level that provides guidance on and resolution to resolve claim denials and rejections.Makes necessary adjustments as required by plan reimbursement.Duties performed may include one or more of the 

following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires working knowledge of 

MS Excel.Work requires ability to analyze problems, develop solutions, and implement new procedures.Work requires ability to prioritize large volumes of work. Work requires good organizational, flexibility and analytical skills when resolving 

more complex unpaid claims.Work requires good communication skills.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

MSRDP CUSTOMER ACCOUNT ANALYST 7052 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent plus two (2) years directly related medical billing and customer service experience for billing inquiries. Some college preferred.Job DutiesMay perform some or all of the following:1. Answer all incoming patient/client calls.2. Take 

credit card payments over the telephone and posts to patient' accounts.3. Set up monthly payment plans on patient accounts.4. Add or correct insurance registration and files claims accordingly.5. Update demographics to include address and 

telephone numbers based on patient' telephone calls.6. Document all actions taken on accounts in the system account notes to ensure all prior actions are noted and understandable by others.7. Review accounts to resolve discrepancies in 

account balances and ensure payments are in accordance with the respective contract, appropriate discounts or applicable write-off completed. Including posting any undistributed credits while talking to the patient.8. Transfer call and/or 

account to Patient Financial Advocate to resolve complex account issues and escalated patient calls.9. Attend seminars, webinars, workshops, and actively participates in Occupational Training and Development and Compliance educational 

activities.10. Maintain knowledge of all university applicable rules, regulations, policies, guidelines that impact Billing Operations; seeks advice and guidance as necessary to ensure proper understanding of job functions.11. Duties performed 

may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or 

similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.



MSRDP CUSTOMER ACCOUNT ANALYST II 7085 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent plus three (3) years directly related experience in medical billing including (1) year customer service experience in evaluating customer billing inquiries. Some college preferred.Job DutiesMay perform some or all of the following:1. 

Contact or work directly with patients regarding their self-pay balances for payment or payment arrangements.2. Contact patients regarding delinquent payment plans or to update payment plans when additional charges are added.3. Receive 

credit card payments over the telephone and post payment(s) to patient's accounts.4. Add or correct insurance registration and files claims accordingly.5. Update demographics to include address and telephone numbers based on patient's 

telephone calls.6. Document all actions taken on accounts in the system account notes to ensure all prior actions are noted and understandable by others.7. Review accounts to resolve discrepancies on account balances and ensure payments 

are in accordance with the respective contract, appropriate discounts or applicable write-off completed. Including posting any undistributed credits while talking to the patient or reviewing the account.8. Resolve complex Deceased and/or 

Bankruptcy account issues to include resolving credits for insurance and/or patient. Send accounts based on balance criteria to the Office of General Counsel. Work accounts returned by the collection agencies that involve Deceased or 

Bankrutpcy.9. Work recalls from the collection agencies, verifying balances, providing statements, working bad debt credit balances. Work the close and return reports from the collection agencies.10. Assist as a back up to the Customer 

Service Team by answering patient/client calls when there are high call volumes.11. Responds to written correspondence to all patient inquires in a timely manner. Escalated patient inquiries will be sent to the Patient Financial Advocate for 

account resolution.12. Perform audit of accounts to resolve discrepancies in account balances and ensure payments are in accordance with the respective contract, appropriate discounts or applicable write-off completed.13. Answer questions 

and provides appropriate guidance to new employees on resolving account issues.14. Stays abreast of latest developments and trends in medical billing, customer service, and collections; attends seminars, webinars, workshops, and actively 

participates in Occupational Training and Development and Compliance educational activities.15. Maintains knowledge of all university applicable rules, regulations, policies, guidelines that impact Billing Operations; seeks advice and guidance 

as necessary to ensure proper understanding of job functions.16. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-

subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects 

research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

MSRDP ELIGIBILITY DENIALS SPECIALIST I 7059 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G6 Prof Fee Sched/Bill-Tech Den INSR UNIV University Classified Sal Pln

SalarySalary Negotiable Experience and EducationHigh school diploma or equivalent and two (2) years medical billing, claims processing, and/or insurance eligibility experience. May consider medical billing certifications or graduate degrees in 

lieu of experience.Job DutiesThis job is responsible for researching basic denied claim based on eligibility to ensure correct payers are billed timely on submitted insurance claims. Review, research and resolve basic denied insurance claims 

based on eligibility through the billing system, including Medicaid, Medicare, Worker's Compensation, Mental Health payers and third party payers.Interpret Explanation of Benefits from insurance companies on denied claims.Contact payers 

via website, phone and/or correspondence regarding claims denied for eligibility.Contact patients and assist with Coordination of Benefits or other coverage denials.Works in up to two professional billing service areas.Updates registration and 

demographic information in at least two hospital billing service areas.Review and resolve any Visit Filing order changes.Functions as a liaison between clinical departments and third party payers. Completes special projects as 

requested.Identifies problems and inconsistencies by using management reports; summarizes findings and makes recommendations to resolve billing issues in an effort to maximize collections. Duties performed may include one or more of 

the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to work in a fast 

paced, production-oriented environment.Work requires the ability to analyze problems, develop solutions and implement new procedures.Work requires knowledge of insurance billing and various types of health insurance. Work requires 

strong organizational skillsWork requires strong oral and written communication skills, including the use of medical terminology.Work requires Basic working knowledge of spreadsheet and word processing software.Working ConditionsWork 

is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP ELIGIBILITY DENIALS SPECIALIST II 7058 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G6 Prof Fee Sched/Bill-Tech Den INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and four (4) years medical billing, claims processing, and/or insurance eligibility experience. May consider medical billing certifications or graduate degrees in lieu of experience.Job DutiesThis job is responsible for researching any 

denied claim based on eligibility to ensure correct payers are billed timely on submitted insurance claims. Review, research and resolve denied insurance claims based on eligibility through the billing system, including Medicaid, Medicare, 

Worker's Compensation, Mental Health payers and third party payers.Interpret Explanation of Benefits from insurance companies on denied claims.Contact payers via website, phone and/or correspondence regarding claims denied for 

eligibility.Contact patients and assist with Coordination of Benefits or other coverage denials.Works in all professional billing service areas.Updates registration and demographic information in all hospital billing service areas.Resolves eligibility 

denials in all clearinghouse and payer rejection WQ's.Review and resolve any Visit Filing order changes and work advanced Visit Filing Order WQ's. Function as a liaison between clinical departments and third party payers. Completes special 

projects as requested.Identifies problems and inconsistencies by using management reports; summarizes findings and makes recommendations to resolve billing issues in an effort to maximize collections. Duties performed may include one or 

more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient 

records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to work 

in a fast paced, production-oriented environment.Work requires the ability to analyze problems, develop solutions and implement new procedures.Work requires knowledge of insurance billing and various types of health insurance. Work 

requires strong organizational skillsWork requires strong oral and written communication skills, including the use of medical terminology.Work requires Basic working knowledge of spreadsheet and word processing software.Working 

ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP ELIGIBILITY DENIALS SPECIALIST III 7047 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3G6 Prof Fee Sched/Bill-Tech Den INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and six (6) years medical billing, claims processing, and/or insurance eligibility experience. May consider medical billing certifications or graduate degrees in lieu of experience.Job DutiesThis job is responsible for researching any 

denied claim for both professional and hospital billing based on eligibility to ensure correct payers are billed timely on submitted insurance claims. Review, research and resolve denied insurance claims for both professional and hospital billing 

based on eligibility through the billing system, including Medicaid, Medicare, Worker's Compensation, Mental Health payers and third party payers.Interpret Explanation of Benefits from insurance companies on denied claims.Contact payers 

via website, phone and/or correspondence regarding claims denied for eligibility.Contact patients and assist with Coordination of Benefits or other coverage denials.Works in all professional billing service areas.Updates registration and 

demographic information in all hospital billing service areas.Resolves eligibility denials in all clearinghouse and payer rejection WQ's.Review and resolve any Visit Filing order changes and work advanced Visit Filing Order WQ's. Function as a 

liaison between clinical departments and third party payers. Completes special projects as requested.Identifies problems and inconsistencies by using management reports; summarizes findings and makes recommendations to resolve billing 

issues in an effort to maximize collections. Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research 

participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to work in a fast paced, production-oriented environment.Work requires the ability to analyze problems, develop solutions and implement new 

procedures.Work requires knowledge of insurance billing and various types of health insurance. Work requires strong organizational skillsWork requires strong oral and written communication skills, including the use of medical 

terminology.Work requires Basic working knowledge of spreadsheet and word processing software.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

MSRDP MEDICAL CLAIMS ANALYST 7003 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates degree 

and two (2) years experience with medical billing or claims processing, knowledge or billing and/or collections rules and regulations or High School diploma and four (4) yrs. experience with medical billing or claims processing, knowledge of 

billing and/or collections rules and regulations is required.  Job Duties  Reviews and processes insurance claims through the billing system, including Medicaid, Medicare, third party payers.       Responsible for contacting patients, and/or third 

party payers to resolve outstanding insurance balances or inappropriately paid claims.      Identifies problems and inconsistencies by using management reports; summarizes findings and makes recommendations to resolve billing issues.      

Reviews and resolves correspondence from all organizations.        Functions as resource person for departmental personnel to answer questions and assists with problem resolution.       Functions as liaison between clinical departments and 

third party payers.       Completes special projects as requested.        Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-

subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects 

research records.  Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP PATIENT FINANCIAL ADVOCATE 7086 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent plus four (4) years directly related experience in medical billing environment with at least two (2) years customer service experience in evaluating customer billing inquiries.  Associates degree or two years of college is preferred. 

Job Duties  May perform some or all of the following:1.Assist in answering incoming patient/client calls to the Customer Service Department.2.Resolve complex account issues and escalated patient calls.3.Assist patients from the beginning of 

the issue to the end of the issue to ensure a resolution by all parties.4.Patient accounts assigned to this person will be their sole responsibility until completion.5.Contact or work directly with patients regarding their self-pay balances for 

payment or payment arrangements.6.Determine appropriate action to be taken and make independent decisions regarding adjustment and processing of open/unresolved billing issues.7.Work directly with appropriate clinic Billing Managers 

and Patient Assistance Office Managers to correct and resolve patient complaints.8.Perform audit of accounts to resolve discrepancies in account balances and ensure payments are in accordance with the respective contract, appropriate 

discounts or applicable write-offs.9.Contact the departments when there are issues regarding the patient's coding or service.10.Contact the patient's insurance company if there are any issues regarding benefits.11.Contact the Follow Up 

department if there is a question regarding a denial or if an appeal is needed.12.Contact the collection agencies if an account needs to be recalled from the agency or if there is any issue regarding payments.13.Contact the Self-Pay or Insurance 

Posting Team(s) if there is any issue with posting.14.Contact the Refund Team to ensure the patient and/or insurance refund is completed and sent out.15.Work closely with Management to help identify and report trends pertaining to the 

Customer Service Work Queues.  Make recommendations regarding work flows and procedures.16.Stay abreast of the latest developments and trends in medical billing, customer service and collections. Attend seminars, webinars, and 

workshops and actively participates in Occupational Training and Development and Compliance educational activities.17.Maintain knowledge of all university applicable rules, regulations, policies, guidelines that impact Billing Operations; 

seeks advice and guidance as necessary to ensure proper understanding of job functions.18.Identify ways to improve work processes and provide recommendations for new or revised procedures, to enhance the collection and customer 

service process; implements and monitors results as appropriate in support of the overall goals of the department.19.Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for 

patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

MSRDP PATIENT FINANCIAL ADVOCATE SENIOR 7014 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position is to provide the best 

patient financial experience to assist the patient in resolving their dispute from beginning to end. To help train and support all other Advocates to ensure they understand all processes related to patient disputes. Requires a high level of 

customer service and the ability to maintain friendly and appropriate communication with patients, client staff, insurance companies, and employees. This individual will be responsible to work with staff of all levels, in assisting and answering 

questions throughout the day as it relates to patient calls. Will work with CRM report and EPIC dashboards and serve as a liaison to the clinics, follow-up teams, and hospital staff to facilitate the appropriate and prompt payment of self-pay 

balances.Experience and EducationHigh school diploma or equivalent plus six(6) years directly related experience in medical billing environment with at least three(3) years customer service experience in evaluating customer billing inquiries. 

Associates degree or two years of college is preferred.Job DutiesMay perform some or all of the following:Review CRM reports and EPIC dashboards to find opportunities for improvement with patient complaints. Aid in completing 

documentation regarding patient complaints for the Patient Assistance Office.To assist with EPIC projects and testing with upgrades.Trends to Advocate EPIC workqueues and pools, Emails with Billing Inquiries, Account Help, and Mychart 

messages which include denials for follow up and coding. Patient requests which includes centralized and non-centralized departments.Assist in training and developing new and current staff to ensure all processes and workflows are 

followedProvide training and support to other Advocates, as well as reviewing Advocate work queues, and assisting in work queues as needed. .Assist and back up other Patient Financial Advocates in areas as needed.Determine appropriate 

action to be taken and makes independent decisions if accounts require further escalation to the Account Resolutions Patient Experience Coordinator.Identify ways to improve work processes, workflows and provide recommendations for new 

or revised procedures, to enhance the billing, and patient experience process; implements and monitors results as appropriate in support of the overall goals of the department.Enter escalated patient disputes in the RL Solutions software for 

the Patient Assistance Office.Assist in answering incoming patient/client calls to the Customer Service Department.Resolve complex account issues and escalated patient calls. Assist patients from the beginning of the issue to the end of the 

issue to ensure a resolution by all parties. Patient accounts assigned to this person will be their sole responsibility until completion. Determine appropriate action to be taken and make independent decisions regarding adjustment and 

processing of open/unresolved billing issues.Work directly with appropriate clinic Billing Managers and Patient Assistance Office Managers to correct and resolve patient complaints.Perform audit of accounts to resolve discrepancies in account 

balances and ensure payments are in accordance with the respective contract, appropriate discounts or applicable write-offs.Contact the departments when there are issues regarding the patient's coding or service.Contact the patient's 

insurance company if there are any issues regarding benefits.Contact the Follow Up department if there is a question regarding a denial or if an appeal is needed. Contact the collection agencies if an account needs to be recalled from the 

agency or if there is any issue regarding payments. Stay abreast of the latest developments and trends in medical billing, customer service and collections. Attend seminars, webinars, and workshops and actively participates in Occupational 

Training and Development and Compliance educational activities.Maintain knowledge of all university applicable rules, regulations, policies, guidelines that impact Billing Operations; seeks advice and guidance as necessary to ensure proper 

understanding of job functions. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) 

Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Perform other duties 

as assigned. Knowledge, Skills & AbilitiesWork requires strong customer service and organizational skills.Work requires demonstrating the ability to handle escalated or complex customer inquiries.Work requires strong oral and written 

communication skills, including the use of medical terminology. Work requires to be able to handle stressful situations including discussing outstanding balances with patients and taking the appropriate action.Work requires must be 

professional in appearance and adhere to the department's policies and procedures.Working ConditionsWork is performed primarily in office area.UT&iquest;Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis 

of&iquest;race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MSRDP PROFESSIONAL BILLING AUTHORIZATION SPECIALIST I 7114 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAssociates degree and 

two (2) years' medical billing experience including insurance verification and obtaining authorizations, knowledge of billing and/or collections rules and regulations; or High school diploma or equivalent and four (4) years' medical billing 

experience including insurance verification and obtaining authorizations, knowledge of billing and/or collections rules and regulations is required. Job DutiesIdentifies and verifies all essential information pertaining to insurance 

verification/eligibility and pre-certification on basic office procedures. Revises information in billing system as needed. Maintains department productivity standards.Coordinates with physician's office and/or ancillary department regarding 

additional information needed to obtain per-certification and insurance benefits. Maintains department productivity standards.Counsels offices and/or patents when an "out of network" situation becomes apparent or other potential payor 

technicalities arise.Provides notification to patient regarding estimated financial responsibility.Escalates issues above knowledge base to higher level specialist or supervisor.Duties performed may include one or more of the following core 

functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient 

financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to work in a fast paced, production 

oriented environment.Work requires strong knowledge of CPT, HCPCS and ICD-10 codingWork requires knowledge of insurance verification and benefits. Work requires strong organizational skillsWork requires good oral and written 

communication skills, including the use of medical terminology.Work requires proficient skills working with spreadsheet and word processing software.Working ConditionsWork is performed primarily in a general office environment.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP PROFESSIONAL BILLING AUTHORIZATION SPECIALIST II 7115 N 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAssociates degree and 

three (3) years' medical billing experience including insurance verification and obtaining authorizations, knowledge of billing and/or collections rules and regulations; or High school diploma or equivalent and five (5) years' medical billing 

experience including insurance verification and obtaining authorizations, knowledge of billing and/or collections rules and regulations is required. Job DutiesIdentifies and verifies all essential information pertaining to insurance 

verification/eligibility and pre-certification on complex patient accounts (such as: surgery, hearing aid services, etc.). Additional research and knowledge is needed to obtain this information.Revises information in billing system as needed. 

Maintains department productivity standards.Coordinates with physician's office and/or ancillary department regarding additional information needed to obtain per-certification and insurance benefits. Maintains department productivity 

standards.Counsels offices and/or patents when an "out of network" situation becomes apparent or other potential payor technicalities arise.Provides notification to patient regarding estimated financial responsibility.Escalates issues above 

knowledge base to higher level specialist or supervisor.Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects 

research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to work in a fast paced, production oriented environment.Work requires strong knowledge of CPT, HCPCS and ICD-10 codingWork requires knowledge 

of insurance verification and benefits. Work requires strong organizational skillsWork requires good oral and written communication skills, including the use of medical terminology.Work requires proficient skills working with spreadsheet and 

word processing software.Working ConditionsWork is performed primarily in a general office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP PROFESSIONAL BILLING AUTHORIZATION SPECIALIST III 7116 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAssociates degree and 

four (4) years' medical billing experience including insurance verification and obtaining authorizations, knowledge of billing and/or collections rules and regulations; or High school diploma or equivalent and six (6) years' medical billing 

experience including insurance verification and obtaining authorizations, knowledge of billing and/or collections rules and regulations is required. A CPC (Certified Professional Coder) is required.Job DutiesReviews clinical documentation for 

CPT/diagnosis code information to support pre-certification according to payor policy. Maintains department productivity standards.Identifies and verifies all essential information pertaining to insurance verification/eligibility and pre-

certification on complex and specialized patient accounts. Additional research and knowledge is needed to obtain accurate information in a timely manner.Counsels offices and/or patents when an "out of network" situation becomes apparent 

or other potential payor technicalities arise.Provides support to lower level specialists.Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or 

caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting 

human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to work in a fast paced, production oriented environment.Work requires strong knowledge of CPT, HCPCS and ICD-10 

codingWork requires knowledge of insurance verification and benefits. Work requires strong organizational skillsWork requires good oral and written communication skills, including the use of medical terminology.Work requires proficient 

skills working with spreadsheet and word processing software.Working ConditionsWork is performed primarily in a general office environment.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MSRDP QUALITY ASSURANCE SPECIALIST I 7093 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent (Associate's degree in health or science discipline preferred) and three (3) years' experience in two of the following areas of revenue cycle: billing, collections, payment posting, charge capture or coding experience in healthcare 

environment.  Minimum 6 months EPIC experience required. Job Duties  1.Performs Revenue Cycle audits on MSRDP employees for medical, surgical, and billing operational departments for complete/appropriate data elements, action, and 

documentation on patient accounts to ensure timely resolution of claims.  Audits include technical and clinical denial workflows, with understanding of the revenue cycle from registration to adjudication.2.Researches issues, summarizes 

findings.  Provides recommendations to management for training and coaching purposes.  Keeps statistics and reports them to management for performance improvement opportunities. Handles critical workloads and/or department special 

projects as assigned.3.Investigates and responds to Quality Assurance inquiries, problems, questions or requests in timely and professional manner to ensure resolution.4.Process scheduled user audits timely and upon request, to support 

management of functions.  Keeping all information regarding any audits and investigations in the Quality Assurance department in complete confidentiality.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP QUALITY ASSURANCE SPECIALIST II 7094 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3G2A Prof Fee Sched-MSRDP Mid INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent (Associate¿s degree in health or science discipline preferred) and five (5) years' experience in three of the following areas of revenue cycle: billing, collections, payment posting, charge capture, or coding experience in healthcare 

environment.  One year EPIC experience required. Job Duties  1.Performs Revenue Cycle audits on MSRDP employees for medical, surgical, and billing operational departments for complete/appropriate data elements, action, and 

documentation on patient accounts to ensure timely resolution of claims.2.Researches issues, summarizes findings.  Provides recommendations to management for training and coaching purposes.  Keeps statistics and reports them to 

management for performance improvement opportunities. Handles critical workloads and/or department special projects as assigned.3.Investigates and responds to Quality Assurance inquiries, problems, questions or requests in timely and 

professional manner to ensure resolution.4.Process scheduled user audits timely and upon request, to support management of functions.  Keeping all information regarding any audits and investigations in the Quality Assurance department in 

complete confidentiality.5.Process department audits and process investigations.  Analysis for risk and improvements.  Meet with other departments to discuss opportunities and gather information.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP RECONCILIATION SPECIALIST 7051 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3G2A Prof Fee Sched-MSRDP Mid INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates degree or 

higher in Accounting or four years equivalent experience obtained within the banking industry or comparable institution.    Job Duties  On a daily basis, reconciles and prepares for deposit patient payments from UTSW ambulatory clinics and 

non-UTSW clinics.       Performs daily change fund audits.        Provides support to all ambulatory clinic locations in regards to ensuring continuous operation of credit card machines. This includes the ordering and installation of new machines, 

troubleshooting of malfunctioning equipment and subsequent associated resolution.    Provides support to all ambulatory clinics and off-site clinics in regards to questions concerning routine charge entry, payment posting and batch 

balancing.      On a daily basis reviews/reconciles cash receipts and batches.        Serves as custodian of petty cash, which includes issuing funds to clinical staff as needed and insuring compliance by managing change fund bag check in/out 

procedures.      Reconciles non-posted payments.        Processes credit/debit/flex card refunds.        Performs other duties as assigned.        x          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.



MSRDP REVENUE CYCLE TEAM LEAD 7012 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3G2A Prof Fee Sched-MSRDP Mid INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent. Four (4) years medical billing or collections experience. Must demonstrate the ability to work complex E&M services, complex diagnostic studies, endoscopic, interventional and/or surgical procedures. Must demonstrate the ability 

to make calls to obtain authorizations. Coding certifications (CPC, CPMA, CMC, ART, RRA, RHIA, RHIT, CCS, CCA) and/or degrees (associate level, bachelor level, master level) can be used as years of experience.Job DutiesProvides orientation and 

training for staff members on procedures, system functions, and activities required to perform job.Assists supervisor with planning daily work flow and work distribution; monitoring and maintaining performance standards by ensuring 

production and quality standards are met; advises supervisor of performance deficiencies; makes recommendations for retraining of employees; advises supervisor of all system and procedural issues which require analysis and resolution and 

compiles daily production reports for work group.Monitor assigned work queues daily in the electronic billing system, resolving errors and edits, monitors and signs off on staff charge reconciliation and responds to requests for information; 

work with providers and other staff as needed to resolve errors and release corrected claims.Processes on-line billing interfaces and/or interface edits; identifies and resolves problems as they arise; reviews and/or enters charge forms; reviews 

and corrects claim edits and denials to ensure proper payment for services rendered.Research and resolve claim correspondence from insurance carriers; investigate patient account questions, etc.; assist Reimbursement Specialist, Billing 

Coordinator and Billing Specialists as needed. Provides input to supervisor for performance appraisals and personnel issues.Completes special projects that may require defining problems, determining work sequence and summarizing 

findings.Identifies problems and inconsistencies with federal, state, and private payor claims, and patient charges utilizing various reports; researches problems, summarizes findings and makes recommendations.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires proficient computer skills, including Epic.Work requires ability to analyze problems, develop solutions, and recommend new procedures.Work requires ability to handle large volumes of 

work.Work requires good organizational, flexibility and analytical skills when resolving more complex unpaid claims.Work requires one to possess quick and accurate alpha/numeric data entry skills.Work requires ability to handle large volumes 

of workWork requires strong interpersonal communication, documentation skills and true "customer service" oriented work style. Work requires strong knowledge of established medical necessity criteria; knowledge of ICD-9 / ICD-10 coding, 

CPT coding, & applicable rules & regulations affecting reimbursement for healthcare services.Work requires working knowledge of medical terminology.Work requires knowledge of insurance carrier adjudication policies and procedures.Work 

requires one to possess a professional and courteous demeanor while being assertive and confident in their collection efforts.Work requires experience in Medical Billing, Accounts Receivables, and/or Collections within a healthcare or 

insurance environment.Work requires one to exhibit excellent work ethics and commitment to job responsibilities. Work requires presence of a positive image that reflects well on the organization.Work requires a self-starter, with ability to 

work well as part of a team and independently.Work requires understanding of the requirements of Medicaid, Medicare and insurance billing.Work requires ability to work in a fast paced, production oriented environment.Working 

ConditionsWork is performed primarily in general office setting.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP Team Lead 7011 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G2 Prof Fee Sched-MSRDP Jr INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate's degree 

or two years college with credit hours in Business Administration, Health Care Administration, or related field or High school diploma or equivalent and six (6) years progressively responsible experience in medical insurance, medical billing or 

medical reimbursement. Job Duties  1. Provides orientation and training for new hires on insurance follow-up work flow processes, system functions, and activities required to perform job.2. Participates in development and maintenance of 

departmental work flows to ensure compliance of billing regulations and payer policy changes.3. Receives, researches, and resolves billing discrepancies from insurance carriers, and MSRDP representatives.4. Assist in the identification of claim 

form issues and elevate to supervisor for further research and resolution.5. Functions as liaison between Provider Relations and MSRDP to resolve provider NPI/TPI external edit conditions.6. Complete special projects which require defining 

problems, determining work sequence, summarizing findings and making recommendations.7. Provides feedback to MSRDP Supervisors regarding training experience along with additional opportunities for continued growth and 

improvement.8. Resolves complex claim denials elevated from Medical Collectors II and/or III by contacting insurance companies, places of employment, federal and state agencies, or patients.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP TECHNICAL DENIALS MANAGEMENT SPECIALIST I 7000 Y 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 3G6 Prof Fee Sched/Bill-Tech Den INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School DiplomaOne 

(1) year administrative or customer service experience requiredOne (1) year medical claims recovery and/or collections experience preferredJob Duties1. Responsible for outbound calls and/or status inquiries via payer&iquest;s website 

validating receipt of medical claims.2. Verifies insurance.3. Update insurance demographics and rebill claims not received.4. Documents all work and calls performed.5. Obtain primary and/or secondary eob and CMS 1500 to bill next 

responsible payer.6. Utilize various internal resources to obtain medical records to respond to requests from the third party payers for additional information.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSRDP TECHNICAL TRAINER SR 7034 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3D7 Prof Svcs-Billing/Rev Trainer PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Education, Computer Science or related field or four (4) years of related experience in a healthcare environment. Must have a minimum of one year experience in the actual development and use of training methods, 

techniques and materials.Associate's degree in Business Administration, Education, Computer Science or related field or six years of experience in a healthcare environment. Must have a minimum of one year experience in the actual 

development and use of training methods, techniques and materials.Job DutiesWorks under supervision to plan and coordinate complex training and educational programs of the Epic Resolute billing system for UT Southwestern Medical 

Center. The development of effective training materials (including visual aids and manuals) to support classroom activities is an essential component of this position. Must have the ability to conduct/facilitate and maintain responsibility for 

the effectiveness of assigned training sessions. Participates in the testing of new applications and enhancements to ensure integrity and quality of data. Incumbent will be responsible for providing management with insight into the overall 

direction of the training department.Provides management with insight into the overall direction and scope of the training department. Develops curriculum, lesson plans and other appropriate methods of presentation to ensure that all staff 

development educational goals are met.Coordinates and conducts training sessions on complex healthcare revenue cycle software. Organizes lectures which require excellent oral communication skills. Prepares training materials and visual 

aids which require excellent written communication skills. Requires working knowledge of desktop publishing software, graphic presentation software, and word processing software. Maintains records of training activities and evaluates 

applicability and effectiveness of programs. Recommends policies and procedures relating to training activities. Requires working knowledge of spreadsheet software for tracking, along with analytical skills.Attends professional meetings, 

seminars, and conferences. Prepares required special and periodic reports for management review. Completes special projects as assigned and acts as a general resource to UT Southwestern Medical Center departments.Performs other duties 

as assigned by the manager.Knowledge, Skills & AbilitiesWork requires classroom experience, excellent written and verbal skills.Working ConditionsWork is performed primarily in office area and classrooms.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSW LCSW SOCIAL WORKER 2306 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F4A

Prof Med Services-Soc Work 

Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMasters degree in social 

work and two (2) years experience is required. Job DutiesAssists in development and implementation of Case Management. Provides expertise in area of social work as it pertains to management of patient.Assists in coordination of client care 

through formulation of appropriate plan of care via accurate assessment of patient's social, financial and insurance situation.Develops short and long term plans to facilitate patient care and discharge.Utilizes crisis intervention and problem 

solving skills to facilitate and enhance patient and family's ability to meet acute and ongoing medical and psychosocial needs.Networks with community agencies to assure appropriate client access.Maintains documentation and meets 

department and Zale Lipshy Uni- University Hospital documentation standards.Identifies cases with ethical and legal considerations, and makes referrals. Confers with supervisor.Communicates with other health care providers, patients, 

families, other hospital personnel, and visitors. Demonstrates effective communication with adolescents, adults and older adults.Maintains system for tracking placement of patients after discharge on monthly basis.Has knowledge of 

Department and Unit Performance Improvement program and is aware of expected participation. Identifies need for professional growth and seeks development opportunities.Provides education to staff, patients and community resource 

affiliates.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MSW LCSW SOCIAL WORKER P2306 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3F4

Prof Med Services-Soc Work 

Jr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree in 

social work and two (2) years experience is required.     Job Duties  Assists in development and implementation of Case Management. Provides expertise in area of social work as it pertains to management of patient.      Assists in coordination 

of client care through formulation of appropriate plan of care via accurate assessment of patient's social, financial and insurance situation.      Develops short and long term plans to facilitate patient care and discharge.       Utilizes crisis 

intervention and problem solving skills to facilitate and enhance patient and family's ability to meet acute and ongoing medical and psychosocial needs.      Networks with community agencies to assure appropriate client access.       Maintains 

documentation and meets department and Zale Lipshy Uni- University Hospital documentation standards.       Identifies cases with ethical and legal considerations, and makes referrals.  Confers with supervisor.       Communicates with other 

health care providers, patients, families, other hospital personnel, and visitors.  Demonstrates effective communication with adolescents, adults and older adults.      Maintains system for tracking placement of patients after discharge on 

monthly basis.       Has knowledge of Department and Unit Performance Improvement program and is aware of expected participation.  Identifies need for professional growth and seeks development opportunities.      Provides education to 

staff, patients and community resource affiliates.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MSW LCSW SOCIAL WORKER U2306 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F4A

Prof Med Services-Soc Work 

Sr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree in 

social work and two (2) years experience is required.     Job Duties  Assists in development and implementation of Case Management. Provides expertise in area of social work as it pertains to management of patient.      Assists in coordination 

of client care through formulation of appropriate plan of care via accurate assessment of patient's social, financial and insurance situation.      Develops short and long term plans to facilitate patient care and discharge.       Utilizes crisis 

intervention and problem solving skills to facilitate and enhance patient and family's ability to meet acute and ongoing medical and psychosocial needs.      Networks with community agencies to assure appropriate client access.       Maintains 

documentation and meets department and Zale Lipshy Uni- University Hospital documentation standards.       Identifies cases with ethical and legal considerations, and makes referrals.  Confers with supervisor.       Communicates with other 

health care providers, patients, families, other hospital personnel, and visitors.  Demonstrates effective communication with adolescents, adults and older adults.      Maintains system for tracking placement of patients after discharge on 

monthly basis.       Has knowledge of Department and Unit Performance Improvement program and is aware of expected participation.  Identifies need for professional growth and seeks development opportunities.      Provides education to 

staff, patients and community resource affiliates.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MSW LMSW SOCIAL WORKER U2309 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F4A

Prof Med Services-Soc Work 

Sr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

Institution certified by the Council of Social Work Education with a Masters in Social Work Current license is required by the Texas State Board of Social Work Examiners. Temporary license is acceptable during first 90 days of employment. BCLS 

not required in transplant departments.Prefer 2 years experience. Good general health and stress coping ability. Full mobility and ability to participate in vigorous activity. Ability to speak and hear, to allow discussions with physicians, patients 

and other members of the healthcare team. Possess near vision for accurate reading of computer screens and recording on patient charts. Must be able to walk reasonable distances to cover multiple nursing units.Job DutiesParticipates in 

multidisciplinary rounds and proactively determines patient needs for discharge transitions including: transportation, DME, LTAC, SNF, home health agencies and hospice.Utilizes crisis intervention and problem solving skills to facilitate and 

enhance patient and family's ability to meet acute and ongoing medical and psychosocial needs.Demonstrates ongoing familiarity with community resources to facilitate positive patient and family outcomes agencies to assure appropriate 

client access.Maintains effective documentation including tracking and referral information; consistently meets department and UTSW documentation standards.Identifies and reports situations or cases to appropriate governmental agencies 

as legally required and in compliance with organizational policies and procedures.Serves as an active participant of the health care team, communicating effectively with other health care providers, patients, families, other hospital personnel, 

and visitors.Identifies the need for professional growth and seeks appropriate development opportunities.Provides education to staff, patients and community resource affiliates.Maintains system for tracking placement of patients after 

discharge on monthly basis.Has knowledge of Department and Unit Performance Improvement program and is aware of expected participation. Identifies need for professional growth and seeks development opportunities.Provides education 

to staff, patients and community resource affiliates.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

MSW LMSW SW CARE COORDINATION U2305 Y T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3A32 Specialized Nurse-SW PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleU2305 - Social Worker - Care CoordinationSalarySalary 

Negotiable Job SummaryThe social worker Care Coordinator is a member of the Care Coordination Department (a Hospital department) who educates the healthcare team and physicians about psychosocial issues and any identified 

patient/family problems as well as strategies to address the issues.The individual in this position, in conjunction with RN Care Coordinators, has overall responsibility to assess the patient for transition needs including identifying and assessing 

patients at risk for readmission. This position will conduct complex psycho-social assessment and intervention to promote timely throughput, facilitate a safe discharge and prevent avoidable readmissions. This position integrates national 

standards for case management scope of services including: Care Coordination- A process whereby screening/identification, assessment, planning, sequencing of care and communication, when effectively integrated, ensure and advance the 

plan of care to support successful transitions. Compliance- Knowledge related to federal, state, local hospital and accreditation requirements that impact scope of services to include, Centers of Medicare and Medicaid Services (CMS) Condition 

of Participation. Transition Management- Planning that begins at the time of the initial patient encounter (preadmission, admission, emergency department, etc.) and is reevaluated and adjusted throughout the patient's hospital stay. Care 

Coordinators (both SW and RN) will arrange/ensure all elements of the transition plan are implemented and communicated to key stakeholders including, but not limited to, the health care team, patient/family/ caregiver, and post-acute 

providers. Care Coordinators will convey all necessary information for continuity of care and patient safety, verify receipt and provide a venue for additional questions and/or information requests/needsExperience and EducationTwo (2) 

years'hospital experience preferredSocial Worker LMSW (Licensed Master Social Worker in the State of Texas) requiredJob DutiesScreens and evaluates high risk patients for discharge planning needs. Consults with attending physicians and 

members of the healthcare team regarding any identified psychosocial issues and/or care transition barriers. Recognizes that the transition process is collaborative with the multidisciplinary team to include the patient/family and assists with 

executing the plans and interventions to facilitate the hospital stay and manage length of stay and reassesses as care needs change.Facilitates patient care conferences as indicated, to include complex cases to proactively assist with 

establishing a safe and effective discharge plan.Implements the transition of care plan to the next level through appropriate service referrls and assures that the patient is given choice in regards to agencies and services.Assists with adoptions, 

abuse and neglect cases, including assessment and investigation, intervention and referral as appropriate to local, state, and/or federal agencies, as indicated.Educates and provides information and resources to patients and families regarding 

the availability of community resources. Interprets patient and family needs and provides information concerning availability and limitation of resources.Maintains open communications with community agencies to appropriately assist in 

referring and meeting patient needs.Maintains knowledge of payor benefits, hospital and community resources, and regulatory standards to ensure informed decision making, continuity of care, and desired outcomes (i.e. medical, medical 

cost, quality of life, and patient satisfaction).Maintains chronological notes, clinical charts, statistical data, or case histories for each patient with respect to social problems, adjustments for patient and family involvement, and actions taken or 

planned.Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, 

modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires ability to develop internal systems, create credibility with physicians, and develop relationships and credibility with various community resources.Work requires internal contact to refer 

patients as necessary to various departments.Work requires frequent external contact with home health agencies, hospices, and any specialty society/resource available within community to assists patients.Work requires responsibility for 

developing and recommending policies regarding social worker referrals, support groups, etc.Work requires exercise of considerable judgment in interpretation of policies and the application of procedures, techniques, and practices to work 

problems. Working ConditionsWorking conditions are considered to be fair but involve exposure to one or more disagreeable elements such as need to travel to patient's homes, working under crowded or noisy conditions, dealing with 

disfigured patients or those who have terminal illnesses, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This 

position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MULTIMEDIA PHOTOJOURNALIST 8820 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H9

Prof Services-Comm & 

Mkting Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleMultimedia PhotojournalistSalarySalary Negotiable Job 

SummaryWorks under minimal supervision to develop and provide photo and video content in support of the online marketing and communication strategies.Experience and EducationBachelor's degree in journalism, photography, visual 

communications, or related field and three (3) years of related experience required. Job DutiesResearches, develops themes and stories, and content ideas, including producing and publishing photos and video posts for multimedia 

formats.Uses advanced-level photography and video to independently conceive and create exceptional visual stories for print, broadcast, and social media platforms. Examples include photo essays; research, education and patient care videos 

of varying lengths; animations; Instagram stories and more.Produces highly artistic video and still photography that elevates the UT Southwestern websites, newsroom, social media and marketing materials, and increases both brand 

awareness and audience engagement.Provides expertise and work collaboratively with Communications, Marketing, and Public Affairs team members to strategize storytelling and fulfill multimedia requests from departments across 

campus.Independently manages multiple visual storytelling assignments from concept to completion.Utilizes advanced technical and lighting skills, as well as extensive knowledge of Adobe Creative Cloud Suite, to elevate photography and 

videography during pre- and post-production.Engages photo/video subjects using exceptional interpersonal skills, and provides artistic direction as needed on location.Partners with Digital Assets Manager to maintain large and complex digital 

asset management system.Tags all photos appropriately to build highly accessible photo archive system, and works with videographers to build and maintain video library.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires good organizational skills.Work requires excellent written communications skills.Work requires technical knowledge of DSLR camera types for both still photography and video. Work requires adept with image processing and color 

temperature balancing. Highly skilled with 3-point lighting.Work requires expertise in image-manipulation and image-management software, notably Adobe Creative Cloud including Photoshop, InDesign, Bridge, as well as Microsoft Office and 

Mac OS.Working ConditionsWork is performed primarily in office area. Must be able to maintain flexible work schedule that supports after-hours shoots and being on-call.Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MULTI-MODALITY TECHNGST 1167 RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B22 Prof Technologist-Multi Mod ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under minimal supervision with 

the physicians to perform two or more of the following areas MRI, CT, US, Mammography,and/or Diagnostic Imaging: exams, exam protocols, accreditation, operations, and facilitation of equipment maintenance.MINIMUM 

QUALIFICATIONSAmerican Registry of Radiologic Technologists - ARRT (R) or ARRT (CT) or ARRT (MR) or ARRT (M) or ARRT (BS). Licensed by Texas Medical Board (excluding MRI). Basic Life Support approved by the American Heart Association. 

Graduate from AMA approved school. Two years of experience is preferred. ESSENTIAL FUNCTIONSJob Duties: Review physician orders for accuracy, diagnosis, sedation, and applicability to the imaging protocol. Screen patients for contrast 

allergies, contraindications, implants, metallic devices, foreign objects, and appropriateness that would prohibit or modify the imaging exam. Discuss findings with the radiologist including the ordering provider and/or physicist as applicable. If 

modification of protocol is necessary, consult with radiologist to determine appropriate, parameters, sequences, etc. Document changes as appropriate in electronic health record. Ensure other resources such as nursing, anesthesia, or rooms 

have been scheduled accordingly.Actively participates in the patient hand-off. Interviews patient (two patient identifier), and obtains medical history pertaining to procedure's and clinical criteria. Explains procedure and instructs patient on 

necessary requirements needed to provide diagnostic images. Answers questions/screening concerning procedures and IV contrast for relevant exams. Assists the physician as needed in performing procedures. Ensures that images and records 

are properly completed with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria. Completes exam charges 

and image documentation in a timely manner. Administers oral and/or intravenous injections of contrast material as appropriate, observes patients for adverse reactions. Accesses patient for fall risk, assists patient in dressing for exam and 

attends to patient's mental and physical well-being while transporting to and from exam room including positioning for exam. Instructs/communicates with patient and/or patient's family (as appropriate) regarding the tests to be performed 

and evaluates the patient's ability to tolerate exam.Quality Control - performs daily and monthly QC testing as required for compliance. Places service calls for imaging equipment/workstations to service engineer/biomed, with additional 

correspondence sent to the physicist and imaging leadership. Follows archiving/storing quality control measures/images including various data sets (ex. Baseline scans, 12-month scans, 24-month scans). Performs data calculations, scoring and 

statistical analyses while following established QC standards for digital images. Participates in accreditation imaging requirements.Performs post processing on imaging equipment and remote workstations. May include, but not limited to, 

MIPing, MPR, 3-D rendering, qualitative and color mapping for breast imaging, ADC mapping and color mapping of diffusion scans, cardiac analysis to assess cardiac function including ejection fractions and wall thickness, spectroscopy analysis, 

and calculation of T1 and T2 values. Must be able to lift 40-50lbs.Responds to inquiries/calls/emails in a timely and professional manner. Communicates shift hand off regarding workflow issues with equipment or pending exams with 

oncoming staff. Engages in equitable distribution of departmental workloads. Actively participates in providing orientation and training for new hires and students ensuring that procedures are performed according to set standards. Functions 

in the department as a part of an interdisciplinary team, and collaborates in the care and service delivery process of patient care through effective communication with other service lines. Prioritizes exams with scheduling exams to ensure 

smooth workflow, minimize wait times and address stat and urgent requests. Adheres to hospital policies, regulatory compliance, new yearly metrics/department goals, patient satisfaction, and fiscally responsible with regards to equipment, 

supplies scheduling, overtime, etc. Maintains patient confidentiality and ensures that all processes and procedures are maintained to secure and protect all workstations in all work areas.Research as applicable: Duties performed may include 

one or more of the following core functions: a) Directly interacting with or caring for human-subjects research participants; b) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other 

duties as assignedKNOWLEDGE, SKILLS, & ABILITIESWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to 

normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change 

agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental modalities. WORKING CONDITIONSWork is 

performed primarily in a hospital or hospital clinic environmentAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This 

position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status.



MULTI-MODALITY TECHNGST U1167 RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B22 Prof Technologist-Multi Mod ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under minimal supervision with 

the physicians to perform two or more of the following areas MRI, CT, US, Mammography,and/or Diagnostic Imaging: exams, exam protocols, accreditation, operations, and facilitation of equipment maintenance.MINIMUM 

QUALIFICATIONSAmerican Registry of Radiologic Technologists - ARRT (R) or ARRT (CT) or ARRT (MR) or ARRT (M) or ARRT (BS). Licensed by Texas Medical Board (excluding MRI). Basic Life Support (BLS) certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC)by frist day of employment is required. Graduate from AMA approved school. Two years of experience is preferred. ESSENTIAL FUNCTIONSJob Duties: Review physician orders for 

accuracy, diagnosis, sedation, and applicability to the imaging protocol. Screen patients for contrast allergies, contraindications, implants, metallic devices, foreign objects, and appropriateness that would prohibit or modify the imaging exam. 

Discuss findings with the radiologist including the ordering provider and/or physicist as applicable. If modification of protocol is necessary, consult with radiologist to determine appropriate, parameters, sequences, etc. Document changes as 

appropriate in electronic health record. Ensure other resources such as nursing, anesthesia, or rooms have been scheduled accordingly.Actively participates in the patient hand-off. Interviews patient (two patient identifier), and obtains medical 

history pertaining to procedure's and clinical criteria. Explains procedure and instructs patient on necessary requirements needed to provide diagnostic images. Answers questions/screening concerning procedures and IV contrast for relevant 

exams. Assists the physician as needed in performing procedures. Ensures that images and records are properly completed with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures 

accurately and in a timely manner in accordance with age specific criteria. Completes exam charges and image documentation in a timely manner. Administers oral and/or intravenous injections of contrast material as appropriate, observes 

patients for adverse reactions. Accesses patient for fall risk, assists patient in dressing for exam and attends to patient's mental and physical well-being while transporting to and from exam room including positioning for exam. 

Instructs/communicates with patient and/or patient's family (as appropriate) regarding the tests to be performed and evaluates the patient's ability to tolerate exam.Quality Control - performs daily and monthly QC testing as required for 

compliance. Places service calls for imaging equipment/workstations to service engineer/biomed, with additional correspondence sent to the physicist and imaging leadership. Follows archiving/storing quality control measures/images 

including various data sets (ex. Baseline scans, 12-month scans, 24-month scans). Performs data calculations, scoring and statistical analyses while following established QC standards for digital images. Participates in accreditation imaging 

requirements.Performs post processing on imaging equipment and remote workstations. May include, but not limited to, MIPing, MPR, 3-D rendering, qualitative and color mapping for breast imaging, ADC mapping and color mapping of 

diffusion scans, cardiac analysis to assess cardiac function including ejection fractions and wall thickness, spectroscopy analysis, and calculation of T1 and T2 values. Must be able to lift 40-50lbs.Responds to inquiries/calls/emails in a timely 

and professional manner. Communicates shift hand off regarding workflow issues with equipment or pending exams with oncoming staff. Engages in equitable distribution of departmental workloads. Actively participates in providing 

orientation and training for new hires and students ensuring that procedures are performed according to set standards. Functions in the department as a part of an interdisciplinary team, and collaborates in the care and service delivery 

process of patient care through effective communication with other service lines. Prioritizes exams with scheduling exams to ensure smooth workflow, minimize wait times and address stat and urgent requests. Adheres to hospital policies, 

regulatory compliance, new yearly metrics/department goals, patient satisfaction, and fiscally responsible with regards to equipment, supplies scheduling, overtime, etc. Maintains patient confidentiality and ensures that all processes and 

procedures are maintained to secure and protect all workstations in all work areas.Research as applicable: Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for human-subjects 

research participants; b) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assignedKNOWLEDGE, SKILLS, & ABILITIESWork requires ability to exercise modality expertise 

in applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the 

PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires 

ability to build high functioning teams that work in tandem within interdepartmental modalities. WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environmentAny qualifications to be considered as equivalents 

in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

MUSIC THERAPIST P2301 P18 $41,294.00 $55,230.00 $71,918.00 $3,441.17 $4,602.50 $5,993.17 $158.82 $212.42 $276.61 $19.85 $26.55 $34.58 N 3F15 Prof Med Services-Tissue Don ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationMaster's degree in Music 

Therapy preferred. Six months to one year of related experience required. Two to three years of job related experience preferred. Music Therapist Board Certification required.Job DutiesResponsible for designing, implementing, and assessing 

evidence-based music therapy interventions and protocols based on best practices and patient/family needs, to include, but not limited to: psychosocial, emotional, physiological, and physical concerns.Create and manage patient treatment 

plans, maintain patient documentation, develop and maintain effective working relationships with members of the health care team.Collaborate on program planning and growth.Maintain all departmental standards and continuing 

responsibilities.Educate staff across numerous disciplines about the benefits of music therapy with regard to psychosocial, emotional, physiological, and physical concerns.Knowledge, Skills & AbilitiesMust possess the ability to quickly 

assess/facilitate patients' needs with minimal information.Must possess effective organizational skills and attention to detail.Must possess the ability to communicate with others in a clear, understandable and professional manner on the 

phone and in person; and the demonstrated use of good written and verbal communication skills.Must possess the ability to maintain regular, reliable and punctual attendance.Must possess the ability to learn and apply new information, 

knowledge and experiences in a timely manner.Must possess the ability to be flexible and adaptable to change.Must possess the ability to work on multiple tasks and projects and to prioritize.Working ConditionsUT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

MUSIC THERAPIST U2301 P18 $41,294.00 $55,230.00 $71,918.00 $3,441.17 $4,602.50 $5,993.17 $158.82 $212.42 $276.61 $19.85 $26.55 $34.58 E 3H33 Prof Services-Fine Arts Svcs ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationMaster's degree in Music 

Therapy preferred. Six months to one year of related experience required. Two to three years of job related experience preferred. Music Therapist Board Certification required.Job DutiesResponsible for designing, implementing, and assessing 

evidence-based music therapy interventions and protocols based on best practices and patient/family needs, to include, but not limited to: psychosocial, emotional, physiological, and physical concerns.Create and manage patient treatment 

plans, maintain patient documentation, develop and maintain effective working relationships with members of the health care team.Collaborate on program planning and growth.Maintain all departmental standards and continuing 

responsibilities.Educate staff across numerous disciplines about the benefits of music therapy with regard to psychosocial, emotional, physiological, and physical concerns.Knowledge, Skills & AbilitiesMust possess the ability to quickly 

assess/facilitate patients' needs with minimal information.Must possess effective organizational skills and attention to detail.Must possess the ability to communicate with others in a clear, understandable and professional manner on the 

phone and in person; and the demonstrated use of good written and verbal communication skills.Must possess the ability to maintain regular, reliable and punctual attendance.Must possess the ability to learn and apply new information, 

knowledge and experiences in a timely manner.Must possess the ability to be flexible and adaptable to change.Must possess the ability to work on multiple tasks and projects and to prioritize.Working ConditionsUT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

NETWORK ENGINEER I 8872 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3D6B Prof Services-IR Support Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

perform basic network duties and day-to-day operations and procedures for maintaining campus wide area networks.Experience and EducationBachelor's degree in a technical field or equivalent, with two (2) years in an enterprise support role 

or 8 years minimum in an enterprise support role and relevant experience with software or appliances used in network systems. Job DutiesWorks directly with other Engineers to document and plan network communications systems. 

Performs IP administration for server registration and renewals. Working knowledge of DNS/DHCP operations.Troubleshoots network components and recommends improvements to the network. Has experience deploying and diagnosing 

access switches.First level support for Call Center Service-Now assignments. Assists with responses to security incidents to prevent additional loss and obtains and preserves forensic evidence. Working knowledge of VPN and 

firewalling.Understands and diagnoses TCP/IP connectivity in computing systems, through firewalls WAN links and internet connectivity.Generates reports from monitoring systems pertaining to network bandwidth utilization, and other traffic 

patterns. Able to utilize network monitoring systems to gauge network health and problem diagnosis.Performs and evaluates data network components under the direction of managers and participation with other levels of engineers. 

Remains knowledgeable of changes in technology, industry practices, and state and federal regulatory requirements by attending training, trade shows, and related venues. Performs network switch and UPS deployment as directed and as part 

of ongoing expansion projects.Participates in on-call rotation whose duties include nights and weekends which may require repair or replacement of network components. Participates in scheduled change windows Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWorks requires good verbal and written communications skills.Work requires skill in delivering timely, quality customer service.Work requires knowledge of authoritative standards, guidelines, and best 

practices relative to data network and security systems.Work requires ability to formulate and sustain effective and productive working relationships between diverse members of project teams and work with groups within Information 

Resources and other departments at the institution.Work requires knowledge of technical computer security issues and Windows, UNIX, and LINUX operating systems.Work requires practical knowledge in network design, VPN and firewalls 

(hardware/Software, Operating Systems), and network routing/switching protocols.Work requires ability to exercise judgement and impact awareness working in sensitive compute facilities including computer center, internet POPs and critical 

health care locations.Work requires physical exertion working with and connecting network devices.Work requires exercise of independent judgment in application of procedures, techniques or practices to work problems.Work requires 

development of policies and procedures and recommendation of products for approval to meet department needs.Working ConditionsWork will be in a general office area but will frequently require visits to switching locations, wiring closets, 

and other campus networking facilities.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and 

thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an 

equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

NETWORK ENGINEER II 8871 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D3 Prof Svcs-IR InfraServices TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Job SummaryWorks under general direction to 

perform basic network design duties, functions relating to firewall administration, operations, and maintenance for campus-wide area networks.Experience and EducationBachelor's degree in Computer Science or related field, with four (4) 

years of experience in an enterprise support role and relevant experience with software or appliances used in network systems. May consider additional years of experience in lieu of a degree.  Job DutiesWorks directly with Senior Engineer to 

plan, document and implement network communications systems. Provides specifications and detailed documentation for the network architecture. Conducts coordinated testing of network design. Assists with responses to security incidents 

to prevent additional loss and obtains and preserves forensic evidence. Able to work independently for major network upgrade initiative, able to evaluate and assess new technologies and network components.Performs wired and wireless 

network installations, management, and monitoring as necessary. Plans and maintains WAN connected clinics and sites.Troubleshoots network components and recommends improvements. Provides documentation, project tracking, and 

management reporting for new projects. Remains knowledgeable of changes in technology, industry practices, and state and federal regulatory requirements by attending training, trade shows, and related venues.Serves as escalation support 

to Network Engineer I for Call Center problems (Service-Now) assignments. Participates in on-call rotation and scheduled change windows whose duties include nights and weekendsPerforms other duties as assigned.Knowledge, Skills, & 

AbilitiesStrongly prefer CCNA certificationWorks requires good verbal and written communications skills.Work requires skill in delivering timely, quality customer service.Work requires knowledge of authoritative standards, guidelines, and 

best practices relative to data network and security systems.Work requires ability to formulate and sustain effective and productive working relationships between diverse members of project teams and work with groups within Information 

Resources and other departments at the institution.Work requires knowledge of technical computer security issues and Windows, UNIX, and LINUX operating systems.Requires knowledge of routing protocols, campus and internet, wireless 

802.1x, VOIP and HSNACWork requires ability to configure routers and switches, as well as design and implement networking changes.Knowledge of cisco ACI and internet routing.Understands firewall systems, VPN systems and NAC 

authentication.Understands completely IPAM and DNS/DHCPWork requires ability to design and implement networking tools, which integrate with other computing systems. Work requires ability to exercise judgement and impact awareness 

working in sensitive compute facilities including computer center, internet POPs and critical health care locations.Has knowledge of WAN technologies, leased circuits and DWDM and optical transport systems.Work requires physical exertion 

working with and connecting network devices.Work requires exercise of independent judgment in application of procedures, techniques or practices to work problems.Work requires development of policies and procedures and 

recommendation of products for approval to meet department needs.Working ConditionsWork is primarily performed in general office area. May be required to visit switching locations, wiring closets, and other campus networking facilities. 

Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

NETWORK ENGINEER III 8870 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D3 Prof Svcs-IR InfraServices TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Job SummaryWorks under general direction to 

perform overall network design duties, functions relating to firewall administration, operations, and maintenance for campus-wide area networks.Experience and EducationBachelor's degree in Computer Science or related field, with eight (8) 

years of experience in an enterprise support role and relevant experience with software or appliances used in network systems. May consider additional years of experience in lieu of a degree. Master's degree is preferred.Job DutiesManages 

the network security posture as it relates to numerous network projects. Performs evaluations, recommends, and implements solutions from a network security-wired and wireless perspective. Provides security technical expertise and 

assistance for design integration support applications, networks, communications, and operational systems with members from other divisions within Information Resources. Plans, documents, and implements network communications 

systems. Provides specifications and detailed schematics for network architecture including MOPs and project plans. Provides specific, detailed information for hardware and software selection, implementation techniques, and tools for the 

most efficient solution to meet business needs, including present and future capacity planning. Coordinates testing of network design for redundancy, resiliency, and capacity.Performs firewall implementation and administration as needed 

based on requests and required maintenance. Maintains technical expertise in all areas of network and computer hardware, software interconnection, and interfaces such as routers, firewalls, switches, gateways, and related functions. 

Maintains and plans WAN connected clinics and sites.Evaluates and reports on new communication technologies to enhance the capabilities of the network. Mentors and supports the work activities of lower-level Network Engineers. Remains 

knowledgeable of changes in technology, industry practices, and state and federal regulatory requirements by attendance at training seminars, trade shows and related venues. Participates in on-call rotation and scheduled change windows 

whose duties include nights and weekendsPerforms other duties as assigned.Knowledge, Skills, & AbilitiesStrongly prefer CCNP certificationRequires deep knowledge of TCP/IP routing protocols including EIGRP, OSPF and BGP.Requires 

knowledge of network virtualization, and automation such as ACI, NFV and SDNWork requires scripting languages such as PERL or Python; and automation tools like Ansible, PuppetRequires of Internet routing, firewalls and VPN.Works 

requires knowledge of authoritative standards, guidelines, and best practices relative to data network and security systems.Work requires ability to formulate and sustain effective and productive working relationships between diverse 

members of project teams and work groups within Information Resources and other departments at the institution.Work requires knowledge of technical computer security issues and Windows, UNIX, and LINUX operating systems, systems 

and network administrationWork requires advanced knowledge of network design, firewalls/firewall security development, and network routing/switching protocols.Work requires ability to configure routers and switches, as well as design and 

implement networking changes.Requires expertise working wireless 802.1x, VOIP and HSNACCan understand at a deep level IPAM and DNS/DHCPHas a deep knowledge of WAN technologies including leased lines and leased fiber with DWDM 

and optical transport systems.Work requires ability to design and implement networking tools, which integrate with other computing systems. Work requires ability to implement tools and features in network management platforms such as 

AKIPs, Solarwinds and NetDiscoWork requires skill in delivering timely, quality customer service.Work requires physical exertion working with and connecting network devices.Work requires ability to give oral and written presentations. Work 

requires exercise of considerable judgment in application of procedures or techniques to work problems.Work requires development of policies and procedures and recommendation of products for approval.Working ConditionsWork is 

primarily performed in general office area May be required to visit switching locations, wiring closets, and other campus networking facilities. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval 

of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

NETWORK INFRASTRUCTURE TECHNICIAN 8875 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D3 Prof Svcs-IR InfraServices TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree, or 

equivalent experience in Computer Science, Telecommunications, or related field. Three (3) years' experience in design, integration, and implementation of voice and data communications cabling systems and related infrastructure for large 

sites. Must have knowledge of TCP/IP, networking and voice hardware, and be familiar with troubleshooting methodologies for cabling plants. Professional certification in Cabling industry - Telecommunications Design Engineer certification 

required or equivalent experience.Must be proficient in creating a detailed design of new structured cabling systems or the integration and modification of a design into an existing environment.If area of employment requires use of a 

University-owned vehicle, employee will be required to possess a valid Texas Drivers License, pass a Motor Vehicle Records (MVR) check, and complete drivers training (or van training, if applicable), in accordance with UTS Policy 157, appendix 

B.Job DutiesAssists with design, integration, and implementation of voice and data communications cabling systems, including new and renovated structures within UT Southwestern Medical Center (UTSW). Responsible for design, installation, 

maintenance and repair of all campus OSP/ISP copper and fiber backbone cabling.Responsible for the design, integration and installation of pathways, technology spaces, fiber and copper based distribution systems, wireless-based systems, 

and infrastructure that supports the transportation of information and associated signaling between and among communications and information gathering devices.Responsible for the installation, termination, and certification of cable plant 

installations (CAT 5E, CAT 6, CAT 6A, SM/MM fiber optic, etc.) pathways, spaces, bonding, grounding and fire stopping.Define network cabling standards, and deploy cabling and other technology space engineering solutions, such as entrance 

facilities, POP rooms, MDF/IDF design, rack layout, space, power, UPS systems.Review site surveys, condition discrepancy reports, design documents and other documentation to evaluate installation feasibility.Utilize AutoCad or PDF software 

to create and/or revise necessary construction plan documents. Calculate labor and material costs.Work with assigned external contractors in providing support for implementation and completion of projects within UTSW.Must be 

comfortable performing infrastructures inspections in a construction environment. Perform other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires knowledge of OSP and will involve a great deal of time outside. Work requires 

knowledge of various technologies including telecommunications, wireless, data and voice networks. Work requires knowledge of industry troubleshooting and test equipment such as tone generators, light meters, fiber fusion splicers, copper 

splicers, and OTDR. Work requires ability to diagnose and resolve problems. Work requires skill in reading blue prints, identifying cable paths and some assistance with site surveys. Work requires ability to maintain effective working 

relationships with campus employees, contractors and others. Work requires excellent organizational skills and attention to detail. Work requires ability to multitask and be flexible to changing priorities in a dynamic environment. Work 

requires ability to walk, crawl, kneel, climb ladders, stoop, lift, carry, and pull heavy objects, use hand tools and other various types of instrumentation or devices. Work requires entering manholes and other confined spaces.WORKING 

CONDITIONSWork is performed both indoors and outdoors, including possible exposure to elements such as electrical hazards, mechanical hazards, constant noise, and dust mite hazards.Any qualifications to be considered as equivalents in 

lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

NEURODIAGNOSTIC TECH  TRAINEE U5331 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3B6 Prof Technologist-Diagnostic ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCE0-1 year of experience in any healthcare settingHigh School Diploma or GED is required. Some college education is preferredBLS from American Heart Association is required prior to hire.ESSENTIAL 

FUNCTIONSMeasures and accurately applies electrodes in a timely manner; performs routine, extended and continuous EEG procedures in the EMU or Neurosonology procedures in clinic and inpatient hospital settings. Educates patients and 

family using AIDET and appropriately utilizes methods designed to improve patient cooperation and comfort. Monitors patients hooked up for EEG testing in the EMU. Reports events to clinical staff and physicians. Works in accordance with 

the standards and protocols of the Neurodiagnostic Department and/or Neurosonology Lab.Provides technical descriptions of the EEG to support staff and nurses as they assess patients for comprehension and ability to cooperate during ictal 

and non-ictal events as assigned. Clearly documents and reports clinical and electrographic changes in a timely manner as outlined in policy.Reviews and edits routine, extended and continuous EEG files or Neurosonology procedures; utilizing 

appropriately neurodiagnostic nomenclature in describing electrographic abnormalities or concerning patterns. Prunes, clips and archives files as needed according to department policy.Demonstrates knowledge of neuroanatomy, physiology, 

basic electronics, electrical safety, instrumentation, pattern recognition, and various medical and pharmacological conditions that influence END and Neurosonology procedures. Applies methods to obtain optimal electrical recordings and 

actively identifies equipment limitations and problems related to patient care.Clearly documents a comprehensive patient history gathering appropriate information from the patient, the patient's record, and family members including 

neurolygical symptomology and medications. Able to assess situations, describe diagnostic testing information and interact with patients and family in critical settings and under stressful circumstances.Demonstrates the ability to access, 

navigate and document in multiple software applications (Nihon Kohden, Microsoft Office suites, Cadwell, Persyst, Remote Citrix, Epic, Peoplesoft, Neurosonology software systems). Provides accurate charge entry/verification routinely and 

maintains electronic communication consistently with appropriate staff through the designately channels.Learns to assist and perform additional and advanced Neurodiagnostic and Neurosonology Procedures by supervised practice with 

increasing independence. Required to participate in conferences or in-services, and independent study as outlined by department leaders.Verifies identity of patient and provides adequate patient ID on all studies. Ensures patient safety at all 

times. Keeps equipment clean and in working order. Troubleshoots equipment problems and repairs or reports to management promptly. Demonstrates knowledge of appropriate actions to take during an abnormal study or emergency 

situation. Ensures electrical safety to patients and staff. Rotates through on-call duties equitably and supports the EEG and EMU department or Neurosonology lab as assigned by Department leader. Willing and able to work on holidays, 

weekends, nights and swing shifts equally in the absence of scheduled staff in units, if needed.Orients new staff and students to work areas. Collaborates with other hospital employees to create an environment that is conducive to retention of 

qualified personnel. Utilizes downtime to assist others and/or to provide additional amenities to patients and/or patients' families.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring 

for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIES Work requires knowledge of computer systemsWORKING CONDITIONSWalking, standing, bending, 

turning and stooping. Work is primarily conducted in a Hospital or Clinic environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

NEURODIAGNOSTIC TECH I U1683 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5E22 Medical Technician-NeuroDx ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationOne (1) year experience 

in a healthcare setting, preferably in the field of Neurodiagnostics. High School Diploma. Some college education preferred. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC).Job Duties1. Measures and accurately applies electrodes in a timely manner; performs routine, extended and continuous EEG procedures in the EMU or Neurosonology procedures in clinic and inpatient hospital settings. Educates 

patients and family using AIDET and appropriately utilizes methods designed to improve patient cooperation and comfort.2. Monitors patients hooked up for EEG testing in the EMU. Reports events to clinical staff and physicians. Works in 

accordance with the standards and protocols of the Neurodiagnostic Department and/or Neurosonology Lab.3. Provides technical descriptions of the EEG to support staff and nurses as they assess patients for comprehension and ability to 

cooperate during ictal and non-ictal events as assigned. Clearly documents and reports clinical and electrographic changes in a timely manner as outlined in policy.4. Reviews and edits routine, extended and continuous EEG files or 

Neurosonology procedures; utilizing appropriately neurodiagnostic nomenclature in describing electrographic abnormalities or concerning patterns. Prunes, clips and archives files as needed according to department policy.5. Demonstrates 

knowledge of neuroanatomy, physiology, basic electronics, electrical safety, instrumentation, pattern recognition, and various medical and pharmacological conditions that influence END and Neurosonology procedures. Applies methods to 

obtain optimal electrical recordings and actively identifies equipment limitations and problems related to patient care.6. Clearly documents a comprehensive patient history gathering appropriate information from the patient, the patient's 

record, and family members including neurolygical symptomology and medications. Able to assess situations, describe diagnostic testing information and interact with patients and family in critical settings and under stressful circumstances.7. 

Demonstrates the ability to access, navigate and document in multiple software applications (Nihon Kohden, Microsoft Office suites, Cadwell, Persyst, Remote Citrix, Epic, Peoplesoft, Neurosonology software systems). Provides accurate charge 

entry/verification routinely and maintains electronic communication consistently with appropriate staff through the designately channels.8. Learns to assist and perform additional and advanced Neurodiagnostic and Neurosonology 

Procedures by supervised practice with increasing independence. Required to participate in conferences or in-services, and independent study as outlined by department leaders.9. Verifies identity of patient and provides adequate patient ID 

on all studies. Ensures patient safety at all times. Keeps equipment clean and in working order. Troubleshoots equipment problems and repairs or reports to management promptly. Demonstrates knowledge of appropriate actions to take 

during an abnormal study or emergency situation. Ensures electrical safety to patients and staff.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.



NEURODIAGNOSTIC TECH II U5313 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 5E22 Medical Technician-NeuroDx ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationThree (3) years 

experience in the field of Neurodiagnostics. Preferably in a hospital setting High School Diploma. Some college education preferred. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American 

Red Cross (ARC) required and ABRET EEG (R. EEG T.), or RVT, or AAET Registry in Nerve Conduction Studies (R. NCS. T.) required.Job Duties1. Measures and accurately applies electrodes in a timely manner; performs routine, extended and 

continuous EEG procedures in the EMU or Neurosonology procedures in clinic and inpatient hospital settings. Educates patients and family using AIDET and appropriately utilizes methods designed to improve patient cooperation and 

comfort.2. Monitors patients hooked up for EEG testing in the EMU. Reports events to clinical staff and physicians. Works in accordance with the standards and protocols of the Neurodiagnostic Department and/or Neurosonology Lab.3. 

Provides technical descriptions of the EEG to support staff and nurses as they assess patients for comprehension and ability to cooperate during ictal and non-ictal events as assigned. Clearly documents and reports clinical and electrographic 

changes in a timely manner as outlined in policy.4. Reviews and edits routine, extended and continuous EEG files or Neurosonology procedures; utilizing appropriately neurodiagnostic nomenclature in describing electrographic abnormalities or 

concerning patterns. Prunes, clips and archives files as needed according to department policy.5. Demonstrates independence in at least two of the following advanced Neurodiagnostic procedures in an inpatient and/or outpatient setting: 

Nerve Conduction, EMG (assist physicians), Transcranial doppler, Carotid duplex, Emboli detection studies, Evoked Potentials, Ecog or cortical mapping, Wada, SEEG or surgical EEG (full setup and montage creation). Supervises daily workflow in 

the absence of the department manager and Lead technologists as assigned. Required to participate in conferences and lead in-services within the department.6. Clearly documents a comprehensive patient history gathering appropriate 

information from the patient, the patient's record, and family members including neurological symptomology and medications. Able to assess situations, describe diagnostic testing information and interact with patients and family in critical 

settings and under stressful circumstances.7. Demonstrates the ability to access, navigate and document in multiple software applications (Nihon Kohden, Microsoft Office suites, Cadwell, Persyst, Remote Citrix, Epic, Peoplesoft, 

Neurosonology softeware systems). Provides accurate charge entry/verification routinely and maintains electronic communication consistently with appropriate staff through the designately channels.8. Demonstrates knowledge of 

neuroanatomy, physiology, basic electronics, electrical safety, instrumentation, pattern recognition, and various medical and pharmacological conditions that influence END and Neurosonology procedures. Applies methods to obtain optimal 

electrical recordings or waveforms and actively identifies equipment limitations and problems related to patient care.9. Verifies identity of patient and provides adequate patient ID on all studies. Ensures patient safety at all times. Keeps 

equipment clean and in working order. Troubleshoots equipment problems and repairs or reports to management promptly. Demonstrates knowledge of appropriate actions to take during an abnormal study or emergency situation. Ensures 

electrical safety to patients and staff.10. Rotates through on-call duties equitably and supports the EEG and EMU department or Neurosonology lab as assigned by Department leader. Willing and able to work on holidays, weekends, nights and 

swing shifts equally in the absence of scheduled staff in units, if needed.11. Precepts new hires and trains technologists in advanced testing. Orients new staff and students to work areas. Collaborates with other hospital employees to create an 

environment that is conducive to retention of qualified personnel. Utilizes downtime to assist others and/or to provide additional amenities to patients and/or patients&iquest; families. Assistance to other duties as assigned by 

management.12. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other 

duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

NEURODIAGNOSTIC TECH III U9743 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3B6 Prof Technologist-Diagnostic ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationFive (5) years experience 

in the field of Neurodiagnostics or Neurosonology within a hospital setting. Preferred experience in the Epilepsy Monitoring Unit Associate's degree or certificate beyond High School. Preferred graduation from an accredited (CAAHEP) program. 

BLS certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), R. EEG T. or RVT is required. Must be eligible for a 2nd registry (CLTM, R. EP T., CNIM, R. NCS. T., RPSGT or DABNM) and attempt within 

two (2) years of hire date.Job Duties1. Performs routine, extended and continuous EEG procedures in the EMU or TCDs in the clinic and inpatient hospital settings. Monitors patients in the Epilepsy Monitoring Unit (EMU). Reviews, edits and 

provides technical descriptions of procedures within all settings of the department.2. Supervises daily workflow and addresses issues related to the department in the absence of department leaders. Assists with the establishment, 

implementation, and maintenance of protocols, policies, and practices of the department. Regularly assists in communicating program objectives ensuring compliance and standard of care is met.3. Demonstrates independence in performing 

needed advanced Neurodiagnostic procedures as outlined by Leadership: Nerve Conduction, EMG (assist physicians), Transcranial dopplers, Carotid Duplex, Evoked Potentials, Ecog or cortical mapping, Wada, SEEG or surgical EEG (full setup 

and montage creation). Required to participate in conferences and lead in-services within the department.4. Troubleshoots equipment and software and acts as a resource for the department in evaluating new equipment, ordering supplies, 

assessing effectiveness of current policy and standard of care. Provides input to the medical director, department manager and others regarding quality and patient care issues as needed. Is knowledgeable in correct procedure performance and 

recognition of clinically significant events. Performs routine database checks and prunes, clips and archives files as needed according to department policy.5. Actively assists department leadership in continuous process improvement which 

includes audits of charges/billing reconciliation, record review, staff orientation and training, staff development and successful monitoring and documentation of employee competencies. Organizes and/or leads in-service training, monthly 

lectures, performance evaluations, team huddles, physician-tech record reviews and other activities under the direction of the department manager.6. Actively works with other department leaders and care team members on projects related 

to Neurodiagnostics and Epilepsy as assigned by manager, including community events, accreditation activities, Nursing and other care team coordination, improvement of coordination of care, training and learning initiatives.7. Demonstrates 

the ability to access, navigate and document in multiple software applications (Nihon Kohden, Microsoft Office suites, Cadwell, Persyst, Remote Citrix, Epic, Peoplesoft, TCD software systems). Provides accurate charge entry/verification 

routinely and maintains electronic communication consistently with appropriate staff through the designated channels.8. Demonstrates knowledge of neuroanatomy, physiology, basic electronics, electrical safety, instrumentation, pattern 

recognition, and various medical and pharmacological conditions that influence END and Neurosonology procedures. Applies methods to obtain optimal electrical recordings and waveforms. Actively identifies equipment limitations and 

problems related to patient care.9. Verifies identity of patient and provides adequate patient ID on all studies. Ensures patient safety at all times. Keeps equipment clean and in working order. Troubleshoots equipment problems and repairs or 

reports to management promptly. Demonstrates knowledge of appropriate actions to take during an abnormal study or emergency situation. Ensures electrical safety to patients and staff. Complies with dept/institutional standards for 

handling infectious, hazardous, or flammable materials.2. Orients new staff and students to work areas. Assists in the training, supervision, and evaluation of END Tech I and II. Acts as a recourse to junior staff members. Assumes 

responsibilities of Department Management in his/her absence as assigned. Collaborates with other hospital employees to create an environment that is conducive to retention of qualified personnel. Performs other duties as required.11. 

Learns to perform additional and advanced Neurodiagnostic Procedures. Expands knowledge by participation in research projects, conferences, in-services, and independent study.4. Duties performed may include one or more of the following 

core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including 

patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

NEURODIAGNOSTICS CARE COORDINATOR U6056 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3B6 Prof Technologist-Diagnostic PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationMinimum Associate's 

Degree in Nursing for RN (Bachelor's Degree Preferred) or with Registration as EEG, T. (Associate's Degree Preferred).A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red 

Cross (ARC).Minimum two (2) years' experience in patient throughput processes and/or access to care and/or two (2) years' experience in performing Neurodiagnostics procedures. Job Duties: Under the direction of program manager acts as 

the primary source for updating the continuum of care spreadsheet with applicable data regarding epilepsy patients. Assesses and abstracts necessary information from referrals from physicians and self-referred patients. Coordinates EMU 

admissions with bed board, scheduling team, insurance teams and clinical staff via Electronic Medical Record. Initiates insurance approval process for admissions and arranges for peer-to-peer communications. Provides assistance with surgical 

epilepsy work up scheduling: LTM, ictal SPECT, PET, Wada, MRI, FMRI, NP, Neuro Ophthalmology and maintains Surgical Epilepsy outcomes tracking Required to participate in conferences and other meetings as a liaison on behalf of dept 

coordination.Acts as the primary source for patient communication regarding EMU admission, testing expectations and preparation, treatment plan of care communication, placing orders and bed requests and obtaining follow-up metrics for 

patient population. Collaborates with other Care Coordinators to identify burden of care and assign core team members. Coordinates with APPs as needed based on care plan changes during EMU stayActively assists department leadership in 

continuous process improvement which includes audits of patient care satisfaction, workflow and throughput, record review, staffing education, staff development and successful monitoring of patient care processes related to 

neurodiagnostics. Gathers needed medical information such as records, slides, films, and ancillary tests to assist in the coordination of patient needs. Answers patient questions and ensures the appropriate coordination of the patient. Orders 

and schedules patient appointments with providers and ancillary services. Receives, responds to, and directs patient communication, including phone calls, emails, and other interactions. Must be able to provide accurate point of care 

information regarding all advanced epilepsy procedures.Demonstrates the ability to access, navigate and document in multiple software applications as necessary to perform essential responsibilities. Provides accurate charge entry/verification 

routinely and maintains electronic communication consistently with appropriate staff through the designated channels. Attends discharge briefing to give and receive updates on barriers to discharge and discharge needs. Meets with patients 

prior to discharge to discuss treatment plans related to epilepsy care beyond EMU and next steps. Follow up with patients after discharge by performing post discharge follow up phone calls. Maintains programmatic accreditation standards 

related to NAECVerifies identity of patient and provides adequate patient ID on all studies. Ensures patient safety at all times. Keeps equipment clean and in working order. Troubleshoots equipment problems and repairs or reports to 

management promptly. Demonstrates knowledge of appropriate actions to take during an abnormal study or emergency situation. Ensures electrical safety to patients and staff. Complies with departmental/institutional standards for handling 

infectious, hazardous, or flammable materials. Collaborates with other hospital employees to create an environment that is conducive to retention of qualified personnel. Assists in the coordination of patient support groups and community 

outreach activities under the direction of the department leadership team. Assists with research data acquisition related to neurosciences.Assists with staff meetings, special projects and the development, implementation and evaluation of 

performance improvement activities. Communicates data and solicits input from staff regarding performance and quality improvement i.e. Patient safety, infection control. Actively participates on hospital work groups.Duties performed may 

include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly 

affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESAbility to 

work with windows-based computer systems and necessary software applications.Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and 

suggestions to workflow constraints. Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic 

environment. Routine walking, climbing, lifting.Work may require sitting for long periods of time while staying fully alert; This position is security-sensitive and thereby subject to the provisions of Texas Education Code 

51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex,&iquest;sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, 

citizenship status, or veteran status.

NEURO-OPHTHALMIC IMAGING SPECIALIST SR 8812 RA4 $58,363.00 $89,038.00 $119,711.00 $4,863.58 $7,419.83 $9,975.92 $224.47 $342.45 $460.43 $28.06 $42.81 $57.55 E 3B18

Prof Technologist-Spec Tech 

Sr ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor of Science 

or Bachelor of Arts degree and ten (10) years medical photographic experience including two (2) years experience as a Neuro/Ophthalmic Imaging Specialist. Certified Ophthalmic Photographer/Angiographer (CRA Certification Program) 

required.  x      Job Duties  Coordinates patient scheduling for neuro-ophthalmic imaging and testing;maintains patient records.       Performs neuro-ophthalmic imaging and testing with higher than average skill and quaility as judged by 

supervisor and faculty.       Performs or coordinates neuro-ophthalmic imaging and testing for the Department of Neurology research protocols and neuro-ophthalmic imaging and testing for new research projects in collboration with other 

departments with higher than average skill and quality as judged by supervisor and faculty.    Prepares ophthalmic diagnositc imaging materials for conferences and meetings of neurologist and/or neuro-ophthalmic imagers; edits digital 

images for publications and conferences.      Instructs resident physicians in neuro-ophthalmic diagnostic imaging procedures;trains other personnel in neuro-ophthalmic imaging, neuro-ophthalmic testing and florescein angiography as 

required.     Performs VEP, mfERG, Optic Nerve Head Component test, infra-red oculography,infra-red pupillometry, visual fields and other testing as necessary with higher than average skill and quality as judged by supervisor and faculty.     

Collaborates in combination with faculty and instrument developers to develop and revise testing hardware, software and protocols.       Aids in teaching and supervision of summer interns.        Coordinates the exchange of study data wiht MS 

Collaborative Research Group; keeps abreast of new developments and techniques in neuro-ophthalmic imaging and recommends modification to existing camera systems to improve quality and to adapt to specific requirements for clinical 

and research activities.    Maintains neuro-opthalmic diagnostic imaging equipment.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

NEUROSURGERY REGISTRAR 2811 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3F11 Prof Med Services-Clin Data ADMIN UNIV University Classified Sal Pln

Security____________________________________________________________________________________________________________This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT 

Southwestern to obtain criminal history record informationSalary_______________________________________________________________________________________Salary Negotiable Job 

Summary_______________________________________________________________________________________Responsible for abstracting, documenting, staffing and assisting in audits, education, follow-up and reporting of information to the 

neurological surgery registry and providing statistical and special reports.Experience and Education_______________________________________________________________________________________Bachelor's degree from accredited 

university program, preferably science or health care related and five (5) years successful health care employment as self-directed individual performing data collection, database management & project management with comparable level of 

responsibility. Experience maybe considered in lieu of education requirements.Job Duties_______________________________________________________________________________________Utilize hospital information systems and applications 

to identify and screen active and scheduled neurological surgery and radiology department cases for inclusion in the Southwestern Teriary Aneurysm Registry (STAR). If excluded, record exclusion reason. If included, begin data collection 

process.Perform concurrent data abstraction from patient record, clinical repository, and other sources. Record available data on manual data collection form.After discharge, perform retrospective data abstraction and record remainder of 

data elements on manual data collection form.Perform audits of case identification, data completion, and data accuracy. Identify data elements that require completion by the attending physician or surgeon. Process incomplete manual data 

collection forms as deficiencies in the chart completion process.Create cases in the STAR database. Enter data.Assess post-discharge patient outcomes through record reviews and patient contact. Record outcome scores and patient responses 

in database.Assess post-discharge patient outcomes through record reviews and patient contact. Record outcome scores patient responses in database.Manage the STAR database, including responding to data requests. Query the database 

and write reports as needed. Perform periodic audits of database integrity. Recruit technical assistance when needed.Participate in multi-site research projects or studies/data sharing as directed by the Department of Neurological Surgery. As 

site study coordinator, obtain IRB approval as needed.Retrieve and refile records, including those stored off-site. Perform problem solving for records requested from but not found by off-site storage contractor. Report issues through 

appropriate lines of authority.Collect and report data/statistics on diagnoses other than aneurysm or subarachnoid hemorrhage and procedures other than microvascular or endovascular treatment of aneurysms. Maintain log of data requests 

and projects performed by the Neurosurgery Registrar. Manage project files.Assist in other projects as assigned by the Director or Manager of Health Information Management or by the faculty of the UTSWMC Department of Neurological 

Surgery. Knowledge, Skills, & Abilities_______________________________________________________________________________________Require broad-based knowledge of hospital operations as well as sources of demographic, clinical & 

financial data. Demonstrated ability to apply technology solutions to achieve registry goals; ability to execute multiple assignments & varying priorities.Ability to deal effectively w/demands of physicians & staff members & maintain effective 

working relationships w/peers, managers & other health care workers; ability to communicate effectively w/patients & establish relationships of trust in order to elicit accurate, objective outcome assessments. Demonstrated awareness of & 

compliance w/HIPAA regulations & other patient rights requirements; demonstrated ability to develop & participate in educational programs to inform residents & others concerning functions of Neurosurgery Registry & data collection 

results. Training & participation in performance improvement processes. Demonstrated knowledge of medical terminology, anatomy & familiarity w/cerebrovascular diseases & other neurosurgical conditions.Working 

Conditions_______________________________________________________________________________________Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for 

Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance 

with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; 

and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

NEXT GENERATION SEQUENCING TECHNOLOGIST 4407 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3B6 Prof Technologist-Diagnostic RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.SalaryNegotiableMINIMUM QUALIFICATIONSBachelors degree in biological sciences, and seven (7) years of experience in NGS-

based assays required. Advanced degree in related field strongly preferred. Equivalent combination of advanced education (M.S., Ph.D or M.D.) and related experience may be substituted in lieu of stated required years of experience. ASCP MB 

clinical license preferred. Previous experience with LIMS and/or EMR systems is a plus. ESSENTIAL DUTIESApply next generation sequencing techniques in a laboratory setting to perform complex molecular profiling of patient specimens to 

assist with prognostic and treatment decisions. Perform clinical grade next generation sequencing ("NGS"), including complex molecular profiling, for patients with solid tumors and hematological malignancies to identify mutations that will 

assist with treatment decisions. Perform testing as described in approved SOPs, to include nucleic acid isolation and subsequent Quality Control, NGS library prep, target enrichment and sequencing. Enter test results into appropriate clinical 

and patient records using laboratory information management system (LIMS), and/or electronic medical records systems (EMR). Adhere to Quality Control SOPs to assure the accuracy of all tests performed in the lab. Work with laboratory 

supervisor to review procedures and work assignments, and identify opportunities for improved accuracy and efficiencies.Assist with design, assessment, and validation of new clinical NGS based assays and SOP development. Participate in 

laboratory Proficiency Testing Programs and external inspections as required. Monitor laboratory inventory to ensure adequate levels of all reagents and supplies. Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork 

requires exercise of considerable judgment and attention to detail. Work requires ability to make decisions within limits of established policies and practices. Work requires contact with outside departments to which assigned. Work requires 

determination of work methods or approaches to work problems.Work requires ability to multi-task and prioritize work assignements in a fast-paced environment.Must be self-motivated and a team player. WORKING CONDITIONSWork is 

performed primarily in laboratory area. Working conditions involve moderate exposure to one or more disagreeable elements, such as heat, cold, fumes, and hazardous equipment and materials.Any qualifications to be considered as 

equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

NUCLEAR MEDICINE TECHNOLOGIST 1169 RA5 $63,794.00 $94,526.00 $125,258.00 $5,316.17 $7,877.17 $10,438.17 $245.36 $363.56 $481.76 $30.67 $45.45 $60.22 N 3B12

Professional Technologist-

NucM ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree from 

an accredited school of nuclear medicine technologyLicensed as a Nuclear Medicine Technologist in either the American Registry of Radiologic Technologist (ARRT) or the Nuclear Medicine Technologist Certification Board (NMTCB); and must be 

certified by the Texas Department of Health as a CMRT Certified Medical Radiologic Technologist.Certified by Texas Medical Board (TMB) Medical Radiologic Technologist,Basic Life Support (BLS) certification, course accredited by the American 

Heart Association (AHA) or American Red Cross (ARC)Two (2) year's experience in nuclear medicine preferred; clinical training at UTSW may be considered as substitution for experienceJob Duties1. General Job Responsibilities: Maintains work 

area in a clean and orderly condition and ensures that it is properly supplied for procedures. Demonstrates conscious effort to be good stewards of hospital resources to ensure facility financial goals are met. Checks equipment and accessories 

to ensure proper working order and notifies appropriate personnel for repairs. Responds to inquiries/calls regarding procedures in a timely manner. Communicates problems on shift with equipment or pending exams with appropriate staff. 

Engages in equitable distribution of departmental workloads. Participates in a learning experience with new employees and students. Assists with scheduling and coordinating exams as appropriate to ensure smooth work flow. Performs 

quality control on assigned equipment and reports issues timely. Attends departmental and facility meetings/classes (minimum 90% attendance). Completes required courses/modules on time. Performs pertinent duties in the best interest of 

patients, personnel and the facility as assigned. Adheres to departmental time, attendance and tardiness guidelines. Wears employee ID and follows dress code policy. As appropriate, may assume supervisory responsibilities in the absence of 

the designated supervisor. Participates in all regulatory compliance activities.2. Patient Interaction: Verifies the patients' identification using the forms of ID as outlined in the hospital policies. Communicates with patients clearly and in a 

professional manner. Ensures proper patient preparation, verifies screening protocols, and answers questions. Evaluates patients' history and symptoms for the procedures clinical criteria. Assist patient in dressing for exam and attends to 

patients physical well-being while transporting to and from exam room and table, and positioning for exam. Instructs/communicates with patient and/or patients family (as appropriate) regarding the tests to be performed and assesses the 

patients ability to tolerate exam. Must demonstrate and maintain current knowledge, continued education and skills to provide appropriate care for the following age groups (specific to department): newborn, pediatric, young adult, adult and 

geriatric.3. Exam Performance: Verifies the requisition/chart for valid written order, priority date, ordering comments, physician notes, precautions and patient consent forms. Performs high quality nuclear medicine examinations according to 

exam protocol in a timely manner. Assists the physician as needed in performing additional imaging or biopsy procedures. Ensures that images and records are properly completed with patient identification data and appropriate labeling. 

Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria. Completes exam charges and image documentation and forwards to radiologist in a timely manner. 

Administers intravenous injections of contrast material as appropriate, observes patients for adverse reactions.4. Job Performance May Include: Monitors and trains students in all areas of current competencies. Assists in the orientation and 

training of new staff. Leads the work of technologists ensuring that procedures are performed according to standards. Participates in the modality specific QA/QC program and ensures compliance with regulations. Participates in various 

accreditation processes as directed.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

NUCLEAR MEDICINE TECHNOLOGIST U1169 RA5 $63,794.00 $94,526.00 $125,259.00 $5,316.17 $7,877.17 $10,438.25 $245.36 $363.56 $481.77 $30.67 $45.45 $60.22 N 3B12

Professional Technologist-

NucM ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationGraduate from an 

accredited school of nuclear medicine technology, Bachelor's degree preferred.Licensed as a Nuclear Medicine Technologist in either the American Registry of Radiologic Technologist (ARRT) or the Nuclear Medicine Technologist Certification 

Board (NMTCB); and must be certified by the Texas Department of Health as a CMRT Certified Medical Radiologic Technologist. Certified by Texas Medical Board (TMB), and CPR Certified. Two (2) years' experience in nuclear medicine preferred; 

clinical training at UTSW may be considered as experience.Job Duties1. General Job Responsibilities: Maintains work area in a clean and orderly condition and ensures that it is properly supplied for procedures. Demonstrates conscious effort to 

be good stewards of hospital resources to ensure facility financial goals are met. Checks equipment and accessories to ensure proper working order and notifies appropriate personnel for repairs. Responds to inquiries/calls regarding 

procedures in a timely manner. Communicates problems on shift with equipment or pending exams with appropriate staff. Engages in equitable distribution of departmental workloads. Participates in a learning experience with new employees 

and students. Assists with scheduling and coordinating exams as appropriate to ensure smooth work flow. Performs quality control on assigned equipment and reports issues timely. Attends departmental and facility meetings/classes 

(minimum 90% attendance). Completes required courses/modules on time. Performs pertinent duties in the best interest of patients, personnel and the facility as assigned. Adheres to departmental time, attendance and tardiness guidelines. 

Wears employee ID and follows dress code policy. As appropriate, may assume supervisory responsibilities in the absence of the designated supervisor. Participates in all regulatory compliance activities.2. Patient Interaction: Verifies the 

patient's identification using the forms of ID as outlined in the hospital policies. Communicates with patients clearly and in a professional manner. Ensures proper patient preparation, verifies screening protocols, and answers questions. 

Evaluates patient's history and symptoms for the procedures clinical criteria. Assist patient in dressing for exam and attends to patients physical well-being while transporting to and from exam room and table, and positioning for exam. 

Instructs/communicates with patient and/or patients family (as appropriate) regarding the tests to be performed and assesses the patients ability to tolerate exam. Must demonstrate and maintain current knowledge, continued education and 

skills to provide appropriate care for the following age groups (specific to department): newborn, pediatric, young adult, adult and geriatric.3. Exam Performance: Verifies the requisition/chart for valid written order, priority date, ordering 

comments, physician's notes, precautions and patient consent forms. Performs high quality nuclear medicine examinations according to exam protocol in a timely manner. Assists the physician as needed in performing additional imaging or 

biopsy procedures. Ensures that images and records are properly completed with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in 

accordance with age specific criteria. Completes exam charges and image documentation and forwards to radiologist in a timely manner. Administers intravenous injections of contrast material as appropriate, observes patients for adverse 

reactions.4. Job Performance May Include: Monitors and trains students in all areas of current competencies. Assists in the orientation and training of new staff. Leads the work of technologists ensuring that procedures are performed 

according to standards. Participates in the modality specific QA/QC program and ensures compliance with regulations. Participates in various accreditation processes as directed.**Other Duties: Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work 

requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes 

flexibility and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or 

hospital clinic environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

NURSE INTERN U9810 P04 $20,767.00 $27,538.00 $34,784.00 $1,730.58 $2,294.83 $2,898.67 $79.87 $105.92 $133.78 $9.98 $13.24 $16.72 N 8B9 Student Intern NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education-Current BSN student; 

Entering Junior year of nursing program -Actively enrolled and maintaining a 3.0 academic GPA -Current BLScertification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) -Performing patient care and 

activities of daily living (ADL's)Job Duties1. Learns nurse's role in providing all aspects of care. Uses nursing processes to work collaboratively with the healthcare team, including but not limited to: implementing and documenting individualized 

care, discharge planning, patient education, intake and output, weight, temperature, pulse, respirations, and blood pressure. Applies principles of growth and development over the life span when providing care. Identifies age-specific nursing 

care interventions for assigned patients.2. Integrates knowledge from nursing program to recognize and immediately report changes in a patient's condition or behavior as well as values outside normal parameters to the primary nurse. Seeks 

assistance and guidance as needed to ensure that patient care is delivered in a safe, high quality and effective manner at all times.3. Demonstrates an increased level of clinical competence and clinical judgment by relating theory to practice. 

This includes researching and correlating signs and symptoms to the history and pathophysiology of the patient's condition, treatment plan, and nursing interventions.4. Demonstrates services excellence and patient and family centered care 

by showing respect, honesty, fairness, and a positive attitude toward all patients and their families.5. Demonstrate a proactive approach to patient safety and patient satisfaction by following established safety-related policies, procedures, and 

protocols and performing purposeful rounding, bedside shift report and utilizing the principles of A.I.D.E.T.6. Performed specialized functions, including responding to audible and visual alarms, transferring, and transporting patients in 

accordance with the Department of Nursing Policies and Procedures.7. Assumes accountability for all actions in the workplace.8. Collaborates with other nursing staff and hospital employees that focuses on meeting the patient and family's 

needs.9.Coordinates schedules to seek opportunities to learn and demonstrate knowledge.10. Utilizes downtime to assist others and/or to provide additional amenities to patients and/or patients&iquest; families.**Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



NURSE NAVIGATOR - PRESURGY TESTING U5481 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 E 3A8 Specialized Nurse-OR NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe nurse navigator for the PST Clinic 

will function in a collaborative role with PST physicians/APPs, Surgeons, Pre-op and OR managers, Surgery schedulers, and Nurses within the PST Clinic to assist UTSW surgical patients and their caregivers throughout the pre-operative 

experience. Specifically, this navigator will help the patient and caregiver overcome healthcare barriers (including but not limited to social, financial, or physical barriers.) Navigator will be responsible for conducting on-going assessments of 

need and facilitate referrals to additional Support Services as needed. Using the nursing process and evidence based knowledge, the PST Nurse Navigator provides education and resources to facilitate informed decision making (by the patient 

and/or family.)The nurse navigator will communicate each step of the preoperative plan to the surgeon or designated staff member from the surgeon's office and the providers in PST. These steps will include coordination of appointment 

dates, arranging additional clearance appointments, if needed, and follow-up of results gathered from appointments (after discussion with PST Faculty and APPs). The nurse navigator will play a vital role in the overall preoperative approach to 

each patient's care.MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEDegree from an accredited nursing program, five (5) years' general nursing experience, and current licensure as Registered Nurse by Board of Nurse Examiners for State of 

Texas required. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA), or American Red Cross (ARC) is required. Bachelor degree in nursing preferred. ESSENTIAL FUNCTIONSJob Duties: 

Assesses for any preoperative barrier to care to address patient, caregiver, or family needs.Serves as point of contact for provider, patient, and caregiver and acts as patient advocate to assist patient through the healthcare system. Facilitates 

education of patient and staff by developing appropriate education programs, resources and tools to address needs. Provides education, resources and referrals to internal and external resources based on assessment need. Facilitates shared 

decision-making, ensuring the patient, family and caregiver are fully informed of treatment intent, treatment and outcomes.Facilitates clear and concise communication among providers, departments and patient.Coordinate multidisciplinary 

planning and facilitate care conferences, as necessary.Promotes teamwork and multidisciplinary care concept to patients, staff and faculty. Works in conjunction with individual departments and health system leadership to develop procedures 

and policies that service to specific patient population areas and help close patient care gaps. Promotes the PST nurse navigation program to the UT Southwestern Medical Center (UTSW) community by conducting presentations to staff and 

faculty. Identifies and maintains a database of appropriate resources for staff and patient support. Implements and supports an environment of evidenced based nursing. Participates in development, implementation and evaluation of 

performance improvement activities. Supports nursing staff to do the same. Monitors compliance and completion for required reports. Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires excellent interpersonal 

skills. Work requires the ability to develop teamwork in a multidisciplinary environment.Work requires the ability to display a caring demeanor towards others. Work requires the ability to self-direct, organize and manage multiple 

task/projects simultaneously.Work requires basic computer skills and experience using an electronic medical records system.Work requires knowledge of how to navigate a large multi-specialty medical center, preferred experience in hospital 

and outpatient settings. Work requires skill to demonstrate competence in utilizing teaching/learning techniques with patient and staff.Work requires effective verbal and written communication skills and excellent customer service skills. 

Working knowledge of insurance reimbursement systems, self-care strategies and resources within UT Southwestern and in the community.Working knowledge of financial hardships and payer coverage.Work requires critical thinking skills and 

strong leadership skills.WORKING CONDITIONSWork is performed primarily in an ambulatory environment. May be a combination of on-site and remote.Any qualifications to be considered as equivalents in lieu of stated minimums require 

prior approval of the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

NURSE SCIENTIST U5467 T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3E11 Prof Research-RN Scientist NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Nurse Scientist position is 

responsible for leading the development, coordination, implementation, evaluation and dissemination of nursing research activities. This position works closely with the Director for Nursing Research to strategically plan and outline priority 

initiatives based on hospital quality measures. The Nurse Scientist position ensures the highest quality of scholarly and scientific activity by University of Texas Medical Center (UTSW) nursing staff. This position serves as a role model and 

consultant related to the nursing research process and coordinates the IRB approval and grant funding process for nursing research. The Nurse Scientist position promotes and facilitates evidence-based interventions at the bedside, a key 

component for the role.MINIMUM QUALIFICATIONSEDUCATION REQUIREMENTSDoctoral Degree (preferably a PhD in Nursing).Master's Degree and Bachelor's Degree, at least one of which must be in nursingEXPERIENCE REQUIREMENTSFive (5) 

or more years of progressive clinical experience or clinical teaching experience.Post-doctoral fellowship training or equivalent experience.Previous experience publishing research results in high impact peer-reviewed journals.Experience 

publishing research results in high impact peer-reviewed journals.CERTIFICATIONS, LICENSES AND REGISTRATIONS REQUIREMENTSTexas RN license or temporary TX RN license, should obtain permanent license within 90 days. Compact license 

acceptable according to current Board of Nursing requirementsTECHNICAL REQUIREMENTSPreparation in quantitative and quantitative methods and analysisDemonstrated ability in human relations, communication and 

education.Demonstrated experience and ability in conduct and facilitation of nursing research, and dissemination of research (publications, conferences).ESSENTIAL FUNCTIONSJob Duties: Serves as a consultant to nursing leadership, executives 

and nurses to develop, implement and sustain evidence-based high impact initiatives. Role models efficient and effective communication to establish and maintain a team environment, (EF)Promotes, supports, and facilitates individuals 

engaging in research activities to advance research in practice: evidence-based practice, the conduct of research, research utilization, and research dissemination.Collaborates and develops innovative programs to educate, mentor, and enhance 

the knowledge of nursing staff. Fosters staff engagement by demonstrating active listening, requesting and acknowledging feedback, providing rationale when appropriate, and supporting organizational goals.Serves as an active member of the 

Nursing Research Council. Coordinates, guides, leads and provides support for council activities and serves as the liaison to the nursing shared governance structure. Facilitates and directs the development of interdepartmental and 

interprofessional research activities, including generating individual and/or group programs of research. Encourages and promotes nursing publications in peer-reviewed journals.Identifies nursing unit quality metrics outliers and creates 

evidence-based nursing interventions for improvement. Supports hospital efforts to improve quality care, linking research to improved patient outcomes. Plans, directs, and ensures execution and sustainability of all initiatives to ensure that 

the goals of the program are met. In collaboration with the Director, develops program outcome measures and monitor for sustainability. Conducts investigator-initiated research that supports and adds to nursing's scientific foundation. Seeks 

opportunities for research funding through grant application. Assists departments and individual healthcare professionals to apply and obtain such funding for research projects and activities. Implements department strategies to achieve 

financial target on department scorecard and mentors others to do the same, optimizing efficiency and other areas according to department specifications. Develops initiatives and held accountable for increasing the number of UTSW nursing 

research, EBP and quality improvement dissemination activities at the national and international level. Fosters an institutional environment conducive to the conduct of inquiry, research and evidence-based practice, as evidenced by the 

number of nurse-generated projects. Completes and updates the individual development plan (IDP) on an on-going basis. Generates and communicates new ideas to lead teams to creative strategies that improve quality or service and impact 

entity departments and address organization or department priorities. Analyzes and presents research and quality improvement data. Performs other duties as assigned.This job description is not intended to be all inclusive; the employee will 

also perform other reasonably related business/job duties as assignedKNOWLEDGE, SKILLS, & ABILITIESDemonstrates the skills and competencies necessary to safely perform the assigned job, determined through on-going skills, competency 

assessments, and performance evaluations.Sufficient proficiency in speaking, reading, and writing the English language necessary to perform the essential functions of this job, especially with regard to activities impacting patient or employee 

safety or security.Ability to effectively communicate with patients, physicians, family members and co-workers in a manner consistent with a customer service focus and application of positive language principles.Acts as effective change 

agentStrong assessment, organizational and problem solving skills as evidenced by capacity to prioritize multiple tasks and role componentsDemonstrates expert time management skillsWORKING CONDITIONSWork is performed primarily in a 

hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, 

NURSING PROF DEV PRACTITIONER U5394 P39 $67,708.00 $95,765.00 $122,091.00 $5,642.33 $7,980.42 $10,174.25 $260.42 $368.33 $469.58 $32.55 $46.04 $58.70 E 3A28 Spclzed RN-NRS Prof Dev Prac NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYNursing Professional Development 

(NPD) Practitioner is an umbrella term that includes graduate prepared nurses with or without certification in Nursing Professional Development (NPD). NPD practitioner competencies are outlined in the Nursing Professional Development: 

Scope & Standards of Practice (current edition). NPD practitioner uses and/or develops tools, theories, skills and knowledge of NPD to improve the practice of the nursing and other healthcare staff that care for University Hospital/Clinic 

patients. Works under supervision of Clinical Education Professional Development (CEPD) Education Manager. MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCERequired Licensure as a Registered Nurse by Texas Board of Nursing with a 

minimum of a Bachelor of Science in Nursing upon hire. Four (4) years' experience in the healthcare field, preferably in a hospital setting. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association 

(AHA) or American Red Cross (ARC). Must have a master's degree within 3 years of hire. Certification in Nursing Professional Development is required within 18 months of hire. Two years of experience as an educator is preferred.ESSENTIAL 

FUNCTIONSNPD practitioner functions in the following roles: Learning facilitator: uses the educational design process to bridge the knowledge, skills, and/or practice gaps identified through needs assessment.Change agent: actively works to 

transform processes at micro-, meso-, and macrosystem levels using project management and improvement processes.Mentor: contributes to the professional development of others and supporting life-long professional development.Leader: 

influences interprofessional practice and learning environments, the NPD specialty, the profession of nursing, and healthcare.Champion for scientific inquiry: promotes the generation and dissemination of new knowledge and use of evidence 

to advance NPD practice, guide clinical practice, and improve patient care.Advocate for NPD specialty: supports, promotes, and demonstrates nursing professional development as a nursing practice specialty.Partner for practice transitions: 

supports the transition of nurses and other healthcare team members across learning and practice environments, roles, and professional stages.Uses the educational design process: Assesses practice gapsIdentifies learning needsDevelops 

expected outcomes that reflect competence, learning, and change Plans educational activities in accordance with best practice evidenceImplements planned educational activities facilitating positive learning and practice environmentsEvaluates 

educational activities using valid, reliable and relevant methodsNPD practitioner is responsible for orientation/onboarding, competency management, education, professional role development, research/evidence-based practice/quality 

improvement, and collaborative partnerships.Performs other duties as assigned:Nurse Planner:The Nurse Planner supports the delivery of Nursing Continuing Professional Development (NCPD) and is part of the UT Southwestern Medical 

Center Accredited Provider Unit (PU)The PU is led by the Program Manager, Nursing Professional DevelopmentAssess learners' needs and plan, implement, and evaluate Nursing Continuing Professional Development (NCPD) activities in 

accordance with ANCC criteria. KNOWLEDGE, SKILLS, & ABILITIESSelf-directed and able to organize and manage multiple tasks/projects simultaneously.Work requires high level of effective written, verbal and interpersonal communication 

skills.Work requires interdisciplinary collaboration between nursing, physicians and allied health professionals to develop evidence-based education WORKING CONDITIONSWork is performed primarily in a general office setting.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions 

of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status.

NUTRITION SERVICES ATTENDANT U4517 T11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 7A Service-Nutri Svcs Entry Level CAMP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationHigh school 

education or equivalent strongly preferred. Experience in commercial food service operation or other service-related work experience is preferred. Excellent customer service and strong communication skills required. Must be able to read, 

write and communicate in English.Job DutiesCompletes and maintains all job performance requirements and standards as outlined in the Career Ladder Program and Position Time and Duties.Maintains all standards as required in the 

Disciplinary Points Section of the Career Ladder Program.Performs established procedures in the preparation of equipment and food for the patient tray line.Serves on patient tray assembly line in assigned position according to established 

schedule, time, and duties.Delivers and picks up patient tray carts on each floor according to established policies and procedures.Delivers late trays in a timely manner.Participates in breaking down tray line and cleaning as outlined in time and 

duties. Collects, processes, and disposes of trash from patient tray line and dishroom.Performs ware washing procedures for patient and caf&eacute; trays. Sorts, sacks, and returns flatware, china and trays to proper location for next 

meal.Participates in educational programs and in-service meetings. Attends meetings as required.Alerts supervisor of any issues with patients, equipment, or food.Monitors and documents equipment temperatures according to established 

procedures, time and duties.Assures patient safety by verifying patient's name and room number on menu. Alerts Nursing Services if the menu and name on the door do not correspond. Knowledge, Skills & AbilitiesWorking ConditionsAny 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to the 

provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

NUTRITION SERVICES COORDINATOR U4511 T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 7A1 Service-Nutri Svcs Mid Level ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationHigh School 

Diploma or equivalent required. Associates or Bachelor's degree preferred. A minimum of one (1) year of food service experience required, in hospital setting preferred. Excellent customer service and communication skills required.Job 

DutiesSupervises patient tray line and retail outlets including Tray Line Cooks, Cafeteria, C-Store and Catering efficiently. Ensure that staff renders excellent customer service and quality service. Ensure that positions are filled when coworkers 

are off or sick and assume their position if needed to or assigned to.Ensures AYR Guidelines are met (Delivery times 45 min., scanning of trays tickets 95% compliance, tickets are not holding longer than 25 minutes, etc.).Coordinates all 

departmental payroll activities which includes time keeping, payroll reporting, attendance log.Monitors all areas for compliance with standards for food safety (Date & Labeling, expiration dates, etc.) and sanitation and general safety, ensure 

that tasks are completed as assigned. Ensure staff is in complete uniform. Pressed clean uniform, badge visible, skull cap, nonskid shoes, no jewelry, false or polished nails, no false lashes).Performs data entry for monthly tracking. Ensure all 

items are scanned. (Welcome Baskets, Catering, baby cupcakes, night pantry logs, nursing sign out sheets, etc.). Financial reporting of end of month and productivity. Delivers late trays in a timely manner.Trains and helps new staff members 

learn and preform job duties according to department standards. Participates and completes all mandatory UT and Sodexo training (FOSS, CARES, TOPS, MyLearning, Food Safety, Physical Safety, etc.).Responsible for updating Press Ganey 

board, monthly reports (Rounding, tray Assessments, supplements etc.) Department Goal of 95 for Press Ganey is attained.Supervises, motivates, rewards, and directs employees as appropriate, ensuring that department policies, procedures 

and duties are followed.Working ConditionsWork requires standing for long periods of time, crouching, reaching, and lifting of up to 25 pounds.Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OCCUPATIONAL HEALTH ASSOCIATE I 5730 Y 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4A1B

Off-Admin Supp-Occ Hlth 

Assoc CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under limited supervision to 

provide complex operational support for clinic staff services in a patient care setting.Experience and EducationHigh school graduate or equivalent required and one year (1) year experience in a patient care environment preferred.Job 

DutiesMaintains high level of customer service to all internal and external customers who are checking into the clinics.Assists in coordinating staff screening and onboarding for new hire candidates and internal candidates.Trains and educates 

users on ReadySet registration and scheduling system functionality and capability.Monitors front end Occupational Health clinic and Occupational Care clinic operations to ensure adherence to policies and procedures; recommends and 

implements change as needed.Acts as liaison between administrative staff and nursing staff in the Occupational Health clinic and Occupational Care clinic.Assist in the coordination of activities with Senior Occupational Health Associate.Duties 

performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Regularly maintaining, modifying, releasing or similarly affecting patient records.Performs other duties as 

assigned.Knowledge, Skills, & AbilitiesWork requires ability to coordinate and work independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and 

external contacts on policies and procedures.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office/clinic area.Any qualifications to be considered as 

equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual 

orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

OCCUPATIONAL HEALTH ASSOCIATE II 5731 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4A1B

Off-Admin Supp-Occ Hlth 

Assoc CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under limited supervision to 

provide complex operational support for clinic staff services in a patient care setting.Experience and EducationHigh school graduate or equivalent and 3 years administrative experience with 2 years in a patient care environment. Job 

DutiesMaintains high level of customer service to all internal and external customers who are checking into the clinics.Independently coordinates staff screening and onboarding for new hire and internal candidates.Trains and educates users on 

ReadySet registration and scheduling system functionality and capability.Monitors front end Occupational Health clinic and Occupational Care clinic operations to ensure adherence to policies and procedures; recommends and implements 

change as needed.Acts as liaison between administrative staff and nursing staff in the Occupational Health clinic and Occupational Care clinic.Assist in the coordination of activities with Senior Occupational Health Associate.Duties performed 

may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Regularly maintaining, modifying, releasing or similarly affecting patient records.Performs other duties as assigned.Knowledge, Skills, 

& AbilitiesWork requires ability to coordinate and work independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies 

and procedures.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office/clinic area.Any qualifications to be considered as equivalent in lieu of stated 

minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status.

OCCUPATIONAL HEALTH ASSOCIATE SR 5732 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4A1

Off-Admin Supp-Admin Assoc-

NE CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under limited supervision to 

provide complex operational support for, and supervision of, clinic staff services in a patient care setting.Experience and EducationHigh school graduate or equivalent and 4 years administrative experience with 3 years in a patient care 

environment.Bachelor's degree preferred.Job DutiesCoordination of activities with other lower-level Occupational Health Associates.Coordinates staff screening and onboarding for Advanced Practice Providers and Faculty candidates.Trains and 

educates users on ReadySet registration and scheduling system functionality and capability.Monitors front end ambulatory operations to ensure adherence to policies and procedures; recommends and implements change as neededActs as 

liaison between administrative staff and nursing staff in the Occupational Health clinic and Occupational Care clinic. Maintains high level of customer service to all internal and external customers who are checking into the clinics.Duties 

performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Regularly maintaining, modifying, releasing or similarly affecting patient records.Performs other duties as 

assigned.Knowledge, Skills, & AbilitiesWork requires ability to coordinate and work independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and 

external contacts on policies and procedures.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office/clinic area.Any qualifications to be considered as 

equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual 

orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

OCCUPATIONAL HEALTH PROJECT COORDINATOR 5734 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H2
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Coord CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks independently to provide complex 

operational support for, and supervision of, clinic staff services in patient care setting.Experience and EducationHigh school graduate or equivalent and four (4) years' experience in patient care environment including one (1) year supervisory or 

lead experience in a clinical setting. Bachelor's degree preferred.Job DutiesMaintains high level of customer service to all internal and external customers who are checking into the clinics.Mastery of Occupational Health Associate III job 

duties.Will be cross trained in all areas supporting clinical operations such as maintaining inventory, submitting service requests, purchasing, credentialing, special projects, and mass vaccination efforts. Independently coordinates classified 

staff screening, onboarding, and placement for new hire, internal and faculty candidates.Trains and educates users on ReadySet registration and scheduling system functionality and capabilityMonitors front end ambulatory operations to 

ensure adherence to policies and procedures; recommends and implements change as needed. Manages Occupational Health email inboxSupport Cactus file transfer to AxionProvide administrative support to the Medical Director of 

Occupational Health.Assists in the development of reports to promote clinic efficiency and compliance.Advises and trains Occupational Health Associates on ReadySet reports.Assists in coordinating Occupational Health Associate staff 

schedules to ensure support of clinic operations.Acts as subject matter expert for ambulatory operations and functions as Ambulatory Administration's liaison to departments for clarifying policies, communicating operational announcements, 

and collaborating on projects that impact ambulatory operations.Collaborates with clinical leadership in the interview and selection process for potential Occupational Health new hire candidates.Provides clinical access for all Occupational 

Health new hires. Coordinates various projects such as the Annual Flu Vaccination Event, Onboarding of Fellows and New Hires, Campus Compliance, COVID Vaccination Event, and any other special project required by hospital and ambulatory 

operations. Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b) Regularly maintaining, modifying, releasing or similarly affecting patient records.Performs other 

duties as assignedKnowledge, Skills & AbilitiesWork requires ability to relieve manager of administrative duties, which may include functioning as liaison.Work requires ability to coordinate and work independently.Work requires proficient 

knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to work with confidential information on daily basis.Working 

ConditionsWork is performed primarily in general office/clinic area.

OCCUPATIONAL THERAPIST 5706 N P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 E 3F5
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Therapy ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationNew graduates welcome 

(1 yr. Experience preferred). Graduate from accredited Occupational Therapy program at the Bachelor level and is eligible for licensure in the State of TexasJob DutiesHas knowledge of therapeutic principle and practices good clinical judgment. 

Does not compromise the patient's or another's safety, while at the same time maximizes the patient's treatment potential.Identifies and records problems areas on evaluation. For each problem identified, projects reasonable goals with 

realistic time frames.Analyzes and designs treatment plans based on patient problems and goals. Determines if planned treatment is effective and progresses patient in a timely fashion.Prepares for patient discharge in an organized and 

efficient manner including timely and accurate submission of equipment needs. Displays good knowledge of patient's resources and needs.Fosters teamwork by treating all staff fairly, facilitating 2-way communication and having a 

collaborative attitude.Organizes patient treatment time efficiently.Records patient's progress in a concise, accurate, and timely fashion.Knowledge, Skills & AbilitiesEligible for licensure in the State of Texas; Active cardiopulmonary resuscitation 

(CPR) or basic cardiac life support (BCLS) certificationWorking ConditionsHeavy physical effort (lift/carry up to 50 lbs.): prolonged, extensive, or considerable standing/walking: lifts, positions, pushes and/or transfers patients: lifts 

supplies/equipmentUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OCCUPATIONAL THERAPIST HH331 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 E 3F5

Prof Med Services-Occu 

Therapy ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOrganizes and conducts medically 

prescribed therapy programs in the home/daycare center to restore function to patient.Experience and EducationUndergraduate degree and one to two (1-2) years' experience in occupational therapy is required. **Cardio-Pulmonary 

Resuscitation or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Valid Texas Driver's License, proof of driver's insurance and current licensure as Occupational 

Therapist is required.** Preferred: Occupational Therapy services to homebound patients.Job DutiesDesigns occupational therapy programs and sets goals for each patient.Administers occupational therapy care programs or portions of 

programs.Provides instructions in therapeutic procedures to be continued by patient and family.Evaluates, records, and reports on patient's progress for review by members of care team.Maintains patient records and charts to ensure 

accurate record of treatment.Identifies patient's occupational therapy needs to achieve long and short-term goals to meet needs.Participates in Continuous Quality Improvement Program.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires ability to care for and treat patients in accordance with established protocols, accepted nursing standards, and instructions from physicians and/or nurses.Work requires verbal and written communication skills.Work 

requires interpersonal skills.Work requires contact with physicians, residents, fellows, secretaries, and allied health personnel to coordinate information necessary to provide optimal level of patient care.Work requires ability to stand for long 

periods of time.Work requires ability to lift, push, and/or pull up to 50 lbs.Work requires ability to read, write, and perform mathematical calculations.Work requires ability to perform under general supervision. Work requires that incumbent 

complete most assignments with substantial independence.Working ConditionsExposure to dust/dirt/fumes, exposure to disease, move and position patients, bending or reaching, driving a vehicle, more than average exposure to variable 

weather and road conditions, walking, annual physical examination, lifting over 50 pounds, available to work all shifts.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for 

Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

OCCUPATIONAL THERAPIST P5706 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 N 3F5

Prof Med Services-Occu 

Therapy ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree from 

accredited Occupational Therapy program and no experience is required. **Texas licenced or eligible for Texas license is required. CPR or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC) required.** Preferred: One (1) year experience. Job DutiesDemonstrates knowledge of departmental policies and procedures, and treatment specific protocols regarding patient care. Passes competency reviews. 

Demonstrates knowledge of proper body mechanics, for personal and patient safety. Utilizes good body mechanics and instructs other in proper body mechanics. Does not compromise patients' or anothers' safety, and maximizes patients' 

treatment potential.Reviews information available from all sources, i.e., history and physical, overt and subjective complaints, etc. Utilizes proper testing and measurement procedures based on information gathered in evaluation. Identifies 

and records problems noted. For each problem identified, projects realistic goals with reasonable time frames. Determines if treatment is effective. Utilizes resulting evaluation to identify and record problems, and progresses patient in timely 

fashion.Analyzes and designs treatment plans based on patient problems and goals. Prepares for patient discharge. Records patients' progress. Orders equipment and ensures prescriptions are completed in full.Organizes patient treatment and 

unscheduled time efficiently. Assists willingly in coverage of other patients and on-the-job training, education, and supervision of occupational therapy technicians, students and/or nursing staff.Performs other duties as assigned. **Other 

Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OCCUPATIONAL THERAPIST PH331 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 N 3F5

Prof Med Services-Occu 

Therapy ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationUndergraduate degree 

and one to two (1-2) years experience in occupational therapy is required. **Cardio-Pulmonary Resuscitation or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), 

Diver's License and Licensed Occupational Therapist is required.** Preferred: Occupational Therapy services to homebound patients. Job DutiesDesigns occupational therapy programs and sets goals for each patient.Administers occupational 

therapy care programs or portions of programs.Provides instructions in therapeutic procedures to be continued by patient and family.Evaluates, records, and reports on patient's progress for review by members of care team.Maintains patient 

records and charts to ensure accurate record of treatment.Identifies patient's occupational therapy needs to achieve long and short-term goals to meet needs.Participates in Continuous Quality Improvement Program.Performs other duties as 

assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



OCCUPATIONAL THERAPIST U5706 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 E 3F5

Prof Med Services-Occu 

Therapy ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree from 

accredited Occupational Therapy program and no experience is required. **Texas licenced or eligible for Texas license is required. CPR or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC) is required.** Preferred: One (1) year experience. Job DutiesDemonstrates knowledge of departmental policies and procedures, and treatment specific protocols regarding patient care. Passes competency reviews. 

Demonstrates knowledge of proper body mechanics, for personal and patient safety. Utilizes good body mechanics and instructs other in proper body mechanics. Does not compromise patients' or anothers' safety, and maximizes patients' 

treatment potential.Reviews information available from all sources, i.e., history and physical, overt and subjective complaints, etc. Utilizes proper testing and measurement procedures based on information gathered in evaluation. Identifies 

and records problems noted. For each problem identified, projects realistic goals with reasonable time frames. Determines if treatment is effective. Utilizes resulting evaluation to identify and record problems, and progresses patient in timely 

fashion.Analyzes and designs treatment plans based on patient problems and goals. Prepares for patient discharge. Records patients' progress. Orders equipment and ensures prescriptions are completed in full.Organizes patient treatment and 

unscheduled time efficiently. Assists willingly in coverage of other patients and on-the-job training, education, and supervision of occupational therapy technicians, students and/or nursing staff.Performs other duties as assigned. **Other 

Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OCCUPATIONAL THERAPY ASSISTANT U1238 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 5G3 Clin Supp Services-Therapy ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Successful 

completion of two-year program for Occupational Therapist Assistant that meets standards established and approved by American Occupational Therapy Association, certification as Occupational Therapy Assistant, licensure by State Board of 

Occupational Therapy Examiners, and no experience required.  Job Duties  Prepares patients, treatment areas, and equipment for administration of prescribed occupational therapy programs.       Assists occupational therapists in implementing 

treatment programs of patients, including therapeutic exercises, fine/gross motor skills, ADL's, general conditioning and strengthening, visual motor and perceptual skills, design and fabrication of splint/ orthotic equipment modalities, and 

selection and use of adaptive equipment.   Instructs patients and their families concerning therapeutic home program as prescribed by occupational therapist.       Assists in maintenance of records relating to treatment of patients.       Performs 

other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OCULAR TRANSPLANT SPECIALIST 1640 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5F13 Medical Technician-Other TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SummaryWorks under general supervision to independently perform 

complex technical aspects of ocular tissue evaluation and processing in accordance with the policies and procedures of Transplant Services Center and the standards of the Eye Bank Association of America.SalarySalary Negotiable Experience 

and EducationSix months experience as a Tissue Transplant Technician or equivalent required.Completion of two years of college to include at least six (6) hours in basic science; ORHigh School diploma or GED equivalent and an additional six 

months tissue transplant experienceBachelor's degree in basic science such as Biology or Chemistry and completion or progression to certification as a Eye Bank Technician (CEBT) preferredJob DutiesEvaluates and determines suitability of 

corneas for transplantation utilizing a slit lamp, specular microscope and optical coherence tomography (OCT).Performs aseptic processing of corneas and sclera. Cornea processing includes DSAEK, DMEK, ALK and glycerol 

preservation.Performs post-processing evaluation of corneas and determines suitability for transplantation.Applies final labels and moves cornea and scleral allografts to released inventory.Assists with or performs packaging of tissues for 

shipment to end users using methods appropriate to storage requirements for each type of tissue being shipped as needed.Performs pick-up and delivery of tissue allografts as needed.Performs ocular tissue inventory, supply inventory and 

rotation of supplies.Performs cleaning, packaging and sterilization of instruments and supplies according to operating room standards and Transplant Service Center policies and procedures.Performs cleaning and routine maintenance of 

laboratories, clean rooms, and equipment (refrigerators, freezers, autoclaves and laminar flow hoods).Assists with training of Tissue Transplant Technicians.Assists with recovery of human tissues including eyes/corneas, skin, bone/connective 

tissue cardiovascular tissues as needed (if trained in these functions)Assists with evaluation, processing, packaging and labeling of tissue including skin, costal cartilage and fascia as needed (if trained in these functions)Ensures accurate and 

complete documentation for all functions performed.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to read, write, and understand English.Work requires basic knowledge of science, medical terminology, 

and/or laboratory procedures.Work requires ability to communicate effectively with various levels of internal and external contacts.Work requires ability to sit and/or stand for extended periods of time and lift or transport fifty pounds.Work 

requires ability to reach with hands and arms, use hands to finger, handle, or feel.Work requires ability to maintain fine hand/eye coordination and hear, walk, stoop, kneel, and balance.Work requires ability to work in extreme coldness (i.e., 

tissue freezer).Work requires ability to operate state vehicle.Work requires ability to read and comprehend specific procedures and protocols and use basic math formulas for volumes and weighing of solutions and measuring allografts. Work 

requires internal contact with physicians, nurses, departmental personnel, other university personnel.Working ConditionsWork is performed primarily in laboratory or clean room. Ocular or tissue recovery performed in an operating room 

environment, morgue, or funeral home with potential for exposure to one or more disagreeable elements, such as working with cadavers, unpleasant odors, communicable disease(s), airborne particles, or caustic chemicals. Any qualifications 

to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

OCULAR TRANSPLANT SPECIALIST SENIOR 1641 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3F15 Prof Med Services-Tissue Don TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableSummaryWorks under limited supervision to 

independently perform complex technical aspects of ocular tissue evaluation and processing in accordance with the policies and procedures of Transplant Services Center and the standards of the Eye Bank Association of America.Experience 

and EducationCertification as an Eye Bank Technician (CEBT) required within six months of hire or entry into title.Three (3) years' experience as an Ocular Transplant Specialist or equivalent required; AND Completion of two years of college to 

include at least six (6) hours in basic science; OR High School diploma or GED equivalent and an additional six months tissue transplant experience. Bachelor's degree in basic science such as Biology or Chemistry preferred Job DutiesAssists 

Technical Supervisor with functions such as training, competency testing and ensuring that daily technical tasks are completed.Assists with research, development and implementation of new ocular processing procedures.Assists with surgeon 

communication and introduction/training for new processing procedures.Evaluates and determines suitability of corneas for transplantation utilizing a slit lamp, specular microscope and optical coherence tomography (OCT).Performs aseptic 

processing of corneas and sclera. Cornea processing includes DSAEK, DMEK, ALK and glycerol preservation.Performs post-processing evaluation of corneas and determines suitability for transplantation.Applies final labels and moves cornea and 

scleral allografts to released inventory.Assists with or performs packaging of tissues for shipment to end users using methods appropriate to storage requirements for each type of tissue being shipped as needed.Performs pick-up and delivery 

of tissue allografts as needed.Performs ocular tissue inventory, supply inventory and rotation of supplies.Performs cleaning, packaging and sterilization of instruments and supplies according to operating room standards and Transplant Service 

Center policies and procedures.Performs cleaning and routine maintenance of laboratories, clean rooms, and equipment (refrigerators, freezers, autoclaves and laminar flow hoods).Assists with training of Ocular or Tissue Transplant 

Technicians.Assists with recovery of human tissues including eyes/corneas, skin, bone/connective tissue cardiovascular tissues as needed (if trained in these functions)Assists with evaluation, processing, packaging and labeling of tissue 

including skin, costal cartilage and fascia as needed (if trained in these functions)Ensures accurate and complete documentation for all functions performed.Performs other duties as assigned. Knowledge, Skills and AbilitiesWork requires ability 

to read, write, and understand English.Work requires basic knowledge of science, medical terminology, and/or laboratory procedures.Work requires ability to communicate effectively with various levels of internal and external contacts.Work 

requires ability to sit and/or stand for extended periods of time and lift or transport fifty pounds.Work requires ability to reach with hands and arms, use hands to finger, handle, or feel.Work requires ability to maintain fine hand/eye 

coordination and hear, walk, stoop, kneel, and balance.Work requires ability to work in extreme coldness (i.e. tissue freezer).Work requires ability to operate state vehicle.Work requires ability to read and comprehend specific procedures and 

protocols and use basic math formulas for volumes and weighing of solutions and measuring allografts. Work requires internal contact with physicians, nurses, departmental personnel, other university personnel.Working ConditionsWork is 

performed primarily in laboratory or clean room. Ocular or tissue recovery performed in an operating room environment, morgue, or funeral home with potential for exposure to one or more disagreeable elements, such as working with 

cadavers, unpleasant odors, communicable disease(s), airborne particles, or caustic chemicals. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or 

his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

OFFICE ASSISTANT 9051 11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 4A9 Off-Admin Supp-Off Assist ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED and no experience required. Testing may be required.May consider higher education completed in lieu of minimum requirements.Job DutiesCoordinates variety of office functions, such as arranging for custodial and maintenance 

service, maintaining inventory of office equipment, coordinating maintenance and repair of office equipment, and providing for office services, such as mail, telephones, security, etc.Opens, sorts, and distributes incoming mail and 

correspondence.Acts as receptionist for office or department; receives visitors and provides routine information; provides visitors with eappropriate documents and instructional information as needed.Answers telephone calls and directs calls 

to appropriate personnel; answers routine questions.Maintains various office records, reports, and files.Types correspondence, form letters, requisitions, lists, purchase orders, reports, and other material from clear copy, simple rough drafts, 

or specific instructions.Makes copies; faxes documents; makes deliveries on and off campus; performs office support functions.Maintains standard computer databases, spreadsheets, or other computerized information; ensures data is 

accurate, complete, and entered in timely manner; generates computer reports.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

OFFICE ASSISTANT U3106 T11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 4A9 Off-Admin Supp-Off Assist ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent and no experience required.May consider higher education completed in lieu of minimum requirements.Specialty areas may have increased certification requirements as dictated by unit or standard of care. Job DutiesProvides a 

responsive and helpful demeanor to the staff, physicians, patients and public in person and/or via telephone. Asks, "Can I help you?" Answers phone by fourth ring and identifies department and self when answering phone. Customer service is 

number one concern.Operates multiline telephone, answers all calls promptly, records and provides accurate messages to staff and triages calls in a timely manner. Sorts mail; assists willingly with other administrative duties as 

assigned.Operates departmental office equipment: fax, copier, computer systems including data bases.Manages the front desk: maintains the waiting area, registers patients (logs/insurance cards), enters charges.Schedules patients to include 

new evaluations, clinic visits, tests and follow-up visits. Maintains logs, verifies that patient registration number is current.Makes hospital rounds to lab, pharmacy, radiology, central supply and other departments as necessary.Types 

departmental correspondence efficiently and accurately. Maintains organized patient medical records. Keeps filing up to date.Assumes accountability for all actions in the workplace. Utilizes downtime to assist others and/or to provide 

additional amenities to patients and/or families.Effective patient/family advocate. Responds to patient's and/or patients family's complaints in an appropriate and effective manner. Reports complaints to the Manager or their designee in a 

timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work related problems.Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings 

and attends 100% of mandatory educational sessions.Maintains organized and uniform patient medical records, keeping filing up to date.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OFFICE COORDINATOR HH391 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4H1 Office-Billing Clerk Sr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school or 

equivalent and two (2) years' experience is required. Preferred: Four (4) years' experience in Medical Office, Home Care Agency, / Computer Network Support.Job DutiesGenerates month end reports and other reports as requested.Performs 

back-up payroll on bi-weekly basis.Tracks physician orders. Generates weekly late order reports and contacts physician regarding unsigned orders. Assists in monthly audit to ensure accuracy of order database. Maintains inventory of clinical 

packets (i.e., admission packets, discharge packets, etc.), forms, and office supplies., takes inventory of forms/office supplies and notifies Office Supervisor of needs. Answers telephone in a professional voice, routes call to correct personnel, 

takes messages as needed. Forwards telephone to answering service at the end of each day and removes forwarding from phone each morning.Performs referral intake. Reviews referral for accuracy and completeness. Contacts referring 

provider for missing information. Documents in EMR patient registration, patient status changes, and updates referring provider as needed.Performs benefit verification. Conducts prior authorization, re-authorization and follow-up on appeal 

statuses.Performs other duties as assignedKNOWLEDGE, SKILLS, & ABILITIESWork requires knowledge of computers, office equipment, and other administrative tasks.Work requires ability to coordinate and work independently on 

projects.Work requires ability to work with confidential information on daily basis.Ability to provide "customer service focus".Interpersonal and teamwork skills to contribute to objectives of organization.Initiative to improve productivity and 

quality of work.Ability to plan and organize work in logical and efficient manner.WORKING CONDITIONSWork is performed primarily in an office environment. Walking, standing, bending, turning, and stooping. Any qualifications to be 

considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education 

Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

ONC TRANSITIONAL CARE COORD SR U1525 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F4A

Prof Med Services-Soc Work 

Sr ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

Social Work, Psychology, Nursing, or related field and five (5) years of experience providing direct clinical counseling services, to include supervisory experience. Applicable State license required; certification by the Association of Oncology 

Social Work (AOSW) preferred.  Job Duties  Responsible for independent assessment and direct clinical counseling, case management, and treatment planning to client population.      Serves as liaison for transitional care planning between 

patient, caregivers and clinical care team.       Attends administrative and clinical meetings relevant to operations of clinical program; distributes relevant information to departmental staff.      Designs, executes, and ensures effectiveness of 

system of internal controls, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.     Ensures compliance with applicable laws, regulations, policies, and 

procedures.       Develops new training and conducts assigned employee, physician and student orientation sessions as needed.       Maintains and/or oversees documentation process of transition of care records.       Performs other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ONCOLOGY CARE MODEL ADMINISTRATOR 9107 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3M Prof Svcs-Strat/Phys Rltns Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business, healthcare administration, nursing or other related clinical field, required.  Master's degree in Business, Health Care Administration, or related field, preferred.Five (5) years of proven, progressively responsible project/program 

management experience in a healthcare setting, required.  Experience in performing oversight activities, or quality assurance/outcome experience is required.  Demonstration of effective communication with physicians, required.  Knowledge of 

OCM and standards established by CMS is preferred. Job Duties  Provides management and coordination for the implementation and ongoing support of the Oncology Care Model (OCM), by meeting and exceeding the program standards as 

established by the Centers for Medicare and Medicaid Services (CMS).  Supports the Cancer Service Line and UT Southwestern Medical Center in all efforts to sustain participation in the Oncology Care Model.1.Manages OCM program and its 

day-to-day related activities, including project teams and work groups charged with OCM implementation ¿ specifically facilitating quality improvement, process and care redesign, and related technical deliverables.  Serves as the single point 

of contact for the OCM program, anticipating and effectively maneuvering through complex political and operational situations.2.Responsible for initiating quality improvement efforts throughout the continuum of cancer care.  Supports team 

to develop program-related measures of success, including short and long-term metrics.3.Collaborates with various internal and external quality structures to provide actionable quality data to Cancer Service Line leaders, serving as the 

primary point of contact for the management of metrics and quality reports related to OCM program management.4.Works collaboratively with all appropriate areas of the healthcare system, including clinics and hospital departments with 

limited oversight to accomplish beneficial outcomes.  Proactively identifies and raises issues and makes recommendations before information is requested.5.Assists with and develops reports, presentations, and documents to support the 

OCM program.  Ensures project documents are complete, current, and accurate.6.Assists with data validation, report scheduling, and other data needs as assigned.  Facilitates data needs with knowledge experts and ensures claims based data 

is correct.  Ensures reporting to OCM is performed as required by OCM and CMS timelines.7.Independently prioritizes work, supporting multiple projects and meeting deadlines within the OCM program.8.Effectively communicates on a regular 

basis with all levels of healthcare providers, including Cancer Service Line leaders and other key stakeholders.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

ONCOLOGY CLINICAL NURSE EDUCATOR 1060 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3A19 Specialized Nurse-Educator NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's or PhD degree 

in nursing, licensure as Registered Nurse by Board of Nurse Examiners for State of Texas, five (5) years experience in healthcare, and one (1) year staff development experience, Oncology Nurse Certification_and a current Basic Life Support (BLS) 

certification, course accredited by theAmerican Heart Association (AHA) or American Red Cross (ARC), are required. Job DutiesPlans and directs the oncology-specific nursing education for the UT Southwestern University Hospital and 

Clinics.Develops, implements, and maintains a system for oncology nurses to attend the Annual Oncology Nursing Society Meeting.Develops, implements, and maintains a nursing scholarship program that encourages oncology nurse 

educational growth.Develops, implements, and maintains ongoing oncology nursing CEU educational programs for the campus including weekly, quarterly and annual events. Maintains all needed records regarding CEU programs.Develops, 

implements, and maintains oncology nursing courses including, but not limited to, chemotherapy certification (parenteral and non-parenteral) and oncology nurse certification.Evaluates competence of newly hired staff, identifies and sets 

plans for immediate and on-going educational needs of staff as they relate to changes in service, equipment, technique or other issues and follow-up as needed.Develops and implements educational plan for each assigned clinic, each year, in 

conjunction with clinic managers.Provides instruction and guidance for nursing staff in assigned clinics, with particular concern for newly hired staff.Develops clinical preceptor program for ambulatory clinic by identifying potential preceptors, 

training and monitoring current preceptors, and reviewing feedback from new hires to evaluate preceptor training.Oversees clinical orientation program for ambulatory oncology nursing personnel. Revises or develops competency evaluation 

and skills checklist for each job title. Oversees individual clinic based orientation with preceptors and provides appropriate feedback to preceptor and clinic manager.Develops on-going training programs, such as annual skills certification. 

Develops and trains "swat" team for clinical services to offer individual training capabilities as necessary. Develops training programs for at-risk areas, in cooperation with performance improvement activities, which are designed to evaluate 

need for additional education due to patient safety issues, infection control, or compliance.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

ONCOLOGY EXERCISE TRAINER 6142 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3F19

Prof Med Services-Exercise 

Sci ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in a 

related field required, and two (2) years of experience in clinical exercise or rehabilitation required. Education may be considered in lieu of experience.Personal Trainer Certification from an accredited organization required, i.e. American College 

of Sports Medicine (ACSM) or National Academy of Sports Medicine (NASM), required. American College of Sports Medicine Cancer Exercise Trainer Certification (ACSM/ACS-CET) preferred, or completion of certification within two (2) years of 

employment required.Current certification in Adult CPR and AED or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), required. Group Exercise Trainer certification, 

preferred. Job DutiesFunctions as part of Moncrief Cancer Institute Survivorship team in both in-house and mobile clinic settings. Participates in outreach activities to promote wellness and increase awareness of Survivorship Program in 

Community.1. Provides individualized safe, evidence-based exercise training to cancer patents. Demonstrates principles of exercise and disease management as applicable to cancer patients. Progresses the patient appropriately and safely 

during exercise.2. Provides education to the patient and family regarding the disease process, while being aware of the patient's/family's readiness and ability to learn.3. Performs and accurately documents physical, psychosocial, and 

emotional assessments during the initial evaluation.4. Identifies appropriate interventions based on the initial evaluation. Writes a complete plan of care, including specific, time based goals for each intervention.5. Continually re-evaluates the 

plan of care and exercise program to determine effectiveness. Utilizes critical thinking skills to monitor patient's progress. Reports any physical changes to the nurse navigator in a prompt manner.6. Displays good knowledge of patient 

resources and needs.7. Organizes patient treatment time efficiently. Provides patient education in a timely, organized manner based on needs of patient and family.8. Documents all aspects of the patient's care and continued need for exercise 

program in a legible, concise, accurate and timely fashion.9. Assumes accountability for all actions in the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error. Participates in performance improvement 

activities as directed.10. Effective patient/family advocate. Responds to complaints in an appropriate and effective manner. Reports complaints to the Manager or their designee in a timely manner. Utilizes the chain of command appropriately 

to resolve patient, operational, or personal work related problems.11. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-

subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects 

research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ONCOLOGY NURSE NAVIGATOR U1112 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 E 3A7 Specialized Nurse-Oncology NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis job will assist the patient, family and 

care giver to overcome healthcare barriers (including but not limited to social, financial, or physical barriers.) Responsible for conducting on-going assessments of need and facilitate referrals to additional Support Services throughout the 

Oncology continuum of care. Using the nursing process and evidence-based knowledge, the Oncology Nurse Navigator provides education and resources to facilitate informed decision making (by the patient and/or family.)Experience and 

EducationGraduate of an approved/accredited nursing program either by a governmental authority, nursing board, or by a licensing authority that has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1), and a 

current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), are required. Three (3) years oncology nursing experience required. BSN preferred. Oncology Nursing Society 

Certification preferred (OCN, CPHON, CBCN, or BMTCN).Job DutiesAssesses for any barrier to care through the cancer care continuum to address patient, care giver, or family needs.Serves as point of contact for provider, patient and care 

giver.Serves as patient advocate to assist the patient and care giver through the healthcare system.Facilitates education of patient and staff by developing appropriate education programs, resources and tools to address needs.Provides 

education, resources and referrals to internal and external resources based off of assessment need. Facilitates shared decision making, ensuring the patient, family and care giver are fully informed of treatment intent, treatment and 

outcomes.Promote care planning by encouraging patients to convey their wishes and goals of care. Works with patients to formulate questions to discuss with their healthcare provider.Facilitates clear and concise communication among 

providers, departments and patient.Coordinate multidisciplinary planning and facilitate care conferences, as necessary.Participates in outreach projects to help close patient care gaps.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires excellent interpersonal skills. Work requires the ability to develop teamwork in a multidisciplinary environment.Work requires the ability to display a caring demeanor towards others. Work requires the ability to self-

direct, organize and manage multiple task/projects simultaneously.Work requires basic computer skills and experience using an electronic medical records system.Work requires knowledge of how to navigate a large multi-specialty medical 

center, preferred experience in hospital and outpatient settings. Work requires skill to demonstrate competence in utilizing teaching/learning techniques with patient and staff.Work requires effective verbal and written communication skills 

and excellent customer service skills. Working knowledge of insurance reimbursement systems, self-care strategies and resources within UT Southwestern and in the community.Working knowledge of financial hardships and payer 

coverage.Work requires critical thinking skills and strong leadership skills.Working ConditionsWork is performed primarily in an ambulatory environment. May be a combination of on-site and remote.UT&iquest;Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discriminationon the basis of&iquest;race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



ONCOLOGY REGISTERED NURSE 1063 Y P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A7 Specialized Nurse-Oncology NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryPosition works under general supervision 

to assist the oncology patient, family and care giver to overcome healthcare barriers (including but not limited to social, financial, or physical barriers.) Responsible for conducting on-going assessments of need and facilitate referrals 

throughout the Oncology continuum of care. Using the nursing process and evidence-based knowledge, the Oncology RN provides education and resources to facilitate informed decision making by the patient and/or family.Experience and 

EducationGraduate of an approved/accredited nursing program either by a governmental authority, nursing board, or by a licensing authority that has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). BSN 

preferred. One (1) year RN experience required.LICENSURE/CERTIFICATIONCurrent Texas (or BNE Compact State) nursing license and a current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC) are required. Job DutiesAssesses and documents physiological, psychological sociocultural, and spiritual health status of patient on admission utilizing age-specific considerations for children, adolescents, adults, and 

older adults. Performs ongoing assessment of patient's physiological health status throughout the care continuum. Communicates relevant health status data to other team members and departments.Interprets health status data to 

anticipate patient's family, and physician's needs and expectations. Develops appropriate plan of care for patient. Utilizes critical thinking skills in planning and prioritizing oncology-nursing care.Identifies and implements appropriate nursing 

interventions based on health status data. Completes accurate and timely documentation of these interventions. Collaborates with all members of health care team, sharing information and observations of patient and/or patient's family in 

manner that contributes to optimal patient care.Evaluates implemented interventions and modifies care according to evaluation. Documents interventions and modifications to plan of care in accurate and timely manners. Prioritizes oncology 

nursing interventions per patient's health status data, physician orders and guidance, and planned procedures as applicable. Adheres to appropriate hospital-based clinic policies, procedures, and standards of nursing practice while delivering 

oncology-nursing care.Provides appropriate and timely patient education to patient and/or patient's family. Completes accurate and timely documentation of education provided. Demonstrates effective communication with children, 

adolescents, adults and older adults. Supervises, directs, and coordinates patient care assignments of other members of healthcare team. Delegates duties within legal parameters. Prepares for procedures, as appropriate, by obtaining supplies 

and equipment in timely manner. Handles and operates instruments, supplies, and equipment and performs safe nursing care in manner that is cost effective and supports the provision of quality care.Serves as technical subject matter person, 

resource person, and/or preceptor to nursing staff. Completes written clinical performance evaluation form in timely manners.Troubleshoots and resolves issues of counts and errors, patient care, relationships, equipment, supplies, and 

environment and/or escalates to leadership. Provides and supports efforts to develop and maintain team environment.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for 

patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of considerable judgment in application of procedures, nursing assessment 

techniques, practices and policies to work problems, organization, and administration of hospital activities. Work requires ability to maintain current customer service, nursing, and technical skills by attending training programs and seminars 

to continue level of competency and ensure compliance with departmental policies and procedures.Work requires ability to complete most assignments with substantial independence.Work requires good verbal and written communication 

skills. Must be able to read, write and communicate in English. Work requires proficiency in the use of computer technology.Work requires ability to read, write, and perform mathematical calculations.Work requires frequent contact with 

physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate necessary information to provide optimal level of patient care.Work requires telephone contact with patients, 

referring physicians, and pharmaceutical representatives outside of UT Southwestern, vendors, and third-party payees. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Work requires walking, 

standing, bending, turning and stooping. Work requires ability to lift, push, and/or pull up to 50 lbs. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

ONCOLOGY REGISTERED NURSE U1063 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A7 Specialized Nurse-Oncology NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryPosition works under general supervision 

to assist the oncology patient, family and care giver to overcome healthcare barriers (including but not limited to social, financial, or physical barriers.) Responsible for conducting on-going assessments of need and facilitate referrals 

throughout the Oncology continuum of care. Using the nursing process and evidence-based knowledge, the Oncology RN provides education and resources to facilitate informed decision making by the patient and/or family.Experience and 

EducationGraduate of an approved/accredited nursing program either by a governmental authority, nursing board, or by a licensing authority that has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). BSN 

preferred. One (1) year RN experience required.LICENSURE/CERTIFICATIONCurrent Texas (or BNE Compact State) nursing license and a current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC) are required. Job DutiesAssesses and documents physiological, psychological sociocultural, and spiritual health status of patient on admission utilizing age-specific considerations for children, adolescents, adults, and 

older adults. Performs ongoing assessment of patient's physiological health status throughout the care continuum. Communicates relevant health status data to other team members and departments.Interprets health status data to 

anticipate patient's family, and physician's needs and expectations. Develops appropriate plan of care for patient. Utilizes critical thinking skills in planning and prioritizing oncology-nursing care.Identifies and implements appropriate nursing 

interventions based on health status data. Completes accurate and timely documentation of these interventions. Collaborates with all members of health care team, sharing information and observations of patient and/or patient's family in 

manner that contributes to optimal patient care.Evaluates implemented interventions and modifies care according to evaluation. Documents interventions and modifications to plan of care in accurate and timely manners. Prioritizes oncology 

nursing interventions per patient's health status data, physician orders and guidance, and planned procedures as applicable. Adheres to appropriate hospital-based clinic policies, procedures, and standards of nursing practice while delivering 

oncology-nursing care.Provides appropriate and timely patient education to patient and/or patient's family. Completes accurate and timely documentation of education provided. Demonstrates effective communication with children, 

adolescents, adults and older adults. Supervises, directs, and coordinates patient care assignments of other members of healthcare team. Delegates duties within legal parameters. Prepares for procedures, as appropriate, by obtaining supplies 

and equipment in timely manner. Handles and operates instruments, supplies, and equipment and performs safe nursing care in manner that is cost effective and supports the provision of quality care.Serves as technical subject matter person, 

resource person, and/or preceptor to nursing staff. Completes written clinical performance evaluation form in timely manners.Troubleshoots and resolves issues of counts and errors, patient care, relationships, equipment, supplies, and 

environment and/or escalates to leadership. Provides and supports efforts to develop and maintain team environment.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for 

patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of considerable judgment in application of procedures, nursing assessment 

techniques, practices and policies to work problems, organization, and administration of hospital activities. Work requires ability to maintain current customer service, nursing, and technical skills by attending training programs and seminars 

to continue level of competency and ensure compliance with departmental policies and procedures.Work requires ability to complete most assignments with substantial independence.Work requires good verbal and written communication 

skills. Must be able to read, write and communicate in English. Work requires proficiency in the use of computer technology.Work requires ability to read, write, and perform mathematical calculations.Work requires frequent contact with 

physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate necessary information to provide optimal level of patient care.Work requires telephone contact with patients, 

referring physicians, and pharmaceutical representatives outside of UT Southwestern, vendors, and third-party payees. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Work requires walking, 

standing, bending, turning and stooping. Work requires ability to lift, push, and/or pull up to 50 lbs. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

OP HUC/PCT DUAL ROLE A6200 P11 $33,145.00 $41,358.00 $52,562.00 $2,762.08 $3,446.50 $4,380.17 $127.48 $159.07 $202.16 $15.94 $19.88 $25.27 N 5E7 Medical Technician-Pat Care ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent. Must be able to read and write English. Working knowledge of medical terminology preferred. Completion of the first semester of nursing clinical rotation orcertified medical assistant/certified nursing assistant or one year of 

hospital experience as a patient care technician.Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Must achieve validation of required core competencies and 

training within 6 months of employment.Job DutiesPCT:Provide patient care under the direction of nursing staff being certain to only perform tasks in which training and/or competency has been validated.Collect, monitor, and document 

pertinent data relating to patient functioning and care to include but not limited to: intake and output, weight, temperature, pulse, respirations, and blood pressure. Recognizes and immediately reports values outside normal parameters to 

the nurse.Perform patient rounding being sure to report any changes in a patient's condition or behavior immediately to the nurse. Seeks assistance and guidance as needed to ensure that patient care is delivered in a safe, high quality and 

effective manner at all times.Assess, identify, and monitor environmental, patient, and the patient's family needs in a respectful, positive, and timely manner to achieve satisfaction.Perform basic hygiene care in accordance with the 

Department of Nursing policies, procedures and unit standards to include but not limited to pericare, oral care, daily hygiene, linen changes, skin changes, and foley care.Transfer and transport patients in accordance with policies and 

procedures with specific consideration to age-specific and safety needs.Resolve patient concerns by initiating service recovery and immediately escalating patient, family, visitors and staff concerns through the chain of command.Build meaning 

and sustainable relationships of trust through open and interactive communication with members of the healthcare team.Prepare, update, and disseminate reports at the change of shift and when changes are noted in the patient's 

condition.Support the administrative and clinical operations of assigned practice environment.Orient new staff and students to work areas. Collaborates with other nursing staff and hospital employees to create an environment that is 

conducive to the retention of qualified personnel.Maintain current compliance with ongoing annual education requirements (modules, classes and cometencies)Utilize downtime to assist others and/or to provide additional supportive 

measures to patients and/or patients' families within the respective patient care environment. Completes other duties as assigned. Performs in the role of sitter as needed, documents as requiredHealth Unit Coordinator:Provides a responsive 

and helpful demeanor to the staff, physicians, patients and public in person or via telephone. Asks, "Can I help you?" Answers phone promptly and identifies self when answering phone. Customer service is number one concern.Answers call 

lights immediately. Ensures that patient's request for assistance is communicated to the appropriate nursing staff in a timely manner. Communicates repeated requests to appropriate staff or the Charge Nurse as necessary.Demonstrates 

working knowledge of medical terminology. Writes in legible handwriting on appropriate forms with required dates, times and signatures. Coordinates the scheduling of tests and procedures with the appropriate departments in an efficient 

and timely manner. Routes computer entries and paperwork in accordance with established practices.Demonstrates appropriate prioritization of tasks.Files reports and documents in the appropriate areas of the patient's medical record as 

established by Medical Record Department policies. Reviews medical records of discharged patients to ensure that all reports and documents within the record are stamped for the designated patient and in the order established by Medical 

Record Department policy.Keeps unit stocked with supplies including forms. Checks par levels and orders supplies. Stocks, nursing station and puts ordered supplies away. Sends any equipment needing repair to BioMed, tracks return to 

unit.Supports financial health of unit. Makes runs to lab, pharmacy or central supply as necessary.Communicates appropriately with patients/families, physicians and staff. Relays information to appropriate personnel in an accurate and timely 

manner. Gives staff and charge nurse status reports on pending items. Immediately alerts nurse if patient/patient's family seems or is unhappy and you have not resolved the issue.Assumes accountability for all actions in the workplace. 

Reports errors promptly.Orients new staff and students to work areas. Collaborates with other nursing staff and hospital employees to create an environment that is conducive to the retention of qualified personnel.Reads minutes of 100% of 

scheduled staff meetings and attends 100% of mandatory educational sessions. Remain 100% up to date on required communication i.e., E-Mails, IAIM Modules, Staff meeting minutes and other communication sent from University Hospital 

Administration.Utilizes downtime to complete assigned duties.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-

subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects 

research records.Knowledge, Skills & AbilitiesWorking ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

OP OR RN UNIT-BASED EDUCATOR A5498 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A29 Spclzed RN-Unit Based Edu NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationLicensure as a Registered 

Nurse by Board of Nurse Examiners for the State of Texas with a minimum of a Bachelor's of Science in Nursing; Certification preferred. Two (2) recent years work in a clinical specialty. A current Basic Life Support (BLS) certification, course 

accredited by the American Heart Association (AHA).Job DutiesProvides orientation, ongoing education and skills training for staff, including new hires and agency staff.Provides real-time input and just-in-time training on new and current 

staff's clinical practice.Regarded as clinical expert and role model in application of the nursing processes and evidence-based practice to manage the complex care needs of specific patient populations.Facilitates preceptor training, resident 

assignment, and preceptor competencies for specific unit.Assists unit leadership in initial and annual competencies for new and current clinical staff.Performs annual unit-specific needs assessment and ongoing educational gap analysis.Serves 

as a facilitator to nurse and patient care technician residents and actively mentors and supports their growth in the profession and clinical practice.Works collaboratively with clinical leaders to properly identify and prioritize goals and 

objectives to meet the needs of the department and/or organization.Provide educational programs on a formal and informal basis.Performs other duties as assigned.Knowledge, Skills & AbilitiesMust be able to demonstrate effective verbal 

and written communication.Ability to successfully manage multiple educational projects simultaneously.Demonstrate competence in technical skills and knowledge related to assigned clinical area.Must demonstrate patient-centric values and 

behaviors.Proficiency in use of technology as applicable to role.Ability to establish effective, respectful and collegial working relations with all internal and external customers including, but not limited to, peer groups, leadership, patients, 

physicians, staff, students, volunteers and vendors.Working ConditionsIndoor work environment with a minimum of 8 hours per day but may require additional hours; requires lifting equipment and the ability to move and reposition patients; 

up to 50 pounds. Risk of exposure to blood-body fluids, hazardous chemicals when working in Clinical AreasUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OP PATIENT ACCESS REP II A5325 T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4C2 Office-Pat Admiss-Admit Rep ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryThe Patient Access Representative II 

directly interacts with patients on the phone and/or in person under general supervision to perform moderately complex medical front office business operations in an in a hospital or hospital based clinic location. They maintain a patient 

centered attitude at all times, demonstrating compassion and empathy for patients and their families. They work as part of an elite team to support UT Southwestern operations and initiatives. They may be required to travel to both on and 

off-campus locations. This position offers a career ladder based on progressive responsibilities and performance.Experience and EducationHigh school diploma or GED required2-4 years' experience in a customer service setting preferred3 years' 

experience in a clinical/medical office setting preferredInternal Applicants: 6 months' experience as a Patient Access Representative I or 6 months' experience as a CSA IExternal Applicants: 6 months' experience in entry-level registration in an 

EPIC environment.Job DutiesPre-register/Register patients for scheduled/unscheduled services, inpatient/outpatient procedures within all applicable hospital based areas.Interview patient(s) and/or their representative at workstation or 

bedside to obtain demographic/insurance information or verify information already on file. All registrations performed utilizing available up to date technology (i.e. carts/workstation on wheels, tablets, etc)Obtain copies of necessary 

identification and insurance cards.Document appropriate information in the registration system based upon departmental documentation standards.Accurate and timely deployment of legal and compliance consent forms and 

documents.Initiates the Advance Directive process when applicable. Ensures all patients are continually informed of their visit status when services are delayed.Initiate, obtain and/or update insurance verification as appropriate for patient 

services.Coordinate accurate patient data to determine financial obligation. Collection of insurance co-payments, deductible amounts, self-pay deposits and patient balances from the patient/guarantor. Request full or partial payment for 

services rendered according to collection policies.Follows all guidelines set forth in the Cash Handling policy. Produce paperwork on each patient for distribution to appropriate departments.Obtain ABN's and/or non-covered notice forms when 

applicable.Learn and maintain up to date knowledge of registration system user operations, front line workflows and policies and proceduresDeliver superior customer service, representing UT Southwestern in a positive and professional 

manner to patients, colleagues and the community following AIDET guidelines.Greets and direct/escort patients and/or visitors to appropriate location, providing information as needed or obtain transport assistance.Build rapport and effective 

communication with internal and external team members to ensure best outcomes for the patient(s) in our careMaintain neatness of waiting area and assigned workspace; keeps area stocked with pamphlets and other materials as 

appropriate. Ensure adequate inventory of items necessary for day-to-day functions of assigned registration location, such as office supplies and patient forms.Release patient records as needed.Knowledge of various regulatory agencies: The 

Joint Commission, Center for Medicare and Medicaid Services, State & Federal Laws, Hospital/Departmental Policies.Meet established department productivity, collections and quality standards.Meets/exceeds performance expectations and 

completes work within the required timeframe.Protects the privacy and security of patient health information to ensure that confidentiality is maintained. Adheres to HIPAA guidelines when contacting patient.Work with physician offices, 

insurance verification, financial counseling and/or patients when an insurance issue becomes apparentCoordinates with case management, physician's office and/or ancillary department regarding any additional information needed on their 

part to obtain pre-certification and insurance benefitsPractice and adhere to the "Code of Conduct" philosophy, Core Values and "Mission and Value Statement"Search MPI completely to ensure that we are using the correct medical record 

number. Notify HIM for any duplicate unit numbersPerforms other related duties and projects as assigned. This job description should not be considered an exhaustive listing of all duties and responsibilities performed in this position. Our 

practice encourages all employees to develop personal and professional goals for themselves and will provide opportunities for continued growth and development.Maintains a patient centered attitude at all times, demonstrating compassion 

and empathy for patients and their families.ACD Line- monitor and appropriately direct calls and/or assist as necessary.RightFax- monitor and complete registrations/direct faxes as needed.Level Specific DutiesUnderstand/explain policies 

regarding services, pricing, insurance billing, and payment of account.-Monitors the correct patient work queue for multiple departments.Cross-trained to register patients in 2 registration areas that are not their home department and/or 2 

Patient Access functionalities.Patient Access Functionalities Registration AreasCashier a. LabScheduling b. ImagingInsurance Verification c. CUH Main AdmissionsFinancial Counseling d. Zale Admissions e. OSC Admissions f. ED 

AdmissionsSchedule walk-in/patient appointments for the primary location if applicable.Knowledge, Skills & AbilitiesGood general health and stress coping ability.Ability to speak and hear to allow discussions with patients, co-workers and 

publicLight lifting (requires lifting 20 lbs, with frequent carrying of up to 20 lbs)Possess near vision acuity for accurate reading of computer screensBasic computer data entry and typing skillsExcellent written and oral communication 

skillsExcellent internal and external customer service skillsAbility to work with confidential information on a daily basisEffective and Efficient Problem SolvingAbility to read and write effectivelyAbility to multitaskType minimum of 35 

wpmUnderstand and follow established policies and proceduresThe use of initiative, strong independent judgement, and resourcefulness are inherent in the jobAbility to be virtually self-supervisingAbility to interact with departmental 

OP PROCUREMENT ASST A4118 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4D Office-Contracts ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under direct supervision to 

provide administrative knowledge and skills related to procurement of supplies, materials, equipment or services for Purchasing Department or for department vested with delegated procurement authorityMINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEHigh School graduation or GED and one (1) year of experience within a Purchasing environment or equalalent combination and experience.ESSENTIAL FUNCTIONSOversees the Return to Vendor (RTV) 

process for all goods being returned from University Hospitals and Hospital Based Clinics.Assists Buyers with resolving Purchasing Department discrepancies in the three way match process with the Receiving Department and the Accounts 

Payable Department.Assist Materials Management Operations team with the return of goods to vendors.Acts as liaison with Purchasing department for RMA's and Vendor Returns (RTV).Acts as liaison with the Accounts Payable department 

for RMA's and Vendor Returns (RTV).Acts with urgency and communicates promptly with staff regarding vendor returns.Reviews Return to Vendor requests on a daily basis to proactively resolve any open and outstanding RTVs.Performs other 

duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires exercise of moderate judgment in application and interpretation of policy, procedures, or precedents to problems of well-defined nature.Work requires personal contact with 

others outside department to effect final determination of problems of recurring but non-routine nature.Must possess effective personal computer skills.WORKING CONDITIONSAbility to lift up to 40 lbs. Adaptable to varying environmental 

temperatures and humidity.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and 

thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, 

genetic information, citizenship status, or veteran status.

OP RN CLIN LEAD A5016 P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 N 3A31 Spclzed RN-Clinical Lead NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableMINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEThree (3) years' experience as a Registered Nurse (Surgery, Day Surgery, PACU, GI Lab experience, as appropriate for department)Graduate of an NLN approved nursing programCurrent Texas (or BNE 

Compact State) licenseCurrent Texas (or BNE Compact State) license; Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Advanced Cardiac Life Support 

(ACLS)certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)required for GI Lab, PACU. Moderate sedation required for GI Lab. Specialty certification preferred.ESSENTIAL FUNCTIONS1. Provides 

direct patient care. Handles procedures and tasks specific to unit's patient population. Serves as role model to other staff when providing direct patient care.2. Makes daily patient rounds. Does random chart audits. Utilizes opportunities to 

teach and mentor other nursing personnel. Works effectively with Faculty to understand service-based needs as well as assist with onboarding of new Faculty in the operative environment.3. Helps ensure staff meet established productivity 

targets as appropriate. Reviews staffing/nursing assignments (if necessary) and revises as necessary to meet the specific needs of the patients on a shift by shift basis.4. Demonstrates effective problem solving abilities and actively participates 

in identification and resolution of physician, patient and or family complaints. Reports complaints and intervention to the Clinical Nurse Manager in a timely manner to allow for adequate follow-up. Reports unresolved or escalating situations 

to Nurse Manager immediately. Follows up on staff issues and ensures feedback to staff member. Engages in effective problem solving with other departments as necessary to meet needs of the patient population served.5. Demonstrates 

flexibility and willingness to provide coverage during off shifts when staffing crisis/shortage occurs.6. Serve as service line expert. Ensure service based equipment and supply needs are met by working with appropriate support departments. 

Assist in identifying and planning for future equipment, instrumentation, and supply needs.7. Generates or supervises the generation of event reports during the assigned duty hours. Investigates facts as able. Facilitates timely receipt of these 

reports and follow-up by the Clinical Nurse Manager. Notifies Nurse Manager/Risk Manager immediately of high risk situations.8. Actively participates in routine and special patient care conferences. Promotes professional growth of nursing 

personnel by providing opportunities for active participation in unit based activities, patient care/unit decisions, or hospital committees.9. Provides input for peer annual performance reviews and orientation evaluation of nursing personnel 

assigned to the unit. Assist in planning and coordination of staff orientation to core service line, including but not limited to equipment and supplies.10. Assists with scheduling and daily assignments as needed.11. Assumes delegated 

responsibility for inventory control of equipment and supplies to ensure safe and effective patient care. Facilitates timely return of specialty equipment.12. Assists with staff meeting, special projects and in the development, implementation 

and evaluation of performance improvement activities. Participates on hospital work groups as requested.13. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) 

Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, 

releasing or similarly affecting human-subjects research records.14. Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESMust be able to read, write, and communicate in EnglishAble to operate and troubleshoot standard/basic 

pieces of equipment in department.Constant walking, standing, bending, turning, and stopping. Must be able to lift and turn patients.WORKING CONDITIONSWork is performed primarily in a hospital/clinical setting. Constant walking, standing, 

bending, turning, and stooping.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.This position is security-

sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex,&iquest;sexual orientation, 

gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

OP SURG MATERIAL TECH A4108 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5H8 Aux Supp Services-Surg Mats SKILL HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent required & one (1) year hospital experience preferred.  BCLS Preferred. **Valid Texas drivers license may be required**    Job Duties  Coordinates incoming shipment of supplies between Central Sterile Supply & the Receiving 

Department.  Receives merchandise, confirms delivery receipt for accuracy. Unpack supplies from boxes, outside the sterile supply area, and places supplies on a cart.  Discards boxes properly. Restocks Central Sterile Supply with product in 

correct bin locations and distributes special request supplies. All completed in a timely manner.  Prepares case carts properly for supply transportation. Completes case cart Pick List accurately and in a timely manner.       Inventories & restocks 

specialty PAR locations for assigned areas. Utilizes computer printout sheet and/or Handheld High jump to determine, document and collect replenished supply quantities. Assists with data entry related to requisitions/supply orders, etc. All of 

this in a timely manner.    Answers phone requests with the ability to understand the nature of said requests.  Can offer alternative products if needed or can assist in locating the unavailable product, and/or substitute from another source. 

Delivers the requested supply to the O/R as requested.    Responsible for the Inspection, documentation and deposition of expired and/or recall products stocked on the shelf daily. Maintains the required log. Maintains the storage area for all 

supplies in a clean, neat and orderly manner.     Responsible for the inspection of compromise of sterility of products and restocking  of unused medical supplies returned in "Green Bags" from case carts.      Ensure all supply storage locations 

are identified with a "BARCODE" product label thereby, verification of product also being identified on a PAR.      Consistently notifies surgery staff of  departmental stock orders & backorder releases.  Assures timely, accurate delivery according 

to established schedule.  Informs requisitioner of specialty backorders and expected release date.     To requisition, distribute, and maintain inventory of routine and special order surgical supplies.       Completes special projects as assigned by 

Inventory Coordinator, Operations Manager or Materials Director.       Participates in quarterly inventory, assuring accurate counts. Keeps work area clean & neat. Boxes & packing materials removed, floor swept.      Performs other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OP SURG MATIERALS TECH SR A5375 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5H8 Aux Supp Services-Surg Mats SKILL HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSUMMARYWorks under general supervision to 

monitor Par level replenishment and receiving for ENDO and Suture areas.MINIMUM QUALIFICATIONSTwo (2) years' experience in a hospital inventory distribution and receiving environment is required. High School Diploma or equivalent is 

required.ESSENTIAL FUNCTIONSJob Duties:Supervise incoming shipments of suppliesCommunicate shipping/receiving errors to department leadershipSupervises daily inventory par levelsCommunicates with OR staff when notification of back 

orders occurAssists with data entry related to requisitions and supply ordersMaintain proper labeling of storage locationsPromptly identifies and evaluates slow moving as well as excess stockPromptly identifies expired product and log as 

requiredEnsure Supply Needs List is complete prior to end of shiftSupervises the replenishment of Endo and Surgical core areas of assigned area using FIFO rotationPick Surgical cases as requestedPerforms other duties as assignedKNOWLEDGE, 

SKILLS, & ABILITIESWork requires use of a PC, hand held scanning device, fax, and copiersWork requires proper phone etiquette and the ability to repeat back requestWork requires general knowledge of healthcare related policies WORKING 

CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



OP SURG RN - MODERATE SEDATION A5377 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A8 Specialized Nurse-OR NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited Nursing program. Must be able to read, write and communicate in English.Current Texas (or BNE Compact State) license, BSN requiredTwo years' experience in Pain Management, Day Surgery or Surgery preferredCurrent Basic Life 

Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Heart Association (ARC) Current Advanced Cardiac Life Support (ACLS) certification, course accredited by the American Heart Association (AHA) 

or American Heart Association (ARC) Moderated Sedation classes requiredProfessional certification in a nursing organization is preferredESSENTIAL FUNCTIONSJob Duties: Performs and accurately documents physical, psychosocial, and 

emotional assessments. All assessments take into consideration age specific criteria (adolescents, adults and lder adults). Assess total patient care requirements during moderate sedation and recovery. Physiologic measurements should 

include, but not be limited to, respiratory rate, oxygen saturation, blood pressure, cardiac rate and rhythm, and patient's level of consciousness.Actively anticipates patient's and/or patient's family needs and expectations and utilizes these in 

conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.Identifies and implements 

appropriate nursing interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care 

team in a collaborative fashion. Shares information and observations of the patient and/or patient's family in a manner that advocates for optimal patient care. In addition, moderate sedation nurse should understand the principles of oxygen 

delivery, respiratory physiology, transport and uptake, and demonstrate the ability to use oxygen delivery devices. Anticipate and recognize potential complications of moderate sedation in relation to the type of medication being 

administered. Demonstrate skill in airway management resuscitation.Appropriately prioritizes nursing interventions based upon completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, 

etc. Reports changes, takes follow-up action as appropriate. Actively involves patient in plan of care and keeps patient, family and/or care-giver informed. Evaluates implemented interventions and modifies care according to the evaluation. 

Documents interventions and modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted standards of 

nursing practice. Incorporates ANA standards, into the provision of safe, quality patient care, utilizing current literature, and research. Practices in accordance with our Professional Practice Model - "Relationship Based Care" and delivers care 

using our Care Delivery System " PACE" - Patient Focused, Accountable, Coordinated and Continuous and Evidence Based. Annually completes required education for Moderate Sedation Nurse.Provides appropriate and timely answers and/or 

education to patients, patient's families, significant others and/or caregivers. Completes accurate and timely documentation of all education provided including discharge plan of care. Assesses competence, obtains feedback/evaluation of 

understanding from patient, family, significant others and/or /caregivers. Demonstrates effective communication based on individual patient needs and learning preferences.Welcomes and orients patient, family, significant other and/or 

caregiver to the unit. Encourages patient/family participation in care. Reviews personalized patient plan of care with patient/family every shift. Updates white boards accordingly and sets daily goals with patient input. Explains special diets, 

tests, procedures and medications in easily understood and appropriate language. Makes hourly rounds on patients and communicates when they will return.Advocate for resources and support that enhance patient safety and unit/hospital 

based initiatives. Participates in evaluating data to guide decisions regarding unit / department budget formulation and implementationPerforms Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-

workers accountable for their behavior and compliance with policies and standards. Actively intervenes when patient safety is at risk.Performance Improvement: Accountable for patient care and quality/safety initiatives (EX: patient safety, 

patient satisfaction, core measures, infection control). Participates in multidisciplinary quality and practice improvement teamsShares professional and technical information with colleagues and students. Offers self as a resource as needed to 

others (Ex: preceptor, charge, mentor, unit expert, lends a hand when needed). Participates in meetings and on committees and represents the department and hospital in community outreach.Shares professional and technical information 

with colleagues and students. Offers self as a resource as needed to others (Ex: preceptor, charge, mentor, unit expert, lends a hand when needed). Participates in meetings and on committees and represents the department and hospital in 

community outreach.Performs other duties as assignedKNOWLEDGE, SKILLS, & ABILITIESWork requires use of considerable judgment in application of procedures, nursing assessment techniques, practices and policies to work problems, 

organization, and administration of hospital activities. Work requires ability to maintain current customer service, nursing, and technical skills by attending training programs and seminars to continue level of competency and ensure 

compliance with departmental policies and procedures.Work requires ability to complete most assignments with substantial independence.Work requires good verbal and written communication skills. Must be able to read, write and 

communicate in EnglishWork requires proficiency in the use of computer technology. Work requires ability to read, write, and perform mathematical calculations.Work requires frequent contact with physicians, residents, fellows, allied health 

OP SURG RN II - ENDO A5372 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A8 Specialized Nurse-OR NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryThis position works under general 

supervision of physician, mid-level provider and/or nursing supervisor to provide nursing services in care and treatment of patients. MINIMUM QUALIFICATIONSGraduate of an approved/accredited nursing program either by a governmental 

authority, nursing board, or by a licensing authority that has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). One year of RN experience. Licensure/CertificationCurrent Texas (or BNE Compact State) license, BSN 

preferred. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). ESSENTIAL FUNCTIONSJob Duties:Assesses and documents physiological, psychological 

sociocultural, and spiritual health status of patient on admission utilizing age-age specific concerns for children, adolescents, adults, and older adults. Performs ongoing assessment of patient's physiological health status during intraoperative 

phase. Communicates relevant health status data to other team members and departments. Interprets health status data to anticipate patient's family, and physician's needs and expectations. Develops appropriate plan of care for patient. 

Utilizes critical thinking skills in planning and prioritizing intraoperative nursing care. Identifies and implements appropriate intraoperative nursing interventions based on health status data. Completes accurate and timely documentation of 

these interventions. Confers with all members of health care team in collaborative fashion, sharing information and observations of patient and/or patient's family in manner that contributes to optimal patient care. Evaluates implemented 

interventions and modifies care according to evaluation. Documents interventions and modifications to plan of care in accurate and timely manner. Prioritizes intraoperative nursing interventions per patient's health status data, physician, and 

planned procedures as applicable. Adheres to appropriate hospital policies, procedures, and standards of nursing practice while delivering intraoperative nursing care. Provides appropriate and timely patient education to patient and/or 

patient's family. Completes accurate and timely documentation of education provided. Demonstrates effective communication with children, adolescents, adults, and older adults.Supervises, directs, and coordinates patient care assignments 

of other members of healthcare team. Delegates duties within legal parameters. Prepares for procedures as appropriate by obtaining supplies and equipment in timely manner. Serves as technical subject matter person, resource person, 

and/or preceptor to nursing staff. Completes written clinical performance evaluation form in timely manner. Handles and operates instruments, supplies, and equipment and performs safe nursing care in manner that is cost effective without 

compromising quality of care.Solves minor problem issues of counts and errors, patient care, relationships, equipment, supplies, and environment prior to management intervention. Provides and supports efforts to develop and maintain 

team environment. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as 

assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires use of considerable judgment in application of procedures, nursing assessment techniques, practices and policies to work problems, organization, and administration of hospital 

activities. Work requires ability to maintain current customer service, nursing, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and 

procedures.Work requires ability to complete most assignments with substantial independence.Work requires good verbal and written communication skills. Must be able to read, write and communicate in EnglishWork requires proficiency in 

the use of computer technology. Work requires ability to read, write, and perform mathematical calculations.Work requires frequent contact with physicians, residents, fellows, allied health personnel, and other medical and/or non-medical 

office support personnel to coordinate necessary information to provide optimal level of patient care.Work requires telephone contact with patients, referring physicians, and pharmaceutical representatives outside of UT Southwestern, 

vendors, and third party payees.Work requires constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients. Work requires ability to lift, push, 

and/or pull up to 50 lbsWORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex,&iquest;sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran 

status.

OP SURG RN II - PACU A5474 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A8 Specialized Nurse-OR NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableExperience and Education- Graduate of an 

approved/accredited nursing program either by a governmental authority, nursing board, or a licensing authority which has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). Must be able to read, write and 

communicate in English. - One (1) year of RN experience. Specialty areas may have increased experience requirements as dictated by unit or standard of care. - Current Texas (or BNE Compact State) license, BSN preferred - Professional 

certification in a nursing organization is preferred. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesPerforms and accurately documents physical, 

psychosocial, and emotional assessments. All assessments take into consideration age specific criteria (children, adolescents, adults and elder adults).Actively anticipates patient's and/or patient's family needs and expectations and utilizes 

these in conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.Identifies and 

implements appropriate nursing interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the 

health care team in a collaborative fashion. Shares information & observations of the patient and/or patient's family in a manner that advocates for optimal patient care.Appropriately prioritizes nursing interventions based upon completed 

assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate. Actively involves patient, family and/or care-giver informed.Evaluates 

implemented interventions and modifies care according to the evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or Department of Nursing 

policies, procedures, clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA standards, into the provision of safe, quality patient care, utilizing current literature, and research. Practices in accordance with our 

Professional Practice Model - "Relationship Based Care" & delivers care using our Care Delivery System "PACE" - Patient Focused, Accountable, Coordinated and Continuous and Evidence Based.Provides appropriate & timely answers and/or 

education to patients, patient's families, significant others and/or caregivers. Completes accurate and timely documentation of all education provided including discharge plan of care. Asseses competence, obtains feedback/evaluation of 

understanding from patient, family, significant others and/or /caregivers. Demonstrates effective communication based on individual patient needs and learning preferences.Welcomes and orients patient, family, significant other and/or 

caregiver to the unit. Encourages patient/family participation in care. Reviews personalized patient plan of care with patient/family every shift. Updates white boards accordingly and sets daily goals with patient input. Explains special diets, 

tests, procedures and medications in easily understood and appropriate language. Makes hourly rounds on patients and communicates when they will return.Advocate for resources and support that enhance patient safety and unit/hospital 

based initiatives. Participates in evaluating data to guide decisions regarding unit / department budget formulation and implementation.Performs Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-

workers accountable for their behavior and compliance with policies and standards. Actively intervenes when patient safety is at risk.Performance Improvement: Accountable for patient care and quality/ safety initiatives (EX: patient safety, 

patient satisfaction, core measures, infection control). Supports efforts to develop and maintain team environment. Participates in multidisciplinary quality and practice improvement teams.Shares professional and technical information with 

colleagues & students. Offers self as a resource as needed to others (Ex: preceptor, charge, mentor, unit expert, lends a hand when needed). Participates in meetings & on committees & represents the dept. & hospital in community 

outreach.**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to complete most assignments with substantial independence. Work requires good verbal and written communication skills. 

Must be able to read, write and communicate in English Work requires proficiency in the use of computer technology.  Work requires ability to read, write, and perform mathematical calculations. Work requires frequent contact with 

physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate necessary information to provide optimal level of patient care. Work requires telephone contact with patients, 

referring physicians, and pharmaceutical representatives outside of UT Southwestern, vendors, and third party payees. Work requires use of considerable judgment in application of procedures, nursing assessment techniques, practices and 

policies to work problems, organization, and administration of hospital activities.  Work requires ability to maintain current customer service, nursing, and technical skills by attending training programs and seminars to continue level of 

competency and ensure compliance with departmental policies and procedures.WORKING CONDITIONSWork is primarily performed in a hospital unit/environment. The incumbent may be exposed to body fluids and infectious diseases. Pass 

pre-employment physical exam including colorblind testing. Work requires constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients.  Work 

requires ability to lift, push, and/or pull up to 50 lbs.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT 

OP SURGERY ENDOSCOPY TECHNICAN ADVANCED A4339 P20 $46,971.00 $62,507.00 $79,644.00 $3,914.25 $5,208.92 $6,637.00 $180.66 $240.41 $306.32 $22.58 $30.05 $38.29 N 5E6A Medical Technician-OR ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma or 

equivalent, CFER or SGNA certification preferred. Must be able to read, speak and write Engligh proficiently. Minimum of one (1) year GI Lab Technician. Current Basic Life Support (BLS) from The American Heart Association (AHA) or American 

Red Cross (ARC) is required. Job Duties1. Assists physician during endoscopic procedures.2. Provides pre, intra and post-operative care to patients undergoing endoscopic procedures with and without sedation/ anesthesia. Applies appropriate 

monitoring equipment.3. Knowledge of equipment, medication and supplies used in the Endoscopy Lab. Ability to set-up, calibrate, operate and troubleshoot the equipment.4. Performs technical and specialized skills during procedures. Assists 

with procedure room turnover.5. Prepares rooms, equipment, and supplies to accommodate the patient load. Maintains an adequate supply level not only in procedure rooms, but also in the supply storage room. Make appropriate 

notification of low par levels and need for special order supplies.6. Responsible for cleansing, disinfecting, and storing equipment used in various endoscopic procedures according to established hospital policy and professional organizational 

guidelines.7. Promotes safety by checking all equipment for proper working order prior to endoscopic procedure.8. Provides patient education, as requested, both pre and post procedure.9. Serves as technical subject matter expert, resource 

person and/or preceptor to staff from other departments in regards to all aspects of the Endoscopy lab and Endoscope Reprocessing.10. Organizes and prioritizes procedural tasks based on the identified need. Demonstrates competency to 

operate all Endoscopy Lab Equipment and supplies. Demonstrates proficiency and independence.11. Ability to solve minor issues of errors, patient care, relationships, equipment, supplies and environment prior to management intervention. 

Provides and supports efforts to develop and maintain the team environment.12. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or 

caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting 

human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OP SURGERY PATIENT ACCESS REP I A2115 Y T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4C2 Office-Pat Admiss-Admit Rep ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Job SummaryThe Patient Access Representative I 

directly interacts with patients on the phone and/or in person under direct supervision to support front office business operations in a hospital or hospital based clinic location. They maintain a patient centered attitude at all times, 

demonstrating compassion and empathy for patients and their families. They work as part of an elite team to support UT Southwestern operations and initiatives. They may be required to travel to both on and off-campus locations. This 

position offers a career ladder based on progressive responsibilities and performance. Experience and EducationMINIMUM QUALIFICATIONSHigh school diploma or GED is required1-3 years' experience in a Customer Service field preferred2 

years' experience in a Clinical/Medical office setting preferredJob DutiesESSENTIAL FUNCTIONSPre-register/Register patients for scheduled/unscheduled services, inpatient/outpatient procedures within all applicable hospital based areas. 

Interview patient(s) and/or their representative at workstation or bedside to obtain demographic/insurance information or verify information already on file. All registrations performed utilizing available up to date technology (i.e. 

carts/workstation on wheels, tablets, etc)Obtain copies of necessary identification and insurance cards. Document appropriate information in the registration system based upon departmental documentation standards.Accurate and timely 

deployment of legal and compliance consent forms and documents.Initiates the Advance Directive process when applicable. Ensures all patients are continually informed of their visit status when services are delayed.Initiate, obtain and/or 

update insurance verification as appropriate for patient services. Coordinate accurate patient data to determine financial obligation. Collection of insurance co-payments, deductible amounts, self-pay deposits and patient balances from the 

patient/guarantor. Request full or partial payment for services rendered according to collection policies.Follows all guidelines set forth in the Cash Handling policy. Produce paperwork on each patient for distribution to appropriate 

departments. Obtain ABN's and/or non-covered notice forms when applicable.Learn and maintain up to date knowledge of registration system user operations, front line workflows and policies and proceduresDeliver superior customer service, 

representing UT Southwestern in a positive and professional manner to patients, colleagues and the community following AIDET guidelines.Greets and direct/escort patients and/or visitors to appropriate location, providing information as 

needed or obtain transport assistance. Build rapport and effective communication with internal and external team members to ensure best outcomes for the patient(s) in our careMaintain neatness of waiting area and assigned workspace; 

keeps area stocked with pamphlets and other materials as appropriate. Ensure adequate inventory of items necessary for day-to-day functions of assigned registration location, such as office supplies and patient forms.Release patient records 

as needed. Knowledge of various regulatory agencies: The Joint Commission, Center for Medicare and Medicaid Services, State & Federal Laws, Hospital/Departmental Policies. Meet established department productivity, collections and quality 

standards. Meets/exceeds performance expectations and completes work within the required timeframe. Protects the privacy and security of patient health information to ensure that confidentiality is maintained. Adheres to HIPAA guidelines 

when contacting patient.Work with physician offices, insurance verification, financial counseling and/or patients when an insurance issue becomes apparent. Coordinates with case management, physician's office and/or ancillary department 

regarding any additional information needed on their part to obtain pre-certification and insurance benefitsPractice and adhere to the "Code of Conduct" philosophy, Core Values and "Mission and Value Statement"Search MPI completely to 

ensure that we are using the correct medical record number. Notify HIM for any duplicate unit numbersPerforms other related duties and projects as assigned. This job description should not be considered an exhaustive listing of all duties and 

responsibilities performed in this position. Our practice encourages all employees to develop personal and professional goals for themselves and will provide opportunities for continued growth and development.Maintains a patient centered 

attitude at all times, demonstrating compassion and empathy for patients and their families. ACD Line- monitor and appropriately direct calls and/or assist as necessary.RightFax- monitor and complete registrations/direct faxes as needed. 

Level Specific DutiesKnowledge of policies regarding services, pricing, insurance billing, and payment of account.Monitors the correct patient work queue for the assigned department(s) Schedule walk-in appointments if applicable. **Other 

Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESLight lifting (requires lifting 20 lbs, with frequent carrying of up to 20 lbs) Good general health and stress coping ability. Ability to speak and hear to allow discussions 

with patients, co-workers and publicPossess near vision acuity for accurate reading of computer screensBasic computer data entry and typing skillsExcellent written and oral communication skillsExcellent internal and external customer service 

skillsAbility to work with confidential information on a daily basisEffective and Efficient Problem SolvingAbility to read and write effectivelyAbility to multitaskType minimum of 35 wpmUnderstand and follow established policies and 

proceduresExperience with Microsoft Office and OutlookExperience with general office equipment (fax, copier, etc.)WORKING CONDITIONSWork is performed while sitting in an office environment, at the patient bedside via workstation on 

wheels or tablet and/or KioskUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, 

the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. 

OP SURGICAL SERVICES IMPLANT COORDINATOR A5009 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 5H11

Aux Supp Svcs-Supp Chain 

Svcs PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and one to three (1-3) years or greater experience is required. Previous experience working with surgical supplies preferred. Job DutiesMaintains par level on stocked implants while balancing maximum inventory turns with having 

supplies on hand to meet need.Identifies and evaluates slow moving stock. Coordinates with Supply Chain Manager to keep inventory current & manage par levels.Provides data entry charges and adjustments for all surgical and angio 

procedures. Maintains confidentiality of vital patient information.Initiates revenue analysis review of surgical cases meeting review criteria at time of case posting.Returns implants without delay. Keeps complete documentation regarding 

returns.Adds new item numbers for new products brought into Operating Room. Forwards new items numbers to Central Sterile Clinical Manager and CDM Coordinator.Effectively coordinates changes in implant type, make, etc with 

preference list coordinators.Utilizes OR management software and Materials Management software to identify and project implant needs to assure availability of implants for surgical cases while minimizing implant handling/ shipping 

costs.Maintains ongoing communication with manufacturers and Materials Management and Central Sterile regarding implant supplies, back orders and vendor returns.Performs other duties as assigned. **Other Duties: Performs other duties 

as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OPERATION PROGRAM MANAGER 2002 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableExperience and EducationBachelor's degree in 

Business Administration, Health Care Administration, Public Health, Quantitative Analysis or related discipline, and five (5) years related clinical operations and project management experience, required. Master's degree inrelated field and/or 

Registered Nurse (RN) licensure stronglypreferred. Experience with quality improvement, LEAN, Six Sigma and/or other improvement methodologies preferred. Eligibility for, and plans to obtain, project management certification desired. Job 

DutiesThis position is accountable for the day to day management of multiple programs and interdisciplinary projects based in a large department, and involving stakeholders across the UTSW campus. Provides project-based analytical and 

clinical operations support to departmental clinical leadership and Ambulatory Administration. In collaboration with department's Clinical Operations Team and stakeholders from various departments: 1) Manage interdisciplinary projects 

(e.g., diabetes monitoring, bone density inpatients with rheumatologic diseases and tumors), 2) Provide analytical support for projects related to quality improvement, patient safety and outcomes supporting clinic operations and goals, and 3) 

Serve as departmental liaison for all aggregate clinic-related matters.Set and continually manage project expectations from department's senior leadership and other stakeholders. Develop full-scale project plans and associated analytics by 

performing one or more of the following: a) Delegate tasks and responsibilities to appropriate personnel. b) Identify and resolve issues and conflicts. c) Identify and manage project dependencies and critical paths. d) Plan, schedule and track 

project timelines and milestones, and develop and automate data displays using charts and reporting tables to present data. e) Track clinical processes and outcomes. f) Develop and deliver progress reports, proposals, requirements 

documentation and presentations. g) Conduct post project reviews and create recommendations report in order to identify successful and unsuccessful project elements. h) Define project success criteria and communicate them to involved 

parties throughout project life cycle in a timely and clear fashion.Serve as liaison with Ambulatory Administration and departmental clinical leadership to facilitate consistent policies and practices, new initiatives and reporting across 

ambulatory clinics. Work closely with the directors to manage grid of standard operating procedures for all clinics. Estimate resources and participants needed to achieve project goals and communicate recommendations to senior 

management. Consult on data collection and study design for clinical interventions, as needed.Design, develop and automate clinical quality and performance metrics, as well as interpret, explain and discuss data analysis results with each 

ambulatory clinic using appropriate analytical and statistical methods. Monitor and report on key clinic information data including visit stats, patient access, patient satisfaction, session numbers and length, etc. Work for improvement in all 

key indicators. Provide oversight and training on physician scheduling system (e.g., QGenda).Coordinate clinical faculty onboarding to ensure training in departmental clinical processes and expectations occurs in a timely manner.Represent 

department as assigned to Ambulatory Administration and Health System committees. Coordinate all clinical logistics and relocations for the department, including personnel and equipment.Perform other duties as assigned.KNOWLEDGE, 

SKILLS, & ABILITIESWork requires knowledge of computers and office equipment.Work requires ability to ensure adherence to all policies and procedures of university.Work requires ability to coordinate and work independently.Work requires 

ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to maintain a positive customer service environment.Work requires excellent organizational and project management 

skills.Work requires effective managerial and/or supervisory skills. Work requires ability to work with confidential information on daily basis.WORKING CONDITIONSWork is performed primarily in general office/clinic area.Any qualifications to 

be considered as equivalent in lieu of stated minimums require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

OPERATION PROGRAM MANAGER U2002 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position is accountable for the day 

to day management of multiple programs and interdisciplinary projects based in a large department, and involving stakeholders across the UTSW campus. Provides project-based analytical and clinical operations support to Departmental 

Clinical Leadership and Hospital Administration. Experience and EducationBachelor's degree in Business Administration, Health Care Administration, Public Health, Quantitative Analysis or related discipline, and five (5) years related clinical 

operations and project management experience, preferred. Master's degree in related field is strongly preferred. Job DutiesIn collaboration with department's Operations Team and stakeholders from various departments: 1) Manage 

interdisciplinary projects, 2) Provide analytical support for projects related to quality improvement, patient safety and outcomes supporting hospital operations and goals, and 3) Serve as departmental liaison for all aggregate program related 

matters.Set and continually manage project expectations from department's senior leadership and other stakeholders. Develop full-scale project plans and associated analytics by performing one or more of the following:Delegate tasks and 

responsibilities to appropriate personnel.Identify and resolve issues and conflicts.Identify and manage project dependencies and critical paths.Plan, schedule and track project timelines and milestones, and develop and automate data displays 

using charts and reporting tables to present data.Track clinical processes and outcomes. Develop and deliver progress reports, proposals, requirements documentation and presentations.Conduct post project reviews and create 

recommendations report in order to identify successful and unsuccessful project elements. Define project success criteria and communicate them to involved parties throughout project life cycle in a timely and clear fashion.Serve as liaison 

with Hospital Administration and departmental clinical leadership to facilitate consistent policies and practices, new initiatives and reporting across ambulatory clinics. Work closely with the key steakholders to manage grid of standard 

operating procedures for involved programs. Estimate resources and participants needed to achieve project goals and communicate recommendations to senior management. Consult on data collection and study design for clinical 

interventions, as needed.Design, develop and automate clinical quality and performance metrics, as well as interpret, explain and discuss data analysis results with each ambulatory clinic using appropriate analytical and statistical methods. 

Monitor and report on key clinic information data including various stats, patient access, patient satisfaction, session numbers and length, etc. Work for improvement in all key indicators. Represent department as assigned to Hospital 

Administration and Health System committees. Coordinate all program logistics for the department, including personnel and equipment.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of computers and 

office equipment.Work requires ability to ensure adherence to all policies and procedures of university.Work requires ability to coordinate and work independently.Work requires ability to communicate effectively with internal and external 

contacts on policies and procedures.Work requires ability to maintain a positive customer service environment.Work requires excellent organizational and project management skills.Work requires effective managerial and/or supervisory skills. 

Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office/clinic area.Any qualifications to be considered as equivalent in lieu of stated minimums require prior 

approval of the Vice President for Human Resources, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

OPERATIONS COORDINATOR U1323 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3J Quality Assurance Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

related field and four (4) years experience with accreditation and quality programs; healthcare experience strongly preferred.Applicants without the stated degree, but with significant additional related experience maybe considered. Job 

DutiesDevelops and maintains initiatives to ensure quality assurance and performance improvement in targeted areas of responsibility in alignment with the overall performance improvement targets. Develops quality metrics and reporting 

tools.Monitors and maintains general knowledge of all Quality Assurance processes in assigned area.Identifies issues and trends, analyzes data, proposes solutions, maintains statistics and reports to management for performance 

improvement opportunities. Provides input to identify quality and process improvement opportunities within all assigned areas.Prepares routine, monthly, and quarterly executive Quality Assurance reports. Manages all related data and 

reconciles systems reports. Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires demonstrated advanced written and verbal communication skillsWork requires excellent multi-tasking skills, with the ability to 

prioritize and organize workWork requires strong analytical/problem solving skills.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions 

of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex,&iquest;sexual orientation, gender identity, gender expression,&iquest;age, 

disability, genetic information, citizenship status, or veteran status.



OPERATIONS COORDINATOR - HOSPITAL CLINICAL OPERATIONS U5476 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorking under supervision of Division 

Leadership this position will promote a professional, engaging and positive employee experience for all team members. Through trending data we can identify target areas to collaborate with Division Managers to create and implement new 

initiatives and processes that can drive business success and employee satisfaction. Experience and EducationBachelor's degree in Business Administration or related field preferred. Master's degree is a plus. Six (6) years of directly related 

experience with three (3) years in supervisory/management capacity. Former experience of working as employee engagement ambassador. Experience in a University Hospital setting is a plus.Job DutiesDevelops long-term strategies to 

promote and achieve a culture of service excellence and employee engagement.Develops and executes annual budgets and proposals, timelines and creative design to increase employee engagement and to sustain the employee 

culture.Develops and manages division and department specific programs and/or events in support of overall strategy. Oversees the overall production of internal Support Service Department communications, events and programs, materials, 

(including newsletters, pre-shifts, e-blasts, Sharepoint, etc.) for the purpose of communicating critical information to employees. Ensures all communications reaches multi-generations, diverse employees, and various levels of 

education.Develops employee recognition strategies to include reviewing, evaluating, and making recommendations for departmental recognition programs.Participates in ongoing analysis of key data identifying trends. Develops, evaluates 

and implements new processes to ensure employees are informed of company and property initiatives, programs and announcements.Works with the departments to collect timely data to support business initiatives through focus groups, 

surveys, one-on-one interviews, and other methodology; evaluates and applies the data to support decisions.Strategically collaborates with and builds relationships across functional divisions, departments, and key external 

stakeholders.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate clearly, effectively and professionally to any and all employees.Work requires emotional intelligence and awareness of one-self 

and circumstances of those we collaborate with.Work requires ability to self-manage by way of time-management, project/program management, multi-tasking, etc.Work requires the ability to work collaboratively with the team and 

understand the operation/division we support and how strategies applied effect the team.Working ConditionsWork is performed primarily in office setting.Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

OPERATIONS COORDINATOR - SUPPORT SERVICES U5477 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H16 Prof Services-Other PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorking under supervision of Division 

Leadership this position will promote a professional, engaging and positive employee experience for all team members. Through trending data we can identify target areas to collaborate with Division Managers to create and implement new 

initiatives and processes that can drive business success and employee satisfaction. Experience and EducationBachelor's degree in Business Administration or related field preferred. Master's degree is a plus. Six (6) years of directly related 

experience with three (3) years in supervisory/management capacity. Former experience of working as employee engagement ambassador. Experience in a University Hospital setting is a plus.Job DutiesDevelops long-term strategies to 

promote and achieve a culture of service excellence and employee engagement.Develops and executes annual budgets and proposals, timelines and creative design to increase employee engagement and to sustain the employee 

culture.Develops and manages division and department specific programs and/or events in support of overall strategy. Oversees the overall production of internal Support Service Department communications, events and programs, materials, 

(including newsletters, pre-shifts, e-blasts, Sharepoint, etc.) for the purpose of communicating critical information to employees. Ensures all communications reaches multi-generations, diverse employees, and various levels of 

education.Develops employee recognition strategies to include reviewing, evaluating, and making recommendations for departmental recognition programs.Participates in ongoing analysis of key data identifying trends. Develops, evaluates 

and implements new processes to ensure employees are informed of company and property initiatives, programs and announcements.Works with the departments to collect timely data to support business initiatives through focus groups, 

surveys, one-on-one interviews, and other methodology; evaluates and applies the data to support decisions.Strategically collaborates with and builds relationships across functional divisions, departments, and key external 

stakeholders.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate clearly, effectively and professionally to any and all employees.Work requires emotional intelligence and awareness of one-self 

and circumstances of those we collaborate with.Work requires ability to self-manage by way of time-management, project/program management, multi-tasking, etc.Work requires the ability to work collaboratively with the team and 

understand the operation/division we support and how strategies applied effect the team.Working ConditionsWork is performed primarily in office setting.Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

OPERATIONS PROGRAM MGR HEMOPHILIA TREATMENT CTR 4380 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

manage daily operations and ongoing development and expansion of the Hemophilia Treatment Program at UT Southwestern Medical Center.Experience and EducationBachelor's degree in related field, plus seven (7) years experience in clinical 

patient care and/or research, including at least three (3) years experience in project management required. Current RN licensure required. Previous managerial experience preferred. Job DutiesAssist Center Medical Director with the functions 

and daily operations of the Hemophilia Treatment Center.Oversee clinical research operations and research compliance of the Program; provide supervision and training to clinical research and nursing staff.Manage financial activities related to 

the 340B factor program, including quarterly review of 340B pricing, negotiations with payers, and obtain prior authorizations for factor orders.Interface with UT Southwestern 340B program team regarding factor prescription billing and 

reimbursement; ensure 340B factor program and HRSA compliance. Assist financial analysts with accounts receivable reconciliations; assist patients with billing questions/issues. Serve as primary liaison with department clinical research unit 

regarding hemophilia clinical trials. Responsible for the development and expansion of the Hemophilia Treatment Program to multiple disciplines across the UT Southwestern campus. Serve as a lead research program representative to monitor 

all collaborative relationships between internal departments and external entities. Adhere to applicable program and institutional policies and procedures to ensure optimal operation of clinical research unit.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires ability to manage and coach staff members in various roles.Work requires demonstrated advanced written and verbal communication skills.Work requires excellent mulit-tasking and project 

management skills, with the ability to prioritize and organize work to meet deadlines.Work requires strong analytical/problem solving skills.Work requires ability to develop, monitor, and maintain a budget. Working ConditionsWork is 

performed indoors in an office or clinical environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President of Human Resources or his/her designee.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OPHTHALMIC ASSISTANT 1764 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5G4 Clin Supp Services-OPTH ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

and two years of experience in medical or related field. Experience in eye care is preferred.Preferred completion of basic and advanced home-study courses approved by the Joint Commission on Allied Health Personnel in Ophthalmology within 

one year of the hire date. Job DutiesAssists ophthalmologists in treatment and care of patients.Opens, stocks, cleans, and closes patient rooms.Obtains basic medical history and ocular complaints from patients.Measures patients' 

glasses.Writes and calls in Rx prescriptions to pharmacies as directed by ophthalmologists.Tests ocular functions, including visual acuity, muscle balance, and intra-ocular tension.Administers eye and oral medications as directed by 

ophthalmologists.Changes eye dressings and instructs patients and/or caregivers in home care.Maintains ophthalmic instruments by sterilizing surgical instruments and cleaning exposed lenses, mirrors, and prisms and replacing burned out 

bulbs and batteries.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as 

assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OPHTHALMIC PATIENT EDUCATION COORDINATOR 8161 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3F14

Prof Med Services-Med/Clin 

Ed ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field plus five (5) years related experience. Job Duties  1.Coordinates, oversees, and participates in all patient education and medical/surgical care of refractive surgical patients e.g. LASIK, refractive IOL's image guided laser assisted 

cataract surgery.2.Stay abreast of all technical aspects of pre and post-op patient care, as well as laser refractive surgery.3.Develops and maintains patient education materials for the Laser Center for Vision Care and faculty corneal and cataract 

refractive patient practice; works with faculty and other senior staff to develop materials; updates and revises materials as technology and services change.4.Answers inquiries from potential patients regarding all aspects of refractive surgery, 

attends all weekly department patient education seminars to present information to attendees or to present with designated faculty. Educate potential cornea or cataract, refractive patients in clinic before and/or after the ophthalmologist 

sees the patient and facilitate conversion to the more advanced surgical procedures.5.Acts as the source for reliable patient information concerning complex surgical procedures.6.Provides written monthly reports on data from procedures 

performed; seminar tracking reports; conversion reports; and referral source tracking.7.Plans and coordinates all patient education seminars involving cornea or cataract Refractive Procedures.8.Gathers and assembles all demographic patient 

data in related areas and presents data in meetings to faculty and senior staff.9.Generates and maintains written reports and spreadsheets documenting and tracking patient inquiry trends; provides analysis of data for presentation to Chair, 

Manager and Department Marketing and Communications Manager to help determine future marketing campaigns.10.Develops budget for patient education materials and patient education seminars.11.Compiles and disseminates patient 

information packets, schedules Keratorefractive exam appointments and/or any other appointments as needed or requested by the faculty.12.Coordinate Lasik scheduling/surgery.13.Ensures information is ready and available for scheduled 

patients; including assisting in obtaining old records, making sure special lenses are available and making certain appropriate studies are completed and in EMR.14.Coordinate with referring doctors and gives follow-up on those referred 

patients who have used Lasik, Premium IOL's, LensX.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OPHTHALMIC PHOTOGRAPHER/ANGIOGRAPHER 8810 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3B1 Prof Technologist-Card PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationCompletion of two (2) 

years college and vocational training in ophthalmic diagnostic photography and angiography. Candidate should have a minimum two (2) years of recent clinical photography experience with working knowledge of optical coherence tomography 

(OCT), fundus photography, digital fluorescein angiography, digital ICG angiography, external and slitlamp photography. Candidate will also need working knowledge of an IOL Master or Lenstar and corneal topography; a minimum of 1-2 years 

of clinical trials/research experience preferred; and knowledge of basic anatomy and physiology of the eye. Certification as a Certified Retinal Angiographer (CRA) or Optical Coherence Tomographer (OCT) preferred upon hire. Must be certified 

within one year of hire date as a CRA or OCT.Job Duties1. Coordinates patient scheduling for diagnostic photography and angiography of eye. Maintains patient records.2. Performs ophthalmic imaging and diagnostic studies as designated by 

the ordering physician, uploading images to the Electronic Medical Record for review. Reviews with ordering physician quality of work performed.3. Prepares photographic material for weekly Retina Conferences and ophthalmic photographic 

exhibits at meetings of ophthalmologist and/or ophthalmic photographers.4. Instructs resident physicians in fundus photography procedures.5. Maintains and repairs ophthalmic photography equipment at laboratory.6. Duties performed may 

include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly 

affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OPHTHALMIC TECHNICIAN TRAINEE 1730 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5G4 Clin Supp Services-OPTH ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and one year of experience in a customer service, teaching/training environment preferred.  Bachelor degree preferred. Job Duties  1.Works closely with a Certified Ophthalmic Assistant or Lead Technician as a trainee 

in the treatment and care of ophthalmic/optometric patients.2.Performs procedures such as visual acuity and Humphrey Visual Fields.3.Assists in the care of ophthalmic patients by preparing exam rooms, cleaning exposed lenses, facilitating 

the use of diagnostic equipment, and ensuring availability of needed patient information such as reports of diagnostic exams and medical records, instructs patients/caregivers in home care.4.Obtains basic medical history and ocular 

complaints from patients.5.Perform basic patient work-up using the EMR (EPIC).6.Create telephone encounters and route to the appropriate clinical staff to process.7.Duties performed may include one or more of the following core functions:  

(a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

OPHTHALMIC ULTRASONOGRAPHER 1731 RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B14 Prof Technologist-Ultrasound ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks independently and proficiently to 

perform high quality ophthalmic ultrasonography in a high-volume academic ophthalmology department. Develops and executes training programs for the transfer of ophthalmic ultrasonography skills to technicians, students, residents, 

fellows, and faculty. Performs both clinical and research protocols.Experience and EducationAssociate's degree and two (2) years of relevant clinical experience in basic Ophthalmic Ultrasound, including biometry to include experience with EPIC 

EMR system and PACS. Experience may be considered in lieu of education.CDOS (Certified Diagnostic Ophthalmic Sonographer) and/or ROUB (Registered Ophthalmic Ultrasound Biometrist) by Joint Commission on Allied Health Personnel in 

Ophthalmology (JCAHPO) is requiredJob DutiesGeneral Job Responsibilities:Independently and proficiently performs basic and advanced ultrasonographic evaluation of the eye and orbit, including diagnostic A-scan, diagnostic B-scan, A-scan 

biometry, high frequency anterior segment ultrasound (i.e., ultrasound biomicroscopy or UBM), color doppler ultrasound, 3D ophthalmic ultrasound.Evaluates and diagnoses ocular and orbital pathologies, including opaque media, dislocated 

crystalline lens or lens implant, trauma, extraocular muscles, optic nerve disease, anterior segment disease, glaucoma implant flow functionality, uveitis and ocular inflammation, eye measurements, ocular and orbital tumors, retinal and 

choroidal detachments, and vitreous opacities. Effectively communicates findings and measurements in the electronic medical record using standardized reporting mechanisms.Works with physicians to assure effective communication of 

findings and accuracy of reports, providing preliminary verbal reports as needed.Performs ad-hoc tasks in support of the clinic as needed. Maintains work area in a clean and orderly condition and ensure that it is properly supplied.Maintains 

equipment and accessories in proper working order, perform quality control, and notify appropriate personnel for repairs or other issues.Responds to inquiries, calls and requests regarding ultrasound exams in a timely manner.Promptly 

communicates problems with equipment with appropriate staff.Attends and participates in appropriate departmental and clinic meetings and classes.Completes required courses/modules on time.Performs pertinent duties in the best interest 

of patients, personnel, and the facility.Adheres to departmental time, attendance, and tardiness guidelines.Wears employee ID and follow dress code policy.May assume supervisory responsibilities as needed.Participates in all regulatory 

compliance activities.2. Patient Interaction:Communicates with patients clearly and in a professional manner.Ensures proper patient preparation, verifies screening protocols, and answers questions. Evaluates patient's history and symptoms 

for the procedure's clinical criteria.Ensures patient's physical well-being while transporting to and from exam room and positioning for exam.Communicates with patient and/or patient's family (as appropriate) regarding the tests to be 

performed and assesses the patient's ability to tolerate exam.Demonstrates and maintains knowledge through continued education and skills development as appropriate. 3. Exam Performance:Verifies the requisition/order, ordering 

comments, physician's notes, precautions, and patient consent forms.Performs high quality ultrasound examinations according to exam protocol in a timely manner.Ensures that images and records are properly completed with patient 

identification data and appropriate labeling, and that images are properly uploaded to electronic medical record.Understands and competently operates and maintains all ultrasound machines and probes.Maintains sanitation of equipment 

and examination setting. Maintains OSHA and Infectious Waste Procedures compliance per protocol. Maintains HIPPA compliance for all patient information. Adheres to University Clinic/Hospital and unit-level policies and procedures and 

safeguard the University assets.4. Job Performance May Include:Assists with training students, residents, fellows, faculty, and technicians. Takes part in clinical research through data retrieval, analysis, and manuscript preparation.Assists in the 

orientation and training of new staff.Oversees QA/QC programs and ensure compliance with regulations.Participates in various processes as appropriate. Knowledge, Skills & AbilitiesWork requires ability to utilize ophthalmic ultrasound 

related equipment.Work requires ability to interact with patients regarding procedures.Work requires ability to move and position equipment and patients.Work requires ability to read, write, and interpret exams.Work requires ability to 

develop and recommend policies and procedures for approval by supervisor.Work requires ability to determine methods and approaches to work problems.Work requires ability to be self-supervising.Working ConditionsWork is performed in a 

clinical/ambulatory environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

OPTICIAN 1784 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5G4A

Clin Supp Svcs-Cert Oph 

Assist ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision of 

optometrist and senior optician to provide service in optical shop of Department of Ophthalmology, including inventory control, sales, ordering of glasses, frames, and other optical supplies, pricing, and sales promotion. Experience and 

EducationHigh school diploma or equivalent and registered and/or certified by American Board of Opticians with minimum two (2) years related experience. Retail optometric experience preferred. Must be familiar with ocular anatomy and 

disease process. Job DutiesRecommends lenses for safety and efficiency; assists patients in selecting appropriate frames according to style and color, coordinating them with patients facial and eye measurements. Fits glasses by measuring 

bridge and eye size, temple length, vertex distance, and optical center of eyes. Prepares work orders for grinding lenses and fabricating spectacles.Verifies exactness of finished spectacles using a manual lensomter. Adjusts frames and lens 

positions to fit patients by heating, shaping, or bending frames. Instructs patients as to correct wear and care of glasses.Maintains patients' optical records as well as inventory and bookkeeping records.Duties performed may include one or 

more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient 

records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of 

considerable judgment in application of procedures, techniques, or practices to work/problems.Work requires personal contacts with patients, frame vendors, optical laboratories, and employees of other departments.Working ConditionsWork 

is performed in general office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OPTICIAN SR 1783 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 5G4 Clin Supp Services-OPTH ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision of 

optometrist to provide service in optical shop of Department of Ophthalmology, including inventory control, sales, ordering of glasses, frames, and other optical supplies, pricing, and sales promotion. Experience and EducationRegistered 

and/or certified by American Board of Opticians. Minimum three (3) years Optician experience and two (2) years supervisory experience in an Optical or Optometric setting. Prior experience with OfficeMate software preferred. Retail 

optometric experience preferred. Must be proficient in ocular anatomy and disease process. Completion of a Para-Optometric certification course preferred.Job DutiesMaintains inventory level of glasses and frames in a variety of styles and 

price ranges. Orders glasses,frames, and supplies. Assists in decision making on pricing and sales promotions.Designs and adapts lenses and frames in accordance with written prescriptions and patients' vocationaland avocational visual 

requirements. Recommends lenses for safety and efficiency; assists patients inselecting appropriate frames according to style and color, coordinating them with patients facial and eyemeasurements. Fits glasses by measuring bridge and eye 

size, temple length, vertex distance, andoptical center of eyes.Prepares work orders for grinding lenses and fabricating spectales.Verifies exactness of finished spectacles. Adjusts frames and lens positions to fit patients by heating,shaping, or 

bending frames. Instructs patients as to correct wear and care of glasses.Maintains patients' optical records as well as inventory and bookkeeping records. Assists management with day to day oversight of Optical Department staff; assigns 

daily job duties and breaks, maintains appropriate levels of inventory, and monitors sales and referrals reports. Ensures that all patients are receiving first-class customer service.Duties performed may include one or more of the following core 

functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient 

financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment in 

application of procedures, techniques, or practices to work/problems.Work requires personal contacts with patients, frame vendors, optical laboratories, and employees of other departments.Working ConditionsWork is performed in general 

office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OR ASSIST MGR NURSE U5063 P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationThree (3) years' 

experience as an RN. Specialty areas may have increased experience requirements as dictated by unit or standard of care.Graduate of an accredited Nursing program; BSN Required. Must be able to read, write and communicate in 

English.Current Texas (or BNE Compact State) license. Specialty areas may have increased certification/license requirements as dictated by unit or standard of care. A current Basic Life Support (BLS) certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC).Job Duties1. Directly supervises and evaluates the provision of patient care by other personnel assigned to the unit on a 24 hour basis. Makes daily patient rounds. Does random 

chart audits. Utilizes opportunities to teach and mentor other nursing and ancillary personnel. Serves a OR charge nurse on a rotational basis.2. Manages staff to meet established productivity targets as appropriate. Reviews staffing/nursing 

assignments and revises as necessary to meet the specific needs of the patients on a shift by shift basis. Coordinates staffing with Central Staffing Office/House Supervisor. Makes ongoing changes to staffing as determined by fluctuations in 

census and patient acuity, to assure safe delivery of care.3. Role models pro-active problem solving by collaborating with staff to ensure effective resolution of identified issues. Utilizes chain of command for unresolved or escalating issues. 

Advocates for patients and staff to provide for safe delivery of care and/or a safe environment of care.4. Demonstrates flexibility and willingness to provide coverage during shifts. Serves as a role model when providing direct patient care.5. 

Provides timely, confidential coaching and/or counseling of nursing personnel as appropriate and follows up with accurate reports to Manager. Promotes and enthusiastically supports professional growth of staff by providing equal 

opportunities for participation in unit based activities, patient care/unit decisions, hospital committees, and/or continuing education. Responsible for maintaining, improving, implementing plans for employee engagement scores.6. Assures 

first person reporting of events through RL Solutions. Ensures all staff are competent in entering event reports and serves as a resource when necessary. Investigates facts of event reports. Facilitates timely receipt of these reports for follow-up 

by the Manager Notifies Nurse Manager/Risk Manager immediately of high risk situations.7. Actively participates in routine and special patient care conferences. Responsible for maintaining/improving/implementing plans for patient 

satisfaction scores. Works with Manager and other disciplines to streamline OR efficiency and flow and meets established targets.8. Collects information and maintains records regarding performance and contributions on an on-going basis 

throughout the fiscal year. Maintains required unit records, reports, and statistics for Human Resources and Administrative purposes. Ensures compliance with established policies, procedures, and objectives. Provides input and/or conducts 

annual performance reviews and orientation evaluation of personnel assigned to the unit. Responsible for ensuring staff are proficient in their assigned specialty based team by routinely assessing and validating competencies.9. Coordinates 

self scheduling to maintain appropriate coverage for unit needs. Maintains Kronos records on a daily basis, monitoring for trends that require intervention i.e.., late clock-ins, incremental overtime, missed punches.10. Assumes delegated 

responsibility for inventory control of equipment and supplies to ensure safe and effective patient care. Facilitates timely return of rented or borrowed specialty equipment. Solicits staff input regarding equipment and supply needs for the 

unit. Maintains understanding of equipment and instrumentation needs and ensures appropriate inventory levels are available for safe and effective patient care.11. Assists and/or leads staff meetings, special projects and the development, 

implementation and evaluation of performance improvement activities. Communicates data and solicits input from staff regarding performance and quality improvement i.e.. patient safety, infection control. Actively participates on hospital 

work groups.12. Routinely meets with Physicians to collaborate on any new initiatives, address concerns, provide updates regarding staffing, equipment, efficiency and performance. Identify performance improvement related needs and 

coordinate improvement related actives with multidisciplinary team.13. Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement 

targets.14. Meets or exceeds financial goals and objectives of the department.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for 

human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.15. Performs other duties as assigned.WORKING CONDITIONSConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn 

patients. Pass pre-employment physical exam including color blind testing.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OR ATTENDANT U6221 P09 $30,900.00 $38,600.00 $47,590.00 $2,575.00 $3,216.67 $3,965.83 $118.85 $148.46 $183.04 $14.86 $18.56 $22.88 N 5E16 Medical Technician-OR Att CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent or graduate of formal program or documented on-job training and one to three (1-3) years or greater experience is required. **BLS is required, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC).** Job DutiesPerforms proper Operating Room decontamination procedures after each surgical procedure and as deemed necessary by surgical team. Collects and discards hospital waste using appropriate color-coded bag system. 

Performs duties using Standards Precautions and OSHA guidelines.Orders, stocks, and monitors usage of routine Operating Room Attendant supplies, blankets, surgical solutions, hair covers, shoe covers, masks, scrub, brushes, and plastic 

liners at designated areas throughout surgical environment.Transports and retrieves patients, patient floor and ICU beds, instruments, supplies, equipment, and labs to and from surgery and various other destinations throughout hospital and 

campus in timely and efficient manner.Dons sterile gloves and any necessary personal protective equipment to assist Operating Room staff with transferring, prepping, and/or positioning surgical patient. Operates standard Operating Room 

equipment properly, safely and efficiently.Responds to all reasonable requests, overhead pages, and beeps timely. Completes all on-call duties in timely and efficient manner and acts as first-line resource person to surgical team while on-

call.Organizes and prioritizes Operating Room Attendant tasks based on surgical schedule and identified need. Performs all Operating Room Attendant duties in manner that is cost effective without compromising quality patient care. 

Participates in unit based performance improvement activities.Distributes Operating Room schedule throughout hospital and campus in efficient and timely manner.Monitors and maintains Operating Room stretchers, beds, scrub sinks, and 

hallways for cleanliness and safety. Prepares, maintains, and dissambles Operating Room Attendant utility carts on daily basis.Serves as technical subject matter expert, resource person, and/or preceptor to Operating Room staff and new 

Operating Room Attendants. Completes written clinical performance evaluations form in timely manner.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.



OR ATTENDANT LEAD U6229 P12 $33,889.00 $45,371.00 $56,574.00 $2,824.08 $3,780.92 $4,714.50 $130.34 $174.50 $217.59 $16.29 $21.81 $27.20 N 5E16 Medical Technician-OR Att CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEHigh School Diploma or equivalent or graduate of a formal program or documented on-the-job training and two to three (2-3) years' or greater experience is required. Lead or supervisory experience is 

highly preferred.BLS certification, course accredited by the American heart Association (AHA) or American Red Cross (ARC) is required.Minimum of Three (3) years' OR Attendant/Surgical experienceESSENTIAL FUNCTIONSBe able to perform all 

the essential functions of an Operating Room Attendant-Job Code U6221.Directs, trains, motivates, assigns, and provides information to leadership for annual evaluations of Operating Room Attendant personnel. Handles staffing shortages, 

staffing complaints, floor assignments, PTO/SICK requests, call sign ups and emergency on-call procedures. Serves as the primary contact for the OR Attendant group. This includes working with leadership to produce daily staffing assignment 

communication for charge nurses. Collaborates with leadership to provide personnel functions of interviewing, hiring, as well as guidance and counseling of Operating Room Attendants. Serves as preceptor to new staff and collaborates with 

leadership in clinical performance evaluations.Makes daily rounds/audits, to inspect cleanliness of suites and other assigned areas.Maintains equipment and supplies within the OR Attendant group. Determines specific needs and implements 

necessary actions to ensure that all available resources are utilized. Works closely with OR Leadership and serves as resource person regarding usage, replacement, purchase, and location of OR Attendant supplies and equipment.Identifies ways 

to improve work processes and improve customer/staff satisfaction. Makes recommendations to leadership on yearly goals.Maintains a positive working relationship with OR Staff, to ensure efficient utilization of OR Attendants throughout 

the day. Serves as professional and technical subject matter expert and resource person. Demonstrates competency to operate OR Attendant related equipment and supplies. Follows established departmental policies and procedures and 

participates in departmental quality assessment and improvement activities. Performs OR Attendant duties in a manner that is cost effective without compromising quality patient care. Prepares and presents OR Attendant orientation, in-

services and training programs for all levels of OR staff to ensure continuing education and development of staff in collaboration with the education department and OR leadership.Performs other duties as assigned.KNOWLEDGE, SKILLS, & 

ABILITIESWork requires good interpersonal, customer service, communication, and supervisory skills.Work requires ability to ensure adherence to all policies and procedures of university.Work requires ability to effectively interpret and apply 

organizational policies, procedures, and systems.Work requires ability to plan, organize, coordinate, and supervise work of employees as necessary to ensure desired results are achieved.Work requires telephone and personal contact with all 

levels of internal and external personnel and organizations.Work requires an ability to build teams and facilitate consensus is crucial.Work requires knowledge of Outlook, Excel, Word, EZCall, all other Office 365 programs and Epic Grease 

board.Work requires ability to operate basic/standard pieces of OR cleaning equipmentMust be able to help life patients, heavy boxes, and instrument setsWORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic 

environment. Walking, standing, bending, turning and stooping. Requirement Weight  How Often Doing WhatCarrying 5-50lb Daily EquipmentHolding 5-50lb Daily Equipment, suppliesPulling 5-35lb Daily Cart with garbage, tanksPushing 5-35lb 

Daily Cart with garbage, tanks, patient beds (empty and occupied)Lifting 5-50lb Daily Equipment, lift patientsAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, 

sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

OR LIAISON A9802 P18 $41,294.00 $55,230.00 $71,918.00 $3,441.17 $4,602.50 $5,993.17 $158.82 $212.42 $276.61 $19.85 $26.55 $34.58 N 4E1B

Guest & Pat Svcs-Hosp 

Liaisons PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education- Three (3) to Five (5) 

years or greater experience as Central Sterile Technician or Scrub Tech - High school diploma, certificate from approved Surgical Technologist Program - CBSPD or IAHCSMM certification required for Sterile Processing Tech Certification from 

approved Surgical Technology programJob Duties1. Coordinate the oversight of daily activities between the OR and sterile processing department to facilitate efficient case flow. Promote collaboration between the OR and sterile processing by 

providing customer service/satisfaction through training, education and resolutions of staff and physician issues.2. Reviews the daily surgery schedule and communicates with the SPD department of additional instrument needs throughout 

the day and ensures these items are available.3. Records tray errors, case cart audits, tray audits and presents copy to SPD manager.4. Reports all issues to the SPD manager or supervisor5. Develops working relationship with OR clinical leads 

and surgeons6. Transports Sterilized instrumentation to the O.R. as needed7. Support hospital preference card coordinators through regular reporting of related issues and opportunities for improvement**Other Duties: Performs other duties 

as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OR LIAISON U9802 P18 $41,294.00 $55,230.00 $71,918.00 $3,441.17 $4,602.50 $5,993.17 $158.82 $212.42 $276.61 $19.85 $26.55 $34.58 N 4E1B

Guest & Pat Svcs-Hosp 

Liaisons PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  - Three (3) to Five 

(5) years or greater experience as Central Sterile Technician or Scrub Tech   - High school diploma, certificate from approved Surgical Technologist Program- CBSPD or IAHCSMM certification required for Sterile Processing Tech  Certification from 

approved Surgical Technology program Job Duties  1.  Coordinate the oversight of daily activities between the OR and sterile processing department to facilitate efficient case flow.  Promote collaboration between the OR and sterile processing 

by providing customer service/satisfaction through training, education and resolutions of staff and physician issues.2. Reviews the daily surgery schedule and communicates with the SPD department of additional instrument needs throughout 

the day and ensures these items are available.3. Records tray errors, case cart audits, tray audits and presents copy to SPD manager.4. Reports all issues to the SPD manager or supervisor5. Develops working relationship with OR clinical leads 

and surgeons6.  Transports Sterilized instrumentation to the O.R. as needed7.  Support hospital preference card coordinators through regular reporting of related issues and opportunities for improvement  **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OR REGISTERED NURSE CLINICAL EDUCATOR U5051 P37 $62,495.00 $91,330.00 $115,104.00 $5,207.92 $7,610.83 $9,592.00 $240.37 $351.27 $442.71 $30.05 $43.91 $55.34 E 3A19 Specialized Nurse-Educator NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of accredited 

school of professional nursing and minimum five (5) years of education experience required. **Registered Nurse with Texas Board of Nursing and current Basic Life Support (BLS) certification, course accredited by the American Heart 

Association (AHA) or American Red Cross (ARC)** required.Preferred: BSN, one (1) year education experience and ACLS, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Job DutiesEvaluates competence 

of newly-hired staff, sets plans for their immediate educational needs and follows up as needed.Develops and implements education plan for each assigned unit, each year.Identifies educational needs of staff, as they relate to changes in 

service, equipment, technique or other issues. Implements programs to meet those needs. Utilizes variety of presentation styles. Adheres to adult learning principles.Provides on-unit instruction and guidance for nursing staff on assigned units, 

with particular concern for newly hired staff and for nurse interns.Participates in interview and selection of nurse interns and experienced staff.Identifies house-wide education needs, plans to meet them, and implements those plans, which 

includes CPR and ACLS, as well as new programs.Welcomes students, orients them to assigned areas and assists with identification of resources for them and for their instructors.Shows vigilance regarding patient safety, and works with unit 

manager, patient safety officer and other educators to identify any safety issues. Participates in plans for their resolution and implementation.Maintains professional skill base appropriate to assigned areas, including age-specific skills.Updates 

knowledge base regarding regulatory requirements, especially JCAHO, as they relate to assigned areas. Participates in plans for staff to meet those expectations.Maintains all needed records regarding CEU programs, for each assigned 

area.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OR REGISTERED NURSE II U5050 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A8 Specialized Nurse-OR NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of NLN 

approved nursing program and one year experience is required. **Current Texas (or BNE Compact State) license and current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red 

Cross (ARC)** Job DutiesAssesses and documents physiological, psychlogical sociocultural, and spiritual health status of patient on admission utilizing age- age specific concerns for children, adolescents, adults, and older adults. Performs 

ongoing assessment of patient's physiological health status during intraoperative phase. Communicates relevant health status data to other team members and departments. departments.Interprets health status data to anticipate patient's 

family, and physician's needs and expectations. Develops appropriate plan of care for patient. Utilizes critical thinking skills in planning and prioritizing intraoperative nursing care.Identifies and implements appropriate intraoperative nursing 

interventions based on health status data. Completes accurate and timely documentation of these interventions. Confers with all members of health care team in collaborative fashion, sharing information and observations of patient and/or 

patient's family in manner that contributes to optimal patient care.Evaluates implemented interventions and modifies care according to evaluation. Documents interventions and modifications to plan of care in accurate and timely manner. 

Prioritizes intraoperative nursing interventions per patient's health status data, physician, and planned procedures as applicable.Adheres to appropriate hospital policies, procedures,and standards of nursing practice while delivering 

intraoperative nursing care.Provides appropriate and timely patient education to patient and/or patient's family. Completes accurate and timely documentation of education provided. Demonstrates effective communication with children, 

adolescents, adults, and older adults.Supervises, directs, and coordinates patient care assignments of other members of healthcare team. Delegates duties within legal parameters.Prepares for procedures as appropriate by obtaining supplies 

and equipment in timely manner.Serves as technical subject matter person, resource person, and/or preceptor to nursing staff. Completes written clinical performance performance evaluation form in timely manner.Handles and operates 

instruments, supplies, and equipment and performs safe nursing care in manner that is cost effective without compromising quality of care.Solves minor problem issues of counts and errors, patient care, relationships, equipment, supplies, 

and environment prior to management intervention. Provides and supports efforts to develop and maintain team environment.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OR REGISTERED NURSE II FELLOW U5046 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 8G Nursing Residents NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe RN Fellowship is for all nurses with 

more than 6 months of independent practice experience in a specialty (not including a residency) who are transitioning into practice in the UTSW Registered Nurse Fellowship.RN Fellows will receive an extensive orientation and training to the 

new specialty. Experience and EducationCandidates are experienced nurses with more than 6 months of independent practice experience in a specialty (not including a residency). Bachelor's degree from an approved/accredited nursing 

program either by a governmental authority, nursing board, or a licensing authority which has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1) preferred. Must be able to read, write and communicate in 

English.Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Job DutiesPerforms and accurately documents 

physical, psychosocial, and emotional assessments. All assessments take into consideration age specific criteria (children, adolescents, adults and older adults).Actively anticipates patients' and/or patient's family needs and expectations and 

utilizes these in conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectationIdentifies 

and implements appropriate nursing interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members 

of the health care team in a collaborative fashion, sharing information and observations of the patient and/or patient's family in a manner that contributes to optimal patient care.Appropriately prioritizes nursing interventions based upon 

completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate.Evaluates implemented interventions and modifies care according to 

the evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted 

standards of nursing practice while delivering nursing care to patients. Suggests practices to enhance Nursing care based on current literature and research.Provides appropriate and timely answers and/or education to patients and/or patient's 

families. Completes accurate and timely documentation of all education provided. Obtains feedback/evaluation of understanding from patient/family, i.e., have we helped you? Patient/family verbalizes comfort with after discharge care. 

Demonstrates effective communication with children, adolescents, adults and older adults.Welcomes and orients patient/family to the unit. Encourages patient/family participation in care. Reviews plan of care with patient/family every shift. 

Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes frequent rounds on patients, communicates when will return; patient infrequently needs to use call light.Assumes accountability 

for all actions in the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error. Effective patient/family advocate. Responds to patients and/or patients family's complaints in an appropriate and effective 

manner. Reports complaints to the Clinical Nurse Manager or their designee in a timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work related problems.Participates in performance 

improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions. Provides supervision of and direction to unlicensed support personnel and nurses new to the environment. 

Delegates duties appropriately and within legal parameters.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects 

research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs other duties as assigned.Knowledge, Skills & AbilitiesSelf-directed and able to organize and manage multiple tasks/projects simultaneously.Work requires high level of effective written, verbal and interpersonal 

communication skills.Work requires interdisciplinary collaboration between nursing, physicians and allied health professionals.Analytical - Synthesizes complex or diverse information; Collects and researches data; Uses intuition and experience 

to complement data; Designs workflows and procedures.Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information skillfully; Develops alternative solutions; Works well in group problem solving 

situations; Uses reason even when dealing with emotional topics.Technical Skills - Pursues training and development opportunities; Strives to continuously build knowledge and skills.Customer Service - Manages difficult or emotional customer 

situations; Responds promptly to customer needs; Solicits customer feedback to improve service; Responds to requests for service and assistance; Meets commitments; Maintains confidentiality.Oral Communication - Speaks clearly and 

persuasively in positive or negative situations; Listens and gets clarification; Responds well to questions; Participates in meetings.Written Communication - Writes clearly and informatively; Able to read and interpret written 

information.Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness to others' views; Gives and welcomes feedback; Contributes to building a positive team spirit; Inspires respect and trust.Adaptability - 

Develops workable implementation plans; Communicates changes effectively; Builds commitment and overcomes resistance; Monitors transition and evaluates results; Able to deal with frequent change, delays, or unexpected 

OR REGISTERED NURSE RESIDENT U5049 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 8D Doctoral Residents NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationCandidates are new 

nurse graduates with a minimum of a Bachelor's degree who have graduated from an ACEN or CCNE accredited/state approved program. Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, course 

accredited by the American Heart Association (AHA) or American Red Cross (ARC). Specialty areas may have increased certification/license requirements as dictated by unit or standard of care.Job Duties1. Performs and accurately documents 

physical, psychosocial, and emotional assessments. All assessments take into consideration age specific criteria (children, adolescents, adults and older adults).2. Actively anticipates patient's and/or patient's family needs and expectations and 

utilizes these in conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.3. 

Identifies and implements appropriate nursing interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all 

members of the health care team in a collaborative fashion, sharing information and observations of the patient and/or patient's family in a manner that contributes to optimal patient care.4. Appropriately prioritizes nursing interventions 

based upon completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate.5. Evaluates implemented interventions and modifies 

care according to the evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner.6. Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and 

nationally accepted standards of nursing practice while delivering nursing care to patients. Suggests practices to enhance Nursing care based on current literature and research.7. Provides appropriate and timely answers and/or education to 

patient's and/or patient's families. Completes accurate and timely documentation of all education provided. Obtains feedback/evaluation of understanding from patient/family, i.e., have we helped you? Patient/family verbalizes comfort with 

after discharge care. Demonstrates effective communication with children, adolescents, adults and older adults.8. Welcomes and orients patient/family to the unit. Encourages patient/family participation in care. Reviews plan of care with 

patient/family every shift. Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes frequent rounds on patients, communicates when will return; patient infrequently needs to use call 

light.9. Assumes accountability for all actions in the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error.10. Effective patient/family advocate. Responds to patient's and/or patients family's 

complaints in an appropriate and effective manner. Reports complaints to the Clinical Nurse Manager or their designee in a timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work related 

problems.11. Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions.12. Provides supervision of and direction to unlicensed support 

personnel and nurses new to the environment. Delegates duties appropriately and within legal parameters.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

OR RN UNIT-BASED EDUCATOR U5498 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A29 Spclzed RN-Unit Based Edu NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationLicensure as a Registered 

Nurse by Board of Nurse Examiners for the State of Texas with a minimum of a Bachelor's of Science in Nursing; Certification preferred. Two (2) recent years work in a clinical specialty. A current Basic Life Support (BLS) certification, course 

accredited by the American Heart Association (AHA).Job DutiesProvides orientation, ongoing education and skills training for staff, including new hires and agency staff.Provides real-time input and just-in-time training on new and current 

staff's clinical practice.Regarded as clinical expert and role model in application of the nursing processes and evidence-based practice to manage the complex care needs of specific patient populations.Facilitates preceptor training, resident 

assignment, and preceptor competencies for specific unit.Assists unit leadership in initial and annual competencies for new and current clinical staff.Performs annual unit-specific needs assessment and ongoing educational gap analysis.Serves 

as a facilitator to nurse and patient care technician residents and actively mentors and supports their growth in the profession and clinical practice.Works collaboratively with clinical leaders to properly identify and prioritize goals and 

objectives to meet the needs of the department and/or organization.Provide educational programs on a formal and informal basis.Performs other duties as assigned.Knowledge, Skills & AbilitiesMust be able to demonstrate effective verbal 

and written communication.Ability to successfully manage multiple educational projects simultaneously.Demonstrate competence in technical skills and knowledge related to assigned clinical area.Must demonstrate patient-centric values and 

behaviors.Proficiency in use of technology as applicable to role.Ability to establish effective, respectful and collegial working relations with all internal and external customers including, but not limited to, peer groups, leadership, patients, 

physicians, staff, students, volunteers and vendors.Working ConditionsIndoor work environment with a minimum of 8 hours per day but may require additional hours; requires lifting equipment and the ability to move and reposition patients; 

up to 50 pounds. Risk of exposure to blood-body fluids, hazardous chemicals when working in Clinical AreasUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OR SPECIAL PROCEDURES IMAGING TECHNOLOGIST U5319 RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B18

Prof Technologist-Spec Tech 

Sr ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision with 

the physicians to perform imaging exams in the operating room (OR), exam protocols, accreditation, operations, and facilitation of equipment maintenance.Experience and EducationAmerican Registry of Radiologic Technologists - ARRT (R) 

required. Licensed by Texas Medical Board (TMB) Medical Radiologic Technologist. One (1) year experience strongly preferred. Basic Life Support (BLS) certification and Advanced Cardiac Life Support (ACLS) certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC) by first day of employment is required. Associates degree in Radiologic Sciences or Graduate from AMA approved school; Bachelor's degree preferred.Job DutiesReviews OR 

schedule for general OR, Hybrid OR and Pulmonary Robotics and other like procedures, coordinating and flexing to case load. Sets up for procedure adhering to sterile technique. Prepares patient by attaching hemodynamic monitoring 

equipment. Knows and demonstrates effective aseptic technique throughout the performance of procedures. Operates specialized equipment for optimal fluoroscopic visualization. Sets parameters for radiation dose and digital acquisition of 

images. Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria. Assists the physician as needed during the procedure with insertion of catheters, guidewires and 

other procedural supplies.When applicable, records hemodynamic data, patient symptoms and responses. Recognizes and communicates any changes in EKG, blood pressure, oxygen saturation or any other parameters to the physician and 

team.Demonstrates ability to produce timely and quality diagnostic images while properly following established protocols. Provides radiation protection for patient, staff and self by adhering to prescribed practices and safety standards. 

Assists the surgeon as needed in performing procedures. Ensures that images and records are properly completed with patient identification data and appropriate labeling. Completes exam charges and image documentation in a timely 

manner. Quality Control ~ Troubleshoots and reports minor problems with imaging systems and workstations to the service engineer/biomed, with additional correspondence sent to imaging leadership. Performs processing functions on 

hybrid/OR systems and remote workstations. May include, but not limited to, knowledge of cross sectional anatomy, IVUS, WorkSpot, vessel navigation, roadmapping, subtraction, TerraRecon and contrast power injectors. Responds to 

inquiries/calls/emails in a timely and professional manner. Utilizes the organizational culture behaviors to include PACT and AIDET. Actively participates in codes and rapid responses. Communicates shift hand off regarding workflow issues 

with equipment or pending exams with oncoming staff. Engages in equitable distribution of departmental workloads. Actively participates in providing orientation and training for new hires and students ensuring that procedures are 

performed according to set standards. Functions in the department as a part of an interdisciplinary team, and collaborates in the care and service delivery process of patient care through effective communication with other service lines. 

Adheres to hospital policies, procedures, competencies, regulatory compliance, infection control, hospital education, new yearly metrics/department goals, patient satisfaction, and fiscally responsible with regards to equipment, supplies 

scheduling, overtime, etc. Maintains patient confidentiality (HIPAA) and ensures that all processes and procedures are maintained to secure and protect all workstations in all work areas.Must be able to lift 40-50 pounds.**Other Duties: 

Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to recognize artifacts/unusual or special problems 

unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires 

a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork is 

performed primarily in a hospital or hospital clinic environmentAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

OR SURGICAL TECHNICIAN I U5052 P18 $41,294.00 $55,230.00 $71,918.00 $3,441.17 $4,602.50 $5,993.17 $158.82 $212.42 $276.61 $19.85 $26.55 $34.58 N 5F6 Medical Technician-OR ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent is required. Surgical Technologist Certification OR completion of an appropriate training program for surgical technology in the US military or US Public Health Service is required. Basic Life Support (BLS) course approved by American 

Heart Association (AHA) or American Red Cross (ARC) is required. Preferred: new graduate to one (0-1) years' experience with knowledge of general surgical procedures and able to operate basic/standard OR equipment. Must be able to read, 

write, speak, and understand English.Job DutiesAssist the RN circulator with preparing the operating room for the arrival of the patient. Maintain ongoing communication with RN circulator regarding the surgical procedure and patient 

status.Select, inspect, and open surgical supplies and equipment in a timely manner according to the physician's preference list.Properly perform a surgical hand scrub and gown self and others.Create and maintain a sterile field with the 

essential surgical supplies and equipment needed for the surgical procedure in a timely, functional, and organized manner. Maintain high standards of aseptic technique during surgical procedure. Takes corrective action for breaks in aseptic 

technique.Ensure patient safety by checking all equipment for proper working order prior to the surgical procedure.Perform sponge, sharps, and formal/inventory instrument counts with the RN circulator at proper count intervals.Properly 

pass surgical instruments and anticipate surgeon's needs during the surgical procedure.Clean and prepare surgical instruments for terminal sterilization. Assist with operating room turnover.Organize and prioritize preoperative tasks based on 

identified need. Demonstrate competency to operate surgical instruments, supplies, and equipment. Demonstrates proficiency and independence.- Serve as a technical subject matter person, resource person, and/or preceptor to preoperative 

nursing staff rotating through specialty service. Complete written clinical performance evaluation form in a timely manner.- Safely handle and operate surgical instruments, supplies, and equipment and perform safe preoperative care in a 

manner that is cost effective without compromising quality of care.-Problem-solve minor issues of counts/errors, patient care, relationships, equipment, supplies, and the environment prior to management intervention. Actively provide and 

support efforts to develop and maintain a team environment.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OR SURGICAL TECHNICIAN III U5054 P23 $55,358.00 $72,259.20 $90,584.00 $4,613.17 $6,021.60 $7,548.67 $212.92 $277.92 $348.40 $26.61 $34.74 $43.55 N 5E6B

Medical Technician-OR Tech 

Adv ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent is required.Two to three (2-3) years' experience with knowledge of eight (8) to ten (10) surgical specialties and able to operate basic/standard operating room equipmentSurgical Technologist Certification; completion of an 

appropriate training program for surgical technology in the US military or US public health services; or was employed to practice surgical technology in a health care facility before September 1, 2009 required. Basic Life Support (BLS) course 

approved by the American Heart Association (AHA) or American Red Cross (ARC) is required.Job DutiesAssists Registered Nurse Circulator by organizing, prioritizing tasks, and preparing operating room for each surgical procedure and arrival of 

patient in efficient and timely manner. Maintains on- going communication with Registered Nurse Circulator regarding surgical procedure and patient status.Provides perioperative patient care through selection, inspection, and opening of 

surgical supplies and equipment in timely manner according to age specific concerns for children, adolescents, adults, and older adults and physician's preference list.Performs surgical hand scrubs and gowns and gloves self and others.Applies 

standards of aseptic and sterile technique and corrects break in technique during surgical procedure. Creates and maintains sterile field with essential surgical supplies and equipment needed for surgical procedure in timely, functional, and 

organized manner.Promotes patient safety by checking all equipment for proper working order prior to surgical procedure.Performs sponge, sharps, and formal and inventory instrument counts with Registered Nurse Circulator at proper count 

intervals according to hospital policy and procedures.Passes surgical instruments and anticipates surgeon's needs during surgical procedure.Cleans and prepares surgical instruments for terminal sterilization. Assists with operating room 

turnover.Organizes and prioritizes perioperative tasks based on identified need. Demonstrates competency to operate surgical instruments, supplies, and equipment. Demonstrates proficiency and independence.Leads, directs, and coordinates 

perioperative patient care assignments of unlicensed members of healthcare team by serving as technical subject matter person, resource person, and/or preceptor to perioperative staff rotating through specialty service. Completes written 

clinical performance evaluation form in timely manner.Solves minor issues of counts and errors, patient care, relationships, equipment, supplies, and environment prior to management intervention. Provides and supports efforts to develop 

and maintain a team environment.Performs other duties as assigned.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.



ORGANIZATIONAL AND DEVELOPMENT COORDINATOR 9544 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H7 Prof Services-HR-OD&T Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation and ten (10) years of progressively responsible administrative experience in business, medical, scientific, or health care environment. Job Duties  Coordinates complex people, process, and resource logistics all ACE related programs 

including multi-disciplinary programs such as the Master¿s program, LEAD, Aspiring Leaders, Advanced Healthcare Certificate, and Physician¿s Leadership 1.0 and Advanced Physician Leadership.Leads contract management for the function 

including contract and proposal creation with vendors and suppliers, approval process and legal review through the UT Southwestern system, contract change management, communication and compliance.Manages budget forecasting and 

tracking for the function for projects and ODT and ACE enterprise-wide programs.   Administers the PeopleSoft financial processes to manage invoices, tracks expenses and report out monthly activity using appropriate accounting practices and 

procedures to ensure all work or activity is within budget.Establishes reviews and continuously improves operating policies and processes to ensure compliance, and effective and efficient use of resources and time.  Ensures that department is 

in compliance with university policies and processes.Manage specific operational needs and request of the OD&T team, providing necessary resources and services resolving any challenges.Manage space renovations and operational 

services.Maintains rapport with co-workers, customers, vendors and various departments when researching and developing new services and methods and resolving challenging situations.Manages assessment and course material inventory 

management, ordering and logistics in coordination with multiple stakeholders, including follow-up and communication, delivery, tracking, and resource utilization.Designs reports and presentations based on data analysis and delivers high-

quality finished products for use with clients.Schedules and plans department, HR-wide and ACE-related events, meetings and forums including all logistics, materials, people and locations.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ORGANIZATIONAL DEVELOPMENT CONSULTANT 9560 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H7 Prof Services-HR-OD&T Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

human resource management, organizational development, or related field.  Five (5) years of professional experience in organizational development or training.  Master's degree preferred.   Job Duties  Serves as consultant in the areas of 

organizational development and training to Human Resources in support of all University departments.      Researches, designs, and develops management development training curriculum for a broad-based targeted employee population.       

Facilitates training programs.        Determines project scope, designs, and delivers just-in-time training programs targeted for specific organizational needs.       Conducts departmental retreats and/or team building activities.        Conducts 

analysis on the effectiveness of training curriculum and facilitation and makes recommendations on future training offerings.      Designs and implements metrics instruments to evaluate the effectiveness of training curriculum.       Provides one-

on-one, business driven, and employee focused organizational development consultation to department managers, directors, and executive level management.      Conducts organizational assessments, including organizational design and staff 

evaluations.  Makes rcommendations based on gathered assessment data to senior management of department or clinic.     Designs and implements organizational development interventions.        Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ORGANIZATIONAL DEVELOPMENT CONSULTANT SR 9559 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H7A Prof Services-HR-OD & T Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Education, Human Resources, Public Administration, or related field or equivalent experience, and six (6) years of experience in field of assignment.  Master's degree in Organizational Development preferred. Coaching 

certification preferred.  Strong preference for candidates who are proficient in process improvement, change management, assessments and employee engagement. Job Duties  1.Serves as consultant from the Department of Human Resources 

to all departments.2.Provides consulting/guidance to clinic, nurse, and administrative managers, and others for personal/professional leadership development.3.Acts as an executive coach to internal clients, including mid-level leaders and 

faculty.4.Conducts organizational/developmental assessments, evaluations, and special projects independently, or with a team of professionals, and prepares appropriate recommendations.5.Participates in organization-wide on-boarding 

efforts for newly employed staff.6.Participates in the design, development, and delivery of OD initiatives, such as retreats, workshops, and teambuilding activities.7.Assists in the development of training strategies and delivery as 

needed.8.Consults with front-line and mid-level executives on complicated and complex organizational development issues, addressing root cause issues and creating sustainable results.9.Leads department and enterprise wide change 

initiatives.10.Assists clients in identifying areas to improve processes and efficiencies.11.Assists in the administration of various organizational and leadership development assessments, and provides guidance on the creation of action plans 

based on those assessments.12.Provides exemplary customer service to customers and guests at all times.13.Continuously improves OD processes/initiatives based on organizational strategic initiatives, data analysis and industry best 

practices.14.Performs other duties as assigned.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members 

of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; 

disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ORTHOPAEDIC TECHNICIAN SENIOR 1933 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5E6 Medical Technician-OR CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or equivalent plus six (6) years experience as an Orthopedic Technician. Certification as an Orthopedic Technician required.   the American Medical Technologist Association, and two (2) years of clinical experience in a medical office preferred.     

Job Duties  Escorts or transports patients to exam rooms or treatment rooms or other areas as directed.       Documents completion of patient care tasks in medical records and reinforces education provided by the physician or nurse seeking 

assistance from the nurse or physician as appropriate; confirms appropriate patient consent and authorization forms are signed for research and medical treatment.    Apply,adjust and remove casts; instructs patient in proper care of cast.       

Instructs patient in proper care of casts and splints.        Assist physician in making adjustments to external fixators and with evaluations and recommendations for orthopaedic devices; assist Orthopaedic Surgeon in complex manipulations and 

reduction of fractures.     May fit, fabricate orthtics, prosthetics, braces and orthoses; apply hip spicas, spinal spicas, long and short leg castings and mild fracture cast mould under fluoroscopy.      Train orthopaedic medical staff on how to 

apply, adjust and remove casts, braces, splints, Steinman pins and K-wires; change dressing and care for wounds.      Measure and fit patients for braces and other orthopedic devices.        Write standard admitting and pre-op instructions for 

patients having surgery; instruct patient in pre and post-operative care.       Assist in making follow up appointments and consultation appointments with other specialists for patients.       Clean and stock patient exam and treatment rooms; 

order orthopaedic equipment and supplies; maintain cast, splint and DME inventory.      12.Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting 

with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly 

affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ORTHOPEDIC TECHNICIAN 1930 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5E6 Medical Technician-OR CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or equivalent plus two (2) years experience as an Orthopedic Technician. Certification as an Orthopedic Technician required.    Job Duties  Escorts or transports patients to exam rooms or treatment rooms or other areas as directed.       

Documents completion of patient care tasks in medical records and reinforces education provided by the physician or nurse seeking assistance from the nurse or physician as appropriate; confirms appropriate patient consent and 

authorization forms are signed for research and medical treatment.    Apply,adjust and remove casts; instructs patient in proper care of cast.       Remove sutures, staples, Steinman pins and K-wires.        Change dressing and care for wounds.        

Assist Orthopedic Surgeon in reduction of fractures.        Measure and fit patients  for braces and other orthopedic devices.        Write standard admitting and pre-op instructions for patients having surgery; instruct patient in pre and post-

operative care.       Assist in making follow up appointments and consultation appointments with other specialists for patients.       Clean and stock patient exam room and treatment rooms. Order orthopedic equipment and supplies.       

Performs other duties as assigned.        Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research 

participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.    

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ORTHOPTIST 1710 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 5G17 Clin Supp Svcs-Orthoptist ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under minimal supervision to 

provide orthoptic consultations on patients.Experience and EducationBachelor's degree or equivalent experience and two (2) years of experience in ophthalmic technology or internship in orthoptics, and completion of 2-year Orthoptic 

program required. Orthoptic certification is a plus. Job DutiesPerform orthoptic exams on ophthalmology patients including diagnosis and treatment of specific conditions.Provide instructions/education to patients or family members 

concerning diagnoses or treatment plans.Interpret clinical or diagnostic test results.Provide training to ophthalmology residents, medical students, physician's assistants, and allied health personnel on pediatric ophthalmology.May plan and 

coordinate the daily operational activities of the department including direct supervision of the clinic assistant and the ophthalmology residents on rotation.Knowledge, Skills, & AbilitiesWork requires requires in-depth professional knowledge 

and practical/applied expertise in own discipline and basic knowledge of related disciplines within the broader professional field.Work requires knowledge of best practices and how own area integrates with others; demonstrates awareness of 

the industry, including regulatory, evolving customer demands, and the factors that differentiate the organization in the market.Work requires solving complex problems and takes a new perspective on existing solutions; exercises judgment 

based on the analysis of multiple sources of information.Work impacts a range of customer, operational, project or service activities within own team and other related teams; works within broad guidelines and policies.Working 

ConditionsWork is performed primarily in clinical environment. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ORTHOTIC/PROSTHETIC TECHNICIAN I 2702 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5F6 Medical Technician-OR ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED and no experience required.     Successful completion of on the job training in Orthotics/Prosthetics preferred.     Job Duties  Operates and provides basic maintenance for machinery to fabricate devices.       Pours molds for 

rectification, vacuum forming, or laminating of prosthetics and/or orthotics; assembles orthoses and/or prostheses for delivery.      Vacuums form plastics over positive molds.        Laminates prostheses for fabrication by artificial limbs by 

constructing lay up with various materials.       Fabricates and applies straps to devices for suspension by measuring lengths of straps, cutting, and sewing.       Maintains inventory to stock lab with materials and prosthetic and/or orthotic 

supplies; contacts vendors to acquire costs for materials.      Keeps laboratory clean and in good operating condition to provide efficient and safe environment for fabrication of devices.Picks up and delivers devices or materials and documents 

all technical services provided for outside practitioners.       Picks up and delivers devices or materials and documents all technical services provided for outside practitioners.         **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ORTHOTIC/PROSTHETIC TECHNICIAN II 2701 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5G10 Clin Supp Svcs-Ortho/Prosth ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED and basic science course and two (2) years experience in Orthotics/Prosthetics or related technical experience. Job Duties  Operates and provides basic maintenance for machinery to fabricate devices.       Pours molds for 

rectification, vacuum forming, or laminating of prosthetics and/or orthotics.       Assembles orthoses and/or prostheses for delivery. Vacuums form plastics over positive models. Contours metal joints to model or tracing.      Laminates 

orthoses and/or prostheses for fabrication by constructing lay up with various materials.       Fabricates and applies straps to devices for suspension by measuring lengths of straps, cutting, and sewing.       Maintains inventory to stock lab with 

materials and prosthetic and/or orthotic supplies; contacts vendor to acquire costs for materials.      Responsible for keeping laboratory in good operating condition to provide efficient and safe environment for fabrication of devices.       

Documents services provided to outside practitioners to produce report for monthly billing.       Organizes and documents prosthetic and/or orthotic incoming projects.       Responsible for cleanliness of laboratory; ensures safety procedures 

are followed in laboratory to prevent injury to self and others.      Picks up and delivers device or materials.        Provides working supervision to new technical staff in orthotic or prosthetic procedures. Performs other duties as assigned.         

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

ORTHOTIC/PROSTHETIC TECHNICIAN III 2700 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5F13 Medical Technician-Other ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate's degree 

or completion of two years of college with 12 credit hours of math and science courses and one (1) year experience in Orthotics/Prosthetics or direct technical experience in prosthetics or orthotics; OR  High school graduation or GED 

equivalent and basic science course and three (3) years experience in Orthotics/Prosthetics or direct technical experience in prosthetics or orthotics.    Job Duties  Coordinates daily laboratory operation by ensuring quality and timely delivery of 

services, establishing production schedules, and training and supervising laboratory personnel.      Contours metal joints to model or tracing.        Assembles orthoses and prostheses for delivery.        Laminates prostheses for fabrication of 

artificial limbs by constructing lay up with various materials.       Vacuums form plastics over positive models.        Fabricates and applies straps to devices for suspension by measuring lengths of straps, cutting, and sewing.       Maintains 

inventory to stock lab with materials and prosthetic and orthotic supplies; contacts vendor to acquire costs for materials.      Ensures safety procedures are followed in laboratory to prevent injury to self and others.       Provides direct 

supervision to Orthotic/Prosthetic Technician I's and working supervision to Orthotic/Prosthetic Technician II's.       Picks up and delivers devices or materials; documents all technical services provided for outside practitioners.       Performs 

other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OUTPATIENT ASSISTANT MANAGER NURSE A1072 Y P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited Nursing program. Must be able to read, write and communicate in English. BSN RequiredCurrent Texas (or BNE Compact State) license. Specialty areas may have increased certification/license requirements as dictated by unit or 

standard of care. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Three years experience as an RN. Specialty areas may have increased experience 

requirements as dictated by unit or standard of care.Job DutiesDirectly supervises and evaluates the provision of patient care by other personnel assigned to the unit. Makes daily patient rounds. Does random chart audits. Utilizes 

opportunities to teach and mentor other nursing and ancillary personnel.Manages staff to meet established productivity targets as appropriate. Reviews staffing/nursing assignments and revises as necessary to meet the specific needs of the 

patients on a shift by shift basis. Coordinates staffing with Central Staffing Office/House Supervisor. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe delivery of care.Role models pro-

active problem solving by collaborating with staff to ensure effective resolution of identified issues. Utilizes chain of command for unresolved or escalating issues. Advocates for patients and staff to provide for safe delivery of care and/or a 

safe environment of care.Demonstrates flexibility and willingness to provide coverage during shifts when staffing crisis/shortage occurs.Provides timely, confidential coaching and/or counseling of nursing personnel as appropriate and follows 

up with accurate reports to Unit Manager and Assistant Manager, Care Coordination.Promotes and enthusiastically supports professional growth of staff by providing equal opportunities for participation in unit based activities, patient 

care/unit decisions, hospital committees, and/or continuing education. Responsible for maintaining/improving/implementing plans for employee engagement scores.Assures first person reporting of events through RL Solutions. Ensures all 

staff are competent in entering event reports and serves as a resource when necessary. Investigates facts of event reports. Facilitates timely receipt of these reports for follow-up by the Unit Manager Notifies Nurse Manager/Risk Manager 

immediately of high risk situations.Actively participates in routine and special patient care conferences. Responsible for maintaining/improving/implementing plans for patient satisfaction scores. Works with Unit Manager, Assistant Manager 

Care Coordination, Transition Coordinator and other disciplines to streamline discharge of patients and reaches goals for time to discharge from orders written.Collects information and maintains records regarding performance and 

contributions on an ongoing basis throughout the fiscal year. Provides input and/or conducts annual performance reviews and orientation evaluation of personnel assigned to the unit.Coordinates self scheduling to maintain appropriate 

coverage for unit needs. Maintains Kronos records on a daily basis, monitoring for trends that require intervention i.e.%2C., late clock-ins, incremental overtime, missed punches.Assumes delegated responsibility for inventory control of 

equipment and supplies to ensure safe and effective patient care. Facilitates timely return of rented or borrowed specialty equipment. Solicits staff input regarding equipment and supply needs for the unit.Assists with staff meetings, special 

projects and the development, implementation and evaluation of performance improvement activities. Communicates data and solicits input from staff regarding performance and quality improvement i.e.%2C. Patient safety, infection control. 

Actively participates on hospital work groups.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OUTPATIENT OR SURGERY ATTENDANT A6221 P09 $30,900.00 $38,600.00 $47,590.00 $2,575.00 $3,216.67 $3,965.83 $118.85 $148.46 $183.04 $14.86 $18.56 $22.88 N 5E16 Medical Technician-OR Att CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent or graduate of formal program or documented on-job training and one to three (1-3) years or greater experience is required. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC).Job DutiesPerforms proper Operating Room decontamination procedures after each surgical procedure and as deemed necessary by surgical team. Collects and discards hospital waste using appropriate color-coded 

bag system. Performs duties using Standards Precautions and OSHA guidelines.Orders, stocks, and monitors usage of routine Operating Room Attendant supplies, blankets, surgical solutions, hair covers, shoe covers, masks, scrub, brushes, 

and plastic liners at designated areas throughout surgical environment.Transports and retrieves patients, patient floor and ICU beds, instruments, supplies, equipment, and labs to and from surgery and various other destinations throughout 

hospital and campus in timely and efficient manner.Dons sterile gloves and any necessary personal protective equipment to assist Operating Room staff with transferring, prepping, and/or positioning surgical patient. Operates standard 

Operating Room equipment properly, safely and efficiently.Responds to all reasonable requests, overhead pages, and beeps timely. Completes all on-call duties in timely and efficient manner and acts as first-line resource person to surgical 

team while on-call.Organizes and prioritizes Operating Room Attendant tasks based on surgical schedule and identified need. Performs all Operating Room Attendant duties in manner that is cost effective without compromising quality patient 

care. Participates in unit based performance improvement activities.Distributes Operating Room schedule throughout hospital and campus in efficient and timely manner.Monitors and maintains Operating Room stretchers, beds, scrub sinks, 

and hallways for cleanliness and safety. Prepares, maintains, and dissambles Operating Room Attendant utility carts on daily basis.Serves as technical subject matter expert, resource person, and/or preceptor to Operating Room staff and new 

Operating Room Attendants. Completes written clinical performance evaluations form in timely manner.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

OUTPATIENT SURGERY ANESTHESIA TECHNICIAN A5020 P17 $40,697.00 $52,093.00 $65,282.00 $3,391.42 $4,341.08 $5,440.17 $156.53 $200.36 $251.08 $19.57 $25.04 $31.39 N 5E2

Medical Technician-

Anesthesia ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma, 

current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), at least one (1) year of related hospital experience, and successful completion of internal skills assessment 

within one month orientation period. Anesthesia Technician Certification preferred. Job DutiesAssists during induction and sets up general anesthesia cases. Maintains and calibrates monitoring equipment. Follows standards of aseptic 

technique. Prepares and sets-up special equipment based on individual patient needs. Prepares for and assists with patient transport. Provides technical and support services.Assists with set-up and placement of invasive monitoring lines and 

dressing application-IV, arterial, central line, PA catheter. Washes hands, dons gloves. Sets-up transducer and validates expiration date. Gathers and organizes supplies. Flushes transducer line and checks pressure lines. Preps insertion site and 

assists with line placement. Secures site, applies dressing using sterile technique.Performs daily care and routine maintenance of anesthesia related equipment and reports all safety hazards. Inspects for damage and wear, pipelines supply of 

gases, cylinder gas pressures. Confirms nitrous oxide flow shuts off. Checks battery indicator, breathing circuit for leaks, insures working order of APL valve, scavenging system leaks and dust caps for cleanliness. Inspects vaporizer fluid levels, 

turns on ventilator and observes for free movement of bellows.Ensures proper operation of anesthesia monitoring equipment. Cleans machine daily with disinfectant solution and spot cleans as necessary. Inspects respirometer for cleanliness 

and lubrication. Calibrates oxygen sensor capsule, turns on suction, verifies location, cleaniness, and operation of intubation equipment on cart.Performs blood gas assessment by obtaining specimen. Enters identification number and 

password. Enters patient identification number and discards specimen in biohazard container. Distributes results to Operating Room and lab.Performs room decontamination procedures. Discards disposable items such as, circuit, ECG pads, 

pulse ox probes, oral airways, ET tubes, bite blocks, esophageal probes, nasogastric tubes, CO2 sample line. Wipes down cables and surfaces such as ECG, blood pressure, pulse ox, temperature, pressure, machine, cart. Replaces all disposable 

items, discards trash and replaces bags. Checks monitors, sets-up anesthesia cart for follow case and completes charges.Cleans and processes anesthesia equipment according to manufacturer's instructions. Orders and stocks essential 

anesthesia supplies. Organizes and prioritizes anesthesia tasks based on identified need. Monitors and stocks oxygen tanks.Serves as professional and technical subject matter expert and resource person. Demonstrates competency to operate 

anesthesia related equipment and supplies. Serves as preceptor to new staff and complete written clinical performance evaluation form in timely manner. Follows established departmental policies and procedures and participates in 

departmental quality assessment and improvement activities. Performs anesthesia duties in manner that is cost effective without compromising quality patient care.Performs other related duties assigned or requested. **Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OUTPATIENT SURGERY CENTRAL STERILE TECHNICIAN II A5025 P14 $36,365.00 $48,316.00 $63,297.00 $3,030.42 $4,026.33 $5,274.75 $139.87 $185.83 $243.45 $17.48 $23.23 $30.43 N 5E3 Medical Technician-CtrlSter Jr CLIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  -  High School 

Diploma or equivalent.  Must be able to read, write, speak, and understand English.  -  Zero - three years or greater experience handling/distributing medical/surgical instruments and equipment.-  Sterile Processing and Distribution Technician 

Certification (CSPDT) or Certified Registered Central Service Technician (CRCST) required. -  Broad knowledge base regarding medical/surgical instruments and equipment. Job Duties  Unloads dirty case carts and prepares instruments, supplies, 

and equipment for decontamination.  Decontaminates instruments, supplies, and equipment per manufacturer's instructions and depart- mental policies and procedures.  Inspects decontaminated items for cleanliness and damages.  Tests 

decontaminated items to ensure pro- per functioning prior to sterilization.   Handles items carefully and prevents damages to delicate instru- ments.  Identifies broken, damaged instruments and malfunctioning equipment and removes from 

service.  Communicates items removed from service to Central Sterile Processing Coordinator promptly.     Identifies proper method of sterilization per item to be steri- lized.  Prepares and assembles instruments, supplies, and equipment per 

proper method of sterilization.  Selects and uses packaging and wrapping materials and container systmes for method of steriliza- tion and aseptic presentation.  Ensures filters are assembled in container systems prior to sterilization.   

Maintains thorough and accurate sterilization documentation and record keeping by maintaining permanent records and test results. Labels packages, items, and container systems to be sterilized with proper sterilization information and 

initials of preparer.     Operates various methods of sterilization.  Sets correct cycle parameters and utilizes correct chemical process indicators per steam, sterrad, gas, or steris sterilization.  Wears proper personnel protective equipment while 

on duty.  Complies with de- partmental work patterns regarding work flow, air flow, and people flow.   Loads, operates, and unloads ultrasonic washer and washer steri- lizer according to manufacturer's instructions.  Prepares and uses 

disinfectants and chemicals according to manufacturer's instruc- tions.     Performs correct biological monitoring and testing per method of sterilization.  Recognizes positive test results of biological monitoring and immediately rechallenges 

sterilizer.  Communicates positive test results to healthcare team and declares method of sterilization unsafe for use.    Inspects and cleans steam sterilizers on routine basis.  Performs daily Bowie-Dick testing of prevacuum sterilizers and 

diagnostic testing on steris machine prior to use each day.      Organizes and prioritizes processing tasks based on identified need.  Performs processing duties in cost effective manner.  Issues instruments, supplies, and equipment and 

participates in unit based performance improvement activities.     Serves as subject manner resource person and/or preceptor to new staff.  Provides feedback and input for clinical performance evalu- ation form.      Communicates and utilizes 

proper telephone etiquette and speaks clearly.  Conveys feeling of helpfulness and repeats caller's message to ensure proper communication.  Gives complete attention to caller and hangs up last.     Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



OUTPATIENT SURGERY OR REGISTERED NURSE A5050 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A8 Specialized Nurse-OR NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of NLN 

approved nursing program and one year experience is required. **Current Texas (or BNE Compact State) license, current Basic Life Support (BLS) and Advanced Cardiac Life Support (ACLS) certification, courses accredited by the American Heart 

Association (AHA) or American Red Cross (ARC). Job DutiesAssesses and documents physiological, psychlogical sociocultural, and spiritual health status of patient on admission utilizing age- age specific concerns for children, adolescents, 

adults, and older adults. Performs ongoing assessment of patient's physiological health status during intraoperative phase. Communicates relevant health status data to other team members and departments. departments.Interprets health 

status data to anticipate patient's family, and physician's needs and expectations. Develops appropriate plan of care for patient. Utilizes critical thinking skills in planning and prioritizing intraoperative nursing care.Identifies and implements 

appropriate intraoperative nursing interventions based on health status data. Completes accurate and timely documentation of these interventions. Confers with all members of health care team in collaborative fashion, sharing information 

and observations of patient and/or patient's family in manner that contributes to optimal patient care.Evaluates implemented interventions and modifies care according to evaluation. Documents interventions and modifications to plan of 

care in accurate and timely manner. Prioritizes intraoperative nursing interventions per patient's health status data, physician, and planned procedures as applicable.Adheres to appropriate hospital policies, procedures,and standards of 

nursing practice while delivering intraoperative nursing care.Provides appropriate and timely patient education to patient and/or patient's family. Completes accurate and timely documentation of education provided. Demonstrates effective 

communication with children, adolescents, adults, and older adults.Supervises, directs, and coordinates patient care assignments of other members of healthcare team. Delegates duties within legal parameters.Prepares for procedures as 

appropriate by obtaining supplies and equipment in timely manner.Serves as technical subject matter person, resource person, and/or preceptor to nursing staff. Completes written clinical performance performance evaluation form in timely 

manner.Handles and operates instruments, supplies, and equipment and performs safe nursing care in manner that is cost effective without compromising quality of care.Solves minor problem issues of counts and errors, patient care, 

relationships, equipment, supplies, and environment prior to management intervention. Provides and supports efforts to develop and maintain team environment.Performs other duties as assigned. **Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OUTPATIENT SURGERY PCT A6204 P11 $33,145.00 $41,358.00 $52,562.00 $2,762.08 $3,446.50 $4,380.17 $127.48 $159.07 $202.16 $15.94 $19.88 $25.27 N 5E23 Medical Technician-Surg PCT ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent. Must be able to read, write and communicate in English. Familiarity with medical terminology. Working knowledge of basic computer software skills.One year acute care inpatient hospital experience in the role preferred, or a 

certified nursing assistant certificate and experience in the role, or completed the PCT residency at UT Southwestern Medical Center, or completed Nursing Fundamentals and skills course in nursing school.Current Basic Life Support (BLS) 

certification, course accredited by the American Heart Association (AHA) or American Red Job DutiesCollects data including intake and output, weight, temperature, pulse, respirations, and blood pressure. Recognizes and reports values outside 

normal parameters to nurse. Demonstrates awareness of age-specific considerations in gathering assessments.Reports any changes in patient's condition or behavior to nurse. Seeks assistance and guidance as needed to ensure patient care is 

delivered in safe, high quality, and effective manner.Responds to patient requests for assistance.Performs basic hygiene care for assigned patients in accordance with Department of Nursing policies and procedures. Checks skin carefully during 

bath and reports anything abnormal to nurse.Makes frequent patient rounds to comfort, position, and provide toileting and hygiene care.Documents patient information.Transfers patients safely and in accordance with Department of Nursing 

policies and procedures with concern for age-specific considerations. Ensures patient is outfitted in robe and/or blankets and slippers.Welcomes new patient and patient's family. Alerts nurse of issues regarding patient and/or patient's 

family.Orients new staff and students to work areas.Assists others and/or provides additional amenities to patients and/or patients' families as needed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational 

sessions.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OUTPATIENT SURGERY PRN OR REGISTERED NURSE A5051 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A8 Specialized Nurse-OR NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of NLN 

approved nursing program and one year experience is required. **Current Texas (or BNE Compact State) license and a current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red 

Cross (ARC). Job DutiesAssesses and documents physiological, psychlogical sociocultural, and spiritual health status of patient on admission utilizing age- age specific concerns for children, adolescents, adults, and older adults. Performs 

ongoing assessment of patient's physiological health status during intraoperative phase. Communicates relevant health status data to other team members and departments. departments.Interprets health status data to anticipate patient's 

family, and physician's needs and expectations. Develops appropriate plan of care for patient. Utilizes critical thinking skills in planning and prioritizing intraoperative nursing care.Identifies and implements appropriate intraoperative nursing 

interventions based on health status data. Completes accurate and timely documentation of these interventions. Confers with all members of health care team in collaborative fashion, sharing information and observations of patient and/or 

patient's family in manner that contributes to optimal patient care.Evaluates implemented interventions and modifies care according to evaluation. Documents interventions and modifications to plan of care in accurate and timely manner. 

Prioritizes intraoperative nursing interventions per patient's health status data, physician, and planned procedures as applicable.Adheres to appropriate hospital policies, procedures,and standards of nursing practice while delivering 

intraoperative nursing care.Provides appropriate and timely patient education to patient and/or patient's family. Completes accurate and timely documentation of education provided. Demonstrates effective communication with children, 

adolescents, adults, and older adults.Supervises, directs, and coordinates patient care assignments of other members of healthcare team. Delegates duties within legal parameters.Prepares for procedures as appropriate by obtaining supplies 

and equipment in timely manner.Serves as technical subject matter person, resource person, and/or preceptor to nursing staff. Completes written clinical performance performance evaluation form in timely manner.Handles and operates 

instruments, supplies, and equipment and performs safe nursing care in manner that is cost effective without compromising quality of care.Solves minor problem issues of counts and errors, patient care, relationships, equipment, supplies, 

and environment prior to management intervention. Provides and supports efforts to develop and maintain team environment.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OUTPATIENT SURGERY PRN REGISTERED NURSE (PACU) A6037 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A8 Specialized Nurse-OR NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of accredited 

Nursing program; licensure as Registered Nurse by Texas Board of Nurse Examiners; current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC); and, one (1) year 

working experience as a registered nurse are required. Job DutiesAssesses and documents physiological, psychlogical sociocultural, and spiritual health status of patient on admission utilizing age- age specific concerns for children, adolescents, 

adults, and older adults. Performs ongoing assessment of patient's physiological health status during intraoperative phase. Communicates relevant health status data to other team members and departments. departments.Interprets health 

status data to anticipate patient's family, and physician's needs and expectations. Develops appropriate plan of care for patient. Utilizes critical thinking skills in planning and prioritizing intraoperative nursing care.Identifies and implements 

appropriate intraoperative nursing interventions based on health status data. Completes accurate and timely documentation of these interventions. Confers with all members of health care team in collaborative fashion, sharing information 

and observations of patient and/or patient's family in manner that contributes to optimal patient care.Evaluates implemented interventions and modifies care according to evaluation. Documents interventions and modifications to plan of 

care in accurate and timely manner. Prioritizes intraoperative nursing interventions per patient's health status data, physician, and planned procedures as applicable.Adheres to appropriate hospital policies, procedures,and standards of 

nursing practice while delivering intraoperative nursing care.Provides appropriate and timely patient education to patient and/or patient's family. Completes accurate and timely documentation of education provided. Demonstrates effective 

communication with children, adolescents, adults, and older adults.Supervises, directs, and coordinates patient care assignments of other members of healthcare team. Delegates duties within legal parameters.Prepares for procedures as 

appropriate by obtaining supplies and equipment in timely manner.Serves as technical subject matter person, resource person, and/or preceptor to nursing staff. Completes written clinical performance performance evaluation form in timely 

manner.Handles and operates instruments, supplies, and equipment and performs safe nursing care in manner that is cost effective without compromising quality of care.Solves minor problem issues of counts and errors, patient care, 

relationships, equipment, supplies, and environment prior to management intervention. Provides and supports efforts to develop and maintain team environment.Performs other duties as assigned. **Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OUTPATIENT SURGERY REGISTERED NURSE (PACU) A6035 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A8 Specialized Nurse-OR NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of accredited 

Nursing program; licensure as Registered Nurse by Texas Board of Examiners; current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC); and, at least one (1) year 

working experience as a registered nurse are required. Job DutiesAssesses and documents physiological, psychlogical sociocultural, and spiritual health status of patient on admission utilizing age- age specific concerns for children, adolescents, 

adults, and older adults. Performs ongoing assessment of patient's physiological health status during intraoperative phase. Communicates relevant health status data to other team members and departments. departments.Interprets health 

status data to anticipate patient's family, and physician's needs and expectations. Develops appropriate plan of care for patient. Utilizes critical thinking skills in planning and prioritizing intraoperative nursing care.Identifies and implements 

appropriate intraoperative nursing interventions based on health status data. Completes accurate and timely documentation of these interventions. Confers with all members of health care team in collaborative fashion, sharing information 

and observations of patient and/or patient's family in manner that contributes to optimal patient care.Evaluates implemented interventions and modifies care according to evaluation. Documents interventions and modifications to plan of 

care in accurate and timely manner. Prioritizes intraoperative nursing interventions per patient's health status data, physician, and planned procedures as applicable.Adheres to appropriate hospital policies, procedures,and standards of 

nursing practice while delivering intraoperative nursing care.Provides appropriate and timely patient education to patient and/or patient's family. Completes accurate and timely documentation of education provided. Demonstrates effective 

communication with children, adolescents, adults, and older adults.Supervises, directs, and coordinates patient care assignments of other members of healthcare team. Delegates duties within legal parameters.Prepares for procedures as 

appropriate by obtaining supplies and equipment in timely manner.Serves as technical subject matter person, resource person, and/or preceptor to nursing staff. Completes written clinical performance performance evaluation form in timely 

manner.Handles and operates instruments, supplies, and equipment and performs safe nursing care in manner that is cost effective without compromising quality of care.Solves minor problem issues of counts and errors, patient care, 

relationships, equipment, supplies, and environment prior to management intervention. Provides and supports efforts to develop and maintain team environment.Performs other duties as assigned. **Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

OUTPATIENT SURGERY SCHEDULER A2117 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 4B6

Office-Scheduling 

Coordinator ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and one to two (1-2) years or more experience as scheduling coordinator or posting surgical procedures; OR Graduate of formal vocational and/or secretarial program or documented on-job training is required.   Job Duties  Posts 

surgical cases utilizing scheduling protocol with respect to block time, surgical privileges, and time allotment.  Copies, collates, and distributes surgery schedule in timely manner.      Maintains Operating Room change log and notifies 

appropriate team members of changes in timely manner.       Transcribes and maintains confidentiality of vital patient information.  Transcribes complete and accurate data transcription from Operating Room record to Operating Room log.  

Documents all requests for special equipment.     Answers telephone in professional manner and communicates any and all messages and/or changes regarding surgery schedule in appropriate and timely manner.      Operates office equipment 

such as telephone, beeper, computer, printer, fax machine and xerox machine.  Operates computer software applications effectively and proficiently.      Completes special reports and projects in timely manner.        Organizes and prioritizes 

scheduling tasks based on identified need.  Performs scheduling duties in manner that is cost effective without compromising quality patient care.      Serves as professional and technical subject matter expert and resource person.       Provides 

administrative and scheduling support to surgery staff and physicians.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

OUTPATIENT SURGERY SURGICAL TECHNICIAN III A5054 P23 $55,358.00 $72,259.20 $90,584.00 $4,613.17 $6,021.60 $7,548.67 $212.92 $277.92 $348.40 $26.61 $34.74 $43.55 N 5E6B

Medical Technician-OR Tech 

Adv ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent is required.. Must be able to read, write, speak, and understand English.Surgical Technologist Certification OR completion of an appropriate training program for surgical technology in the US military or US Public Health Service;or 

was employed to practice surgical technology in a health care facility before September 1, 2009 is required.  Basic Life Support (BLS) course approved by American Heart Association (AHA) or American Red Cross (ARC) is required.Preferred: Two 

to three (2-3) years' experience with knowledge of eight (8) to ten (10) surgical specialties and able to operate basic/standard OR equipment.Job DutiesAssists Registered Nurse Circulator by organizing, prioritizing tasks, and preparing 

operating room for each surgical procedure and arrival of patient in efficient and timely manner. Maintains on-going communication with Registered Nurse Circulator regarding surgical procedure and patient status.Provides perioperative 

patient care through selection, inspection, and opening of surgical supplies and equipment in timely manner according to age specific concerns for children, adolescents, adults, and older adults and physician's preference list.Applies standards 

of aseptic and sterile technique and corrects break in technique during surgical procedure. Creates and main- tains sterile field with essential surgical supplies and equipment needed for surgical procedure in timely, functional, and organized 

manner.Promotes patient safety by checking all equipment for proper work- ing order prior to surgical procedure.Performs sponge, sharps, and formal and inventory instrument counts with Registered Nurse Circulator at proper count intervals 

accord- ing to hospital policy and procedures.Passes surgical instruments and anticipates surgeon's needs during. surgical procedure.Performs surgical hand scrubs and gowns and gloves self and others.Cleans and prepares surgical instruments 

for terminal sterilization. Assists with operating room turnover.Leads, directs, and coordinates perioperative patient care assignments of unlicensed members of healthcare team by serving as technical subject matter person, resource person, 

and/or preceptor to perioperative staff rotating through specialty service. Completes written clinical performance evaluation form in timely manner.Organizes and prioritizes perioperative tasks based on identified need. Demonstrates 

competency to operate surgical instruments, supplies, and equipment. Demonstrates proficiency and independence.Solves minor issues of counts and errors, patient care, relation- ships, equipment, supplies, and environment prior to 

management intervention. Provides and supports efforts to develop and maintain team environment.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

PAID SEARCH MANAGER SR 8636 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position will help to shape and 

execute the online marketing strategies, develop and optimize highly effective paid search campaigns in Google Ads interface, with the goal to increase customer base and engagement levels.Experience and EducationMaster's degree and six 

years of experience in AdWords and/or digital marketing.Bachelor's degree and eight years of experience in AdWords and/or digital marketing.Associate's degree and ten years of experience in AdWords and/or digital marketing.Must be able to 

demonstrate successful measurable results in a digital marketing capacity within a corporate or agency environment.Job DutiesBuild, manage and scale paid Search, Display and YouTube campaigns in Google Ads. Design strategies and tactics 

for PPC channels. Conduct keyword research and analysis to present a monthly forecast. Optimize bids, ad copy, and landing pages to drive consistent improvement against multiple KPI's (CTR, CPC, CPA). Create ads, build negative keyword 

lists, create campaigns based on day parting, geo targeting, device segmentation, etc. Closely monitor and continuously optimize campaigns in alignment with performance goals Manage ad spend budgets to maximize growth and returns 

Continually research, evaluate and test campaign structure and elements (e.g. creative, bid strategies, audience targeting, placements, etc.) Troubleshoot and resolve technical issues as needed Coordinate cross-functionally with other teams to 

compile campaign assets and communicate creative requests (e.g. landing pages, videos, etc.) Establish and track client goals, perform deep-dive performance analysis and create monthly report of findings for clients Cultivate and maintain 

positive client relationships by scheduling monthly calls, communicating professionally, and promptly responding to emails and questions Collaborate with other members of the paid media team to develop full-funnel multi-channel digital 

marketing plans. Create reports and present updates to clients including both historical performance as well as planned optimizations.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong project management 

skills and the ability to lead diverse content teams. Work requires knowledge and understanding of interactive marketing and media tactics. Working knowledge of digital ad platforms and networks for maximum impressions/clicks/views 

based on the specific campaign and assets being created. Work requires strong analytical and problem-solving skills with minimal direction. Work requires a highly creative thinker with the ability to guide advanced digital projects from 

ideation through execution. Work requires a working understanding of analytics (i.e. Google Analytics) to effectively measure results, make immediate recommendations based on analysis, and produce reports for both internal constituents 

and leadership. Must have excellent writing, editing, and presentation skills. Work requires strong analytical skills and data-driven thinking.Working ConditionsWork is performed primarily in office area

PAINTER 5245 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 6E2 Mainten/Craft-SemiSkill Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school, vocational school, or equivalent and knowledge of paints and painting equipment (e.g. brush, roller, solvents, varnishes, lacquers, shellac, etc.) required. Six months experience as a painter in a commercial, institution or healthcare 

setting preferred. Job DutiesPrepares surfaces for paint, using sandpaper, steel wool, wire brushes, or paint remover. Fills nail holes, cracks and joints with putty, plaster, or other filler.Selects premixed paint or matches paint to specified colors. 

Applies paints, varnishes, shellacs, enamels, or other finishes.Erects scaffolding when necessary, and spreads cloths over floor and furniture to protect from splattered paint. Removes splattered paint upon completion of job.Cleans and cares 

for brushes, and rollers, and spray guns.Assists in determining and maintains time and material records for each job.May repair vinyl, ceramic, and carpet tiles.May install and repair vinyl cove base.Performs other duties as assigned. **Other 

Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PAINTER SR 5244 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 6E2 Mainten/Craft-SemiSkill Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school, vocational school, or equivalent and five (5) years skilled or journeyman level experience as painter in a commercial, institution or healthcare setting.Job Duties1. Determines and selects the types of tools and materials to be used in 

various assignments.2. Works with departments from the initiation and finalization of a job(s).3. Matches color of paints and stains for jobs.4. Keeps track of paper work, time sheets, safety, meetings, and work orders.5. Paints and performs 

sheetrock repairs, VCT, and carpet repairs.6. Performs duties of supervisor in their absence.7. As needed, acts as a Lead on assigned jobs.8. Prepares surfaces for paint, using sandpaper, steel wool, wire brushes, or paint remover. Fills nail holes, 

cracks, and joints with putt, plaster, or other filler.9. Selects premixed paint or matches paint to specified colors. Applies paints, varnishes, shellacs, enamels, or other finishes.10. Erects scaffolding when necessary, and spreads cloths over floor 

and furniture to protect from splattered paint. Removes splattered paint upon completion of job.11. Coordinates the workflow of other painters.12. Cleans and cares for brushes, rollers, and spray guns.13. Assists in determining and maintains 

time and material records for each job.14. May repair vinyl, ceramic, and carpet tiles.15. May install and repair vinyl cove base.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

PALLIATIVE CARE SPECIALTY NURSE U9806 Y P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 E 3A18 Specialized Nurse-Endoscopy NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Palliative Care Specialty Nurse acts 

as a facilitator for Palliative Care Services within UT Southwestern Health System. Responsible for triage consults, structured nursing assessment, and supporting nursing delivery of comfort measures/withdrawal and patient/family education. 

The Palliative Care Specialty Nurse will also serve as a liaison for referring physicians and nursing staff to communicate treatment plans and recommendations from the Palliative Care team. Experience and EducationBachelor's degree in nursing 

is required. Relevant acute care nursing experience is required. Experience in Palliative Care is preferred.Licensed as Registered Nurse in TexasBasic Life Support (BLS) by the American Heart Association (AHA) or the American Red Cross 

(ARC)Recent experience in acute care setting and minimum 2-3 years' experience in palliative care and/or end of life care.Pursuit of Hospice and Palliative Care Nurse Certification within 1-2 years of employment and attainment of the 

necessary clinical hours Knowledge of end-of-life care, including advance care planning, symptom management, and hospice.Job DutiesComplete structured initial assessment and clinical triage of new consults for Palliative Care Program 

Consulting Service. Delegates palliative care plan to appropriate interdisciplinary team members. Performs structured nursing assessment of response symptom management using approved practice protocols in relation to treatment plans, 

patient and family inquiries, symptom management, psycho-social support, and education. Assures that patient receives appropriate measures to control symptoms, through collaboration with interdisciplinary team members Supports 

nursing delivery of comfort measures and withdrawal of care.Collaborates care with referring teams, inpatient nursing staff, multidisciplinary team and palliative care team members to promote appropriate delivery of palliative care 

plan.Serves as a resource to nursing staff and multidisciplinary providers such as social workers and care coordinators on primary palliative care principles. Demonstrates knowledge in communication and counseling patient/family in dealing 

with advanced illnesses.Participates in quality improvement initiatives within Palliative Care Program.Other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires considerable use of judgment in 

the application of procedures, nursing assessment techniques, practices and policies. Work requires the ability to complete most assignments with substantial independence.Work requires good verbal and written communication skills.Work 

requires proficiency in the use of computer technology. Working ConditionsWork is performed in a hospital environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice 

President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

PALLIATIVE CARE SW (LCSW) U9979 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3A32 Specialized Nurse-SW ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree in Social 

Work from an institution certified by the Council of Social Work Education. Three (3) years of experience providing direct clinical counseling services preferred. Applicable state license required; certification in Advanced Hospice and Palliative 

Care preferred. LCSW required or must obtain within 1 year of hire.Job DutiesServes as a liaison for transitional care planning between patient, caregivers and palliative care/clinical care teams. Assists clients to navigate healthcare systems; 

identifies and links clients with resources.Attends administrative and clinical meetings relevant to operations of palliative care program; distributes relevant information to departmental staff. Participates in interdisciplinary team meetings, 

care planning and ethics consultations. Works with the multidisciplinary team to identify and develop disposition plans.Responsible for independent psychosocial assessment and direct clinical counseling. Provides counseling and 

psychotherapy for individuals, couples and families. Provides grief, loss and bereavement support to patient and families. Provides psychosocial education to patients and family caregivers about coping strategies, hospice and palliative care 

philosophy and non-pharmacological symptom management strategies.Utilizes crisis intervention and problem solving skills to facilitate and enhance patient/family&iquest;s ability to meet acute and ongoing medical and psychosocial 

needs.Advocates on behalf of the patient and family. Facilitates advance care planning.Maintains effective documentation of social work activities.Facilitates and/or supports existing psychoeducation support groups.Provides inservices or 

education workshops to other service providers and/or organizations to promote the palliative care philosophy and program.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

PARAMEDIC U6202 P13 $35,618.00 $46,950.00 $60,608.00 $2,968.17 $3,912.50 $5,050.67 $136.99 $180.58 $233.11 $17.12 $22.57 $29.14 N 5F13 Medical Technician-Other CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and completion of EMT-P certification. One (1) year experience in related field is required. Current EMT-P (state or national) certification and current BLS and ACLS required, courses accredited by the American Heart Association 

(AHA) or American Red Cross (ARC). Valid Texas State Driver's License is required.Job DutiesCollects data to include: intake and output, weight, temperature, pulse, respirations, and blood pressure. Recognizes and immediately reports values 

outside normal parameters to the nurse. Demonstrates awareness of age-specific considerations in gathering these assessments (children, adolescents, adults, older adults).Reports any changes in patient's condition or behavior immediately to 

the nurse. Seeks assistance and guidance as needed to ensure that patient care is delivered in a safe, high quality and effective manner at all times.Responds to patient requests for assistance in a respectful, positive and timely manner. Asks 

the patient and/or patient's family, "Can I do anything else for you" before leaving the room.Consistently performs daily required duties. Including: stocking rooms and all mobile carts or trays, maintaining stockroom (nothing on floors or less 

than 18" from ceiling).Makes frequent and ongoing patient rounds to comfort, position, and to provide toileting and hygiene care. Lets the patient know when you will return. Patient rarely finds it necessary to use call light.Documents patient 

information accurately and in appropriate place in a timely manner.Transfers, and transports patients safely and in accordance with the Department of Nursing Policies and Procedures, with concern for age-specific considerations. Ensures that 

patient is covered with robe and/or blankets (even if Transporter is taking patient).Welcomes new patient/patient's family. Knocks before entering room. Smiles and introduces self. Wears name tag. Immediately alerts nurse if patient/patient's 

family seems or is unhappy and you have not resolved the issue.Assumes accountability for all actions in the workplace. Reports errors promptly. Orients new staff and students to work areas. Collaborates with Nursing staff and hospital 

employees to create an environment that is conducive to the retention of qualified personnel.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.



PARKING ENFORCEMENT OFFICER 6347 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 3H18

Prof Services-Pub Safety 

Ofcrs CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision while 

patrolling and monitoring parking zones in the UT Southwestern Campus area for violations and initiates appropriate action to ensure compliance with parking restrictions as established. Monitors parking facility capacities and reports 

results.Experience and EducationHigh School graduate or GED with work related experience and two years experience in a high public contact/customer service related position. Enforcement experience preferred. Must have and maintain a 

valid Class "C" Texas Driver License with an acceptable driver's record to utilize a university vehicle. Job DutiesInterprets parking regulations and state laws to effectively enforce parking violations. Investigates and resolves parking complaints 

both proactively and on call by the dispatcher or other associated entities as assigned. Operates a hand-held ticket writer to identify scofflaws and vehicles in a suspended status. Notifies the supervisor of any unusual circumstances and when 

vehicles are in need of towing. Provides information to customers regarding general information, directions, and parking related issues. Parking related information will be provided in order to increase voluntary compliance, maintaining a 

positive traffic flow and to improve conditions for maneuvering internally on campus, and at the critical points of entrance and exit of campus facilities. Provides assistance to motorists who have stalled cars, flat tires, or who are locked out of 

their vehicles. Provides action and/or information regarding parking incidents when requested by the supervisor, administration, and/or the Traffic Parking Appeals Committee. Immediately reports criminal activity, traffic problems, and other 

campus related problems to the dispatcher. Directs vehicle and pedestrian traffic at assigned locations to ensure the safe flow of traffic. As directed, occasional overtime is required to assist with on campus special events. Recommends traffic 

control and parking sign improvements to the Parking Enforcement Supervisor. Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires knowledge of parking regulations and state laws and able to interpret them for the 

purpose of fair enforcement.Work requires ability to operate and communicate effectively on a two-way radio.Work requires the ability to communicate effectively with others both orally and in writing.Work requires carrying and operating a 

computerized hand-held ticket writer.Work requires adjustment of work schedule as determined by departmental needs.Working ConditionsWork is performed primarily outdoors and includes driving, walking and standing up to 4 hour 

increments in all weather conditions to monitor parking facilities and is subject to traffic related hazards and frequent loud noises.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

PARKING ENFORCEMENT OFFICER SR 6341 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 3H18

Prof Services-Pub Safety 

Ofcrs CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision while 

patrolling and monitoring parking zones in the UT Southwestern Campus area for violations and initiates appropriate action to ensure compliance with parking restrictions as established. Monitors parking facility capacities and reports results. 

May work independently while enforcing offsite parking facilities.Experience and EducationHigh School graduate or GED with work related experience and three (3) years' experience in a high public contact/ customer service related position to 

include one year experience as a Parking Enforcement Officer or related position. Must have and maintain a valid Class "C" Texas Driver License with an acceptable driver's record to utilize a university vehicle.Job DutiesAbility to perform duties 

with limited supervision and must be able to make independent decisions following established guidelines. To interpret parking regulations and state laws to effectively enforce parking violations. Must travel to offsite clinic (UTSW Satellite) 

locations to enforce parking rules and regulations and perform space capacity counts.Investigates and resolves parking complaints both proactively and on call by the dispatcher or other associated entities as assigned following established 

guidelines. Conducts follow up investigations and issues warning notices or parking citations as necessary to remedy parking related incidents.Operates hand-held parking enforcement technology and in-vehicle license plate recognition system 

to identify parking violations and vehicles in a suspended status. Notifies the supervisor of any unusual circumstances and in situations when vehicles are in need of enhanced enforcement with immobilizing boots or vehicle towing. Conducts 

daily vacancy counts of parking facilities and logs results in parking management system.Provides information to customers regarding general information, directions, and parking related issues. Parking related information will be provided in 

order to increase voluntary compliance. Assists motorists who have stalled cars, flat tires, or who are locked out of their vehicles.Provides action and/or information regarding parking incidents when requested by the supervisor, 

administration, and/or the Traffic and Parking Appeals Committee.Immediately reports criminal activity, traffic problems, and other campus related problems to the dispatcher.Recommends traffic control and parking sign improvements to 

department leadership.Interacts with employees and visitors in a professional manner and demonstrate high level of customer service engagement in performance of duties.Performs other duties as needed.Knowledge, Skills & AbilitiesWork 

requires knowledge of parking regulations and state laws and able to interpret them for the purpose of fair enforcement.Work requires ability to operate and communicate effectively on a two-way radio.Work requires the ability to 

communicate effectively with others both orally and in writing.Work requires carrying and operating a computerized hand-held ticket writer.Work requires adjustment of work schedule as determined by departmental needs.Working 

ConditionsWork is performed primarily outdoors and includes driving, walking and standing up to 4 hour increments in all weather conditions to monitor parking facilities and is subject to traffic related hazards and frequent loud noises.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PARKING FACILITIES ASSISTANT 6193 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 7C1 Service-Driver Transport Sr CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under general 

supervision to monitor parking facilities to ensure parking equipment is operational, facility cleanliness standards are upheld, and facility signage is maintained.Experience and EducationHigh School diploma or GED plus two (2) years' 

experience in the planning, coordinating and delivery of facilities functions. Facilities experience should include familiarity with garage/lot maintenance, repairs, renovations, utility systems, housekeeping, security, safety, and signage. Must 

have and maintain a valid Class "C" Texas Driver License with an acceptable driver's record to utilize a university vehicle.Job DutiesCoordinates and assists in functions associated with parking garages/lots to include equipment installation and 

maintenance functions.Assists with accurate and timely processing of requisitions; submits requisitions relating to major equipment, supplies and services for the department; assists in maintaining information and data regarding all 

submitted and approved requests.Assists in initiating and monitoring of required parking facility maintenance services, including but not limited to Parking Access and Revenue Control systems, parking facility cleaning, electrical and lighting 

systems.Coordinates the design, creation, and installation of parking signage, based upon existing UTSW signage standards or incorporating industry standard signage where appropriate. Act as liaison between departments relative to facility 

maintenance and ensure timely completion.Perform daily rounding of all parking facilities; maintains parking equipment functionality logs and records all cleaning/maintenance needs for supervisor.Assists in maintaining equipment inventory 

and coordinates the ordering of replacement equipment and supplies.Monitors parking facilities daily by motor vehicle and/or by foot to identify all discrepancies and potential safety hazardsPerforms other duties as needed.Knowledge, Skills 

& AbilitiesWork requires effective verbal and written communication skills.Work requires excellent customer service skills.Work requires familiarity with contracts and obtaining competitive pricing.Work requires telephone and personal 

contact with all levels of internal and external personnel and organizations.Working ConditionsWork is performed in general office area and in the field.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

PARKING SERVICES DATA ANALYST 6348 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H16 Prof Services-Other ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate and a minimum of six (6) years related data analysis experience.  Incumbent must obtain a Certified Parking Professional certification within 18 months of hire date.  Bachelor degree in Business Administration, Health Care 

Administration, Education/Social Science, or related field is preferred. Job Duties  1.Maintains a system for data and information management within the department that connects data from various sources for use in managerial decision 

making, department/program improvement and individual performance evaluations among other possible uses.2.Enters relevant data information into database with extracts from various sources.3.Analyzes tables in the Parking Services 

information system to establish knowledge of data for accurate retrieval and use in report writing.4.Utilizes available tools such as SQL Developer, Microsoft Access, Microsoft Excel and Crystal Reports to provide technical reports for Parking 

Services management.5.Presents report data to management; using a combination of system reports via Crystal Reports, Microsoft Access, and Microsoft Excel.6.Educates requestors as to appropriate and desirable parameters to ensure they 

get the information they need.7.Trains users in the use of automated systems.8.Collaborates with end users to gather report requirements and ensure proper testing and validation.  Provides support to end users on standardized and ad hoc 

reports.9.Modifies Auxiliary Enterprises intranet webpages as needed utilizing Alfresco Enterprise.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

PAS INTAKE SPECIALIST 2143 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4C1 Office-Pat Admiss-Pat Intake ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school and 

three (3) to four (4) years of hospital admitting/ scheduling experience or equivalent.     Job Duties  Schedules patient care procedures accurately (procedure, exam, area or physician referral, location, time of procedure); balances exams with 

patient/customer time request and provider availability.      Interviews patient and/or physician's office to obtain medical history and patient demographic information and documents in EPIC and Siemens systems.  Coordinates with 

physician's office and/or ancillary department regarding additional information needed to obtain pre-certification and insurance benefits.  Maintains department productivity standards.   Pre-registers patient cases by entering complete and 

accurate information in Siemens system prior to patient's arrival. Identifies and verifies all essential information pertaining to intake, insurance verification/eligibility, and precertification on all applicable patient accounts.  Revises information 

in computer systems as needed.  Documents pertinent information and efforts in computer system based upon department documentation standards.  Maintains department productivity standards.Reschedules exams at patients' or 

departments' requests.        Initiates confirmation call back to patient to include: appointment reminder, location, time, prep instructions, and financial responsibility.      Ensures all exams are scheduled with proper clinical indicators and coding 

nomenclature.       Counsels offices and/or patients when an "out of network" situation becomes apparent or other potential payor technicalities arise. Coordinates with Financial Counselor to identify funding source and additional information 

needed to secure accurate third party billing and/or patient financial responsibility.    Coordinates as needed with other departments/ancillary areas for special needs or resources.       Demonstrates ongoing competency skills including age-

specific compentencies, above level problem solving skills and decision- making abilities.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

PAS INTAKE SPECIALIST U2143 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4C1 Office-Pat Admiss-Pat Intake ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under supervision to support 

complex patient access operations. This position ensures that services are accessed efficiently by serving as a single point of contact for patients, physicians and employees to access clinical services while maintaining a high level of customer 

service to all internal and external customers.Experience and EducationHigh School diploma or GED and 3 years of hospital admitting, scheduling or medical experience.Job DutiesSchedules patient care procedures accurately (procedure, exam, 

area or physician referral, location, time of procedure); balances exams with patient/customer time request and provider availability.Interviews patient and/or physician's office to obtain medical history and patient demographic information 

and documents in EPIC and electronic systems. Coordinates with physician's office and/or ancillary department regarding additional information needed to obtain pre-certification and insurance benefits. Maintains department productivity 

standards.Pre-registers patient cases by entering complete and accurate information in electronic medical records prior to patient's arrival. Identifies and verifies all essential information pertaining to intake, insurance verification/eligibility, 

and precertification on all applicable patient accounts. Revises information in computer systems as needed. Documents pertinent information and efforts in computer system based upon department documentation standards. Maintains 

department productivity standards.Reschedules exams at patients' or departments' requests.Initiates confirmation call back to patient to include appointment reminder, location, time, prep instructions, and/or financial responsibility.Ensures 

all exams are scheduled with proper clinical indicators and coding nomenclature.Counsels offices and/or patients when an "out of network" situation becomes apparent or other potential pay or technicalities arise. Coordinates with Financial 

Counselor to identify funding source and additional information needed to secure accurate third-party billing and/or patient financial responsibility.Coordinates as needed with other departments/ancillary areas for special needs or 

resources.Demonstrates ongoing competency skills including age-specific competencies, above level problem solving skills and decision-making abilities.Performs other duties as assigned.Knowledge, Skills & AbilitiesProficient computer skills, 

including MS Word, Excel and types minimum of 35 wpm. Requires strong interpersonal communication and documentation skills. Ability to spell with accurate data entry skills. Possesses a true "customer service" oriented work style. 

Knowledge of Siemens system preferred.Good general health and stress coping ability. Ability to speak and hear to allow discussions with patients, co-workers and public. Light lifting (requires lifting 20 lbs. with frequent carrying of up to 20 

lbs.) Possess near vision acuity for accurate reading on computer screens.Working ConditionsWork is performed primarily in general office/clinic area.

PAT FINA & ACCESS SRVC LEAD U5576 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 4C1 Office-Pat Admiss-Pat Intake PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Patient Financial and Access Services 

Lead provides high-level support and direction to the PAS department as well as staff and leadership from multiple hospital and hospital-based departments. A Lead monitors WQ's and email communication regarding issues that require 

leadership intervention to research and problem solve. A Lead may also perform quality audits on documented departmental processes and present findings to departmental leadership. Leads may train leaders and staff to effectively resolve 

errors and/or recommend process improvements involving one of more functional areas outside of the department. Experience and EducationBachelor's degree from a recognized college or university and 10+ years of experience within the 

revenue cycle. Experience above minimum requirement will be considered in lieu of education.Required Certifications/Membership - within 1 year of promotion/hire.CHAA - NAHAMNAHAM - Associate MembershipFUNCTIONAL 

EXPERIENCETen (10) years of Hospital/Medical Office experience requiredKnowledge of EPIC access and billing applications as well as thorough understanding of health insurance is required. TECHNICAL EXPERIENCEEmail Server Tool(s): 4-6 

yearsMicrosoft Tools: 4-6 years Office Equipment/Fax/Copier: 4-6 yearsJob DutiesTrain and assist in daily resolution of WQ edits that are holding patient claims from billing, by reviewing the medical records and other applicable 

documentation.Stay abreast of ongoing WQ trends and reports new developments to department leadership. Participates in moderately complex projects related to revenue cycle initiatives. Identify WQ and process issues, determine root 

cause, coordinate with IR and department leaders to effectively resolve. Responsible for conducting quality control audits of WQ's and communicating findings and recommendations, educating staff and leadership from department's campus 

wide, and overseeing the corrective actions. Responsible for conducting quality control audits of WQ's and communicating findings and recommendations,      educating staff and leadership from department's campus wide, and overseeing the 

corrective actions.Works collaboratively with the appropriate operational leaders to develop education strategies to promote complete and accurate WQ compliance and correct negative trends. Investigates and responds to questions or 

requests for additional information in a timely and professional manner to ensure proper billing practices. Consistently maintain unresolved correspondence to one day back log by weeks end.Utilize system tools and department resources to 

achieve production and quality targets for resolution of patient account issues. Researches issues, summarizes findings. Provides recommendations to management for training and coaching purposes. Keeps statistics and reports them to 

management for performance improvement opportunities. Handles critical workloads and/or department special projects as assigned. Investigates and responds to Quality Assurance inquiries, problems, questions or requests in timely and 

professional manner to ensure resolutionDisplays the values of collaboration, flexibility, patience, clarity and professionalism in all encounters, both within Revenue Cycle and with stakeholders.Effective follow-through and follow-up; takes 

accountability; solves problems and implements solutions; demonstrates technical proficiency. Acts with urgency to address issues and anticipates needs. Demonstrates ongoing competency skills including above level problem solving skills 

and decision-making abilities. Ability to communicate verbally with all levels of Associates and management and with physicians.Primarily support PFAS departments WQ escalations for issues staff can't fixResolving patient account issues as 

escalated by PFAS staff as well as outside departments. Manage/work WQ's assigned to the PFAS Specialist Tip Sheet Creation as needed to support PFAS teams with processes.Provide support for both internal and external departments. Visio 

CreationTip Sheet/SOP/Policy Creation- involvement in development and process discussionsPrepare and present project information at internal and external meetings as directedCoordinate with the training teams to assist with training 

development. Serve as a subject matter expert (SME) for the PFAS teamProvide support to external departments to resolve account issues, delete or move charges or assist with coding support. Compile information and prepare reports and 

analyses setting forth results of audits with appropriate recommendations; perform subsequent audits to ensure complete and appropriate corrective action. Monitors EPIC/Tableau WQ reporting. Represents PFAS as subject matter expert in 

departmental and stakeholder meetings, takes ownership of process review resulting from ad hoc reporting sources, performs work required to implement new initiatives related to PFAS processes.Performs other duties as assigned.Level 

Specific DutiesSupervisory duties overseeing the work of Specialists and Coordinators Process Manager providing guidance to hospital based departments as well as Revenue Integrity, Decision Support and Coding. Prepare and present project 

information at internal and external meetings as directed by leadership.Serve as subject matter expert (SME) to all of the front and back end Revenue Cycle team. Demonstrate effective ability to lead and facilitate group discussions with all 

levels of staff and associates. Oversees MyTime for staff reporting to this position. Provide input on performance appraisalsOnboarding of new staff- ensuring they are appropriately trained. Audit new hires, Delegate to Specialists and 

Coordinators as new projects/tasks are identified. Develop training materials, meeting with staff in each area, validate current processes. Knowledge, Skills & AbilitiesHigh level computer keyboard skills.Effective oral and written 

communication skills.Excellent internal and external customer service skills.Ability to work with confidential information on a daily basis.Effective and efficient Problem Solving.Ability to multitask.Understand and follow established policies and 

procedures.Strong Analytical Skills.The use of initiative, strong independent judgement, and resourcefulness are inherent in the jobAbility to be self-supervising.Ability to identify needs and develop policies and procedures for use within the 

PAT NAV U1077 Y T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 4E2 Guest & Pat Services-Nav ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduate 

and five (5) years working experience in health care environment required.Preferred education is a Bachelor degree in appropriate field; and/or working experience in a large multi-specialty system.Job DutiesActs as a liaison between the 

patient, their family and internal and/or external service providers.Implements individualized patient navigation plan for patients seeking treatment by facilitation of appointment scheduling, assisting with referral process, providing client 

education and linking clients with appropriate support services.Identifies patient's understanding of medical care/outcome and provides appropriate education and resources to address needs.Empowers patients to self-navigate the healthcare 

system. Assists people to create their own/unique solutions by acting as a resource of health care information, community support group.Advocates teamwork and multidisciplinary care concept to patients, staff and faculty.Promotes the 

navigation program to the UT Southwestern Medical Center (UTSW) community.Identifies and maintains a database of appropriate resources for client support.Recognizes barriers to healthcare and connects patients to the resources they may 

need.Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, 

modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as 

assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires excellent interpersonal skills.  Work requires the ability to display a caring demeanor towards others. Work requires the ability to self-direct, organize and manage multiple task/projects 

simultaneously.Work requires the skill and experience using a computerized medical records system. Work requires knowledge of how to navigate a large multi-specialty medical center, preferred experience in inpatient and outpatient settings. 

Work requires skill to demonstrate competence in utilizing teaching/learning techniques with patient and staff. Work requires effective verbal and written communication skills and excellent customer service skills. WORKING CONDITIONSWork 

is performed primarily in hospital or clinical environment. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources Administration, or his/her designee.This 

position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status.

PAT NAV LED U1076 Y P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 E 4E3

Guest & Pat Svcs-Cust Acct 

Sup NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationDegree from an 

accredited nursing program, five (5) years general nursing experience, current licensure as Registered Nurse by Board of Nurse Examiners for State of Texas, and a current Basic Life Support (BLS) certification, course accredited by the American 

Heart Association (AHA) or American Red Cross (ARC), are required. Bachelor degree in nursingpreferred. Job DutiesActs as a liaison between the patient, their family and internal and/or external service providers.Develops and implements 

individualized patient navigation plan for patients seeking treatment by facilitation of appointment scheduling, assisting with referral process, providing client education and linking clients with appropriate support services.Creates and 

maintains comprehensive training programs to orient & develop patient navigators.Supervises and facilitates development of patient navigator staff. Ensures that navigator staff has strong background and competence in supporting specific 

disease processes, or areas to which they are assigned.Identifies patient's understanding of medical care/outcome and provides appropriate education and resources to address needs.Promotes teamwork and multidisciplinary care concept to 

patients, staff and faculty.Works in conjunction with individual departments and health system leadership to develop procedures & policies for use by patient navigators in service to specific patient population areas.Promotes the navigation 

program to the UT Southwestern Medical Center (UTSW) community by conducting presentations to staff and faculty.Identifies and maintains a database of appropriate resources for client support.Rounds on identified patients, accessing 

patient and family needs, formulating a plan to meet needs; and to facilitate coordination of care with UT Faculty and community physicians.Duties performed may include one or more of the following core functions: a) Directly interacting 

with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

PAT RECORDS RET SPEC 5574 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4B5 Office-HIM ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

locate and retrieve patient health information at the request of the healthcare team. Accurately uploads external protected patient health information and scans it into the electronic record. Experience and EducationHigh school diploma or 

GED and 3 years healthcare experience is required. Bachelor's degree in related field, preferred.Job DutiesRecord Management FunctionsPerforms various detailed and technical tasks to input and or retrieve patient health information while 

ensuring patient health information is complete, accurate, timely and compliant.Verifies, updates, maintains, and retrieves patient health information in paper and electronic format for authorized personnel.Protects privacy and security of 

medical records to ensure that confidentiality is maintained.Scanning FunctionsPrepares, scans, and indexes protected patient health documentation in the electronic record.Follows strict quality measures of documents scanned into the 

electronic record. ROI functionsTimely corresponds to requests for release of protected patient health information by receipt via telephone, written, and referral while ensuring the appropriate information is released.Executes the timely and 

accurate uploading and burning of external CDs, DVDs, and or printing and digitizing of films upon request. Performs various radiology film library functions upon request including calling and corresponding with patients and other department 

staff via in-person, telephone, email, or fax.Reviews patient health information, process requests (in paper and electronic format) for medical records and coordinate the release of other types of records that comply with organizational and 

department standards, along with HIPAA regulations.Answer and handle inbound calls according to department standards while providing outstanding customer service.Documents and routes customer communications appropriately.Triage 

and problem solve basic concerns utilizing department procedures to meet and exceed customer needs. General FunctionsCultivates a shared vision for the department that is consistent with the UT Southwestern Medical Center (UTSW) vision 

and strategic initiatives by upholding the department Specialist expectations, customer service, professionalism, standards, processes, and other departmental strategies.Duties performed may include one or more of the following core 

functions; a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing, or singularly affecting patient records (including patient 

financial records), or d) Regularly maintaining, modifying, releasing, or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong analytical and critical thinking 

skillsWork requires excellent customer service, interpersonal and communication skills (verbal and written).Work requires organizational skills along with a high level of accuracy and attention to detail.Work requires computer skills and 

experience with Microsoft Office and or various software applicationsWork requires ability to report and problem solve using discretion, judgment, and professionalism.Work requires ability to handle multiple tasks, shoe initiative, and adjust 

to changes as appropriate under a stressful environmentWork requires ability to perform in a conservative, fast-paced and quality driven environmentWork requires ability to comprehend, understand, and follow established policies, 

procedures, and other guidelines of some complexity Work requires self-motivation, maturity, and being a team player. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, 

turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PAT RECORDS RET SPEC U5574 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4B5 Office-HIM ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

locate and retrieve patient health information at the request of the healthcare team. Accurately uploads external protected patient health information and scans it into the electronic record. Experience and EducationHigh school diploma or 

GED and 3 years healthcare experience is required. Bachelor's degree in related field, preferred.Job DutiesRecord Management FunctionsPerforms various detailed and technical tasks to input and or retrieve patient health information while 

ensuring patient health information is complete, accurate, timely and compliant.Verifies, updates, maintains, and retrieves patient health information in paper and electronic format for authorized personnel.Protects privacy and security of 

medical records to ensure that confidentiality is maintained.Scanning FunctionsPrepares, scans, and indexes protected patient health documentation in the electronic record.Follows strict quality measures of documents scanned into the 

electronic record. ROI functionsTimely corresponds to requests for release of protected patient health information by receipt via telephone, written, and referral while ensuring the appropriate information is released.Executes the timely and 

accurate uploading and burning of external CDs, DVDs, and or printing and digitizing of films upon request. Performs various radiology film library functions upon request including calling and corresponding with patients and other department 

staff via in-person, telephone, email, or fax.Reviews patient health information, process requests (in paper and electronic format) for medical records and coordinate the release of other types of records that comply with organizational and 

department standards, along with HIPAA regulations.Answer and handle inbound calls according to department standards while providing outstanding customer service.Documents and routes customer communications appropriately.Triage 

and problem solve basic concerns utilizing department procedures to meet and exceed customer needs. General FunctionsCultivates a shared vision for the department that is consistent with the UT Southwestern Medical Center (UTSW) vision 

and strategic initiatives by upholding the department Specialist expectations, customer service, professionalism, standards, processes, and other departmental strategies.Duties performed may include one or more of the following core 

functions; a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing, or singularly affecting patient records (including patient 

financial records), or d) Regularly maintaining, modifying, releasing, or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong analytical and critical thinking 

skillsWork requires excellent customer service, interpersonal and communication skills (verbal and written).Work requires organizational skills along with a high level of accuracy and attention to detail.Work requires computer skills and 

experience with Microsoft Office and or various software applicationsWork requires ability to report and problem solve using discretion, judgment, and professionalism.Work requires ability to handle multiple tasks, shoe initiative, and adjust 

to changes as appropriate under a stressful environmentWork requires ability to perform in a conservative, fast-paced and quality driven environmentWork requires ability to comprehend, understand, and follow established policies, 

procedures, and other guidelines of some complexity Work requires self-motivation, maturity, and being a team player. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, 

turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



PAT SRVC CHAMPION A1987 Y T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4E1

Guest & Pat Svcs-Pt Svc Rep 

Jr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable EDUCATION AND EXPERIENCEHigh school diploma 

or equivalent. Must be able to read, write and communicate in English. Familiarity with medical terminology. Working knowledge of basic computer software skillsCurrent Basic Life Support (BLS) certification, course accredited by the American 

Heart Association (AHA). Must achieve validation of required core competencies and training within 6 months of employment.DUTIES AND RESPONSIBILITIESProvides a welcoming presence at all entrances. Greets patients, their families and 

guests, in building lobbies or other patient care areas; provides escorts and wheelchair assistance, ensuring patient comfort and safety at all times.Seeks to understand the needs of the internal and external customers; meeting and exceeding 

those needs. Serves as a liaison between patients, their families, friends and our medical staff. Performs other duties as required to provide fast and friendly genuine hospitality. Gives personal attention, takes personal responsibility and uses 

teamwork when providing servicesResponds to patients inquiries for information in person and over the telephone providing information regarding health care services; provides directions to various facilities and services (restrooms, dining, 

etc.).Keeps current on UT Southwestern Campus information in order to answer phones, respond to requests & providing appropriate information as required. Respectfully interacts with emotionally ill patients and family 

members.Demonstrates attention to detail, maintains confidentiality, demonstrates accuracy and thoroughness, follows policies and procedures, follows instructions, responds to leadership direction and arrives to work, meetings and 

appointments on time.Provides assistance with electronic and in person patient check in located at Surgical Check In desk.Communicates changes effectively, prepares and supports those affected by change, monitors transition and evaluates 

results and applies feedback to improve performance. Listens, apologizes, finds a solution and follows through when resolving guest problems. Gives personal attention, takes personal responsibility and uses teamwork when providing guest 

services.Meets with each patient and family to introduce self and patient champion role. Provides business card with phone number to families for communication purposes. Meets with each patient before and after their surgical 

procedure.Communicates information between patients' families and the entire surgical services team.Tracks daily operating room schedule times and provides non-medical updates to families and guests. Updates families at least every two 

hours.Escorts families to PACU, nursing units and cafeteria. As needed, escorts are provided to other locations in the hospital.Offers nourishments to families and guests in the waiting room at least three times per day. Offers nourishments to 

post-operative patients in the Day Surgery Unit after their surgery.Provides emotional support to family members during stressful situations.Shares and escalates any patient or family complaints to management.Assists with updating patient 

preference care cards. If possible, fulfills patient requests.Monitors and purchases supplies for waiting room entertainment and nourishment cart.Prepares the waiting room for family entertainment. (i.e. books, games, magazines)Tracks 

quality data and works with the team to identify opportunities for improvement.If applicable, ensures patient families are informed when physicians request a meeting in the consultation room.Utilize downtime to assist others and/or to 

provide additional supportive measures to patients and/or patients' families within the respective patient care environment and waiting areas. Completes other duties as assigned.**Other Duties: Performs other duties as 

assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires good organizational, reading and writing skills.Work requires a genuine interest in people and customer service. Computer skills are needed to direct patients.WORKING CONDITIONS-

Constant walking, standing, bending, turning, and stooping. Must be willing and comfortable walking extensively, climbing stairs & pushing patients in wheelchairs. -Must be willing and comfortable transferring patients to/from vehicles to 

wheelchairs.**Other Duties: Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.
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Guest & Pat Svcs-Pt Svc Rep 

Jr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable EDUCATION AND EXPERIENCEHigh school diploma 

or equivalent. Must be able to read, write and communicate in English. Familiarity with medical terminology. Working knowledge of basic computer software skillsCurrent Basic Life Support (BLS) certification, course accredited by the American 

Heart Association (AHA) or American Red Cross (ARC). Must achieve validation of required core competencies and training within 6 months of employment.DUTIES AND RESPONSIBILITIESProvides a welcoming presence at all entrances. Greets 

patients, their families and guests, in building lobbies or other patient care areas; provides escorts and wheelchair assistance, ensuring patient comfort and safety at all times.Seeks to understand the needs of the internal and external 

customers; meeting and exceeding those needs. Serves as a liaison between patients, their families, friends and our medical staff. Performs other duties as required to provide fast and friendly genuine hospitality. Gives personal attention, 

takes personal responsibility and uses teamwork when providing servicesResponds to patients inquiries for information in person and over the telephone providing information regarding health care services; provides directions to various 

facilities and services (restrooms, dining, etc.).Keeps current on UT Southwestern Campus information in order to answer phones, respond to requests & providing appropriate information as required. Respectfully interacts with emotionally ill 

patients and family members.Demonstrates attention to detail, maintains confidentiality, demonstrates accuracy and thoroughness, follows policies and procedures, follows instructions, responds to leadership direction and arrives to work, 

meetings and appointments on time.Provides assistance with electronic and in person patient check in located at Surgical Check In desk.Communicates changes effectively, prepares and supports those affected by change, monitors transition 

and evaluates results and applies feedback to improve performance. Listens, apologizes, finds a solution and follows through when resolving guest problems. Gives personal attention, takes personal responsibility and uses teamwork when 

providing guest services.Meets with each patient and family to introduce self and patient champion role. Provides business card with phone number to families for communication purposes. Meets with each patient before and after their 

surgical procedure.Communicates information between patients' families and the entire surgical services team.Tracks daily operating room schedule times and provides non-medical updates to families and guests. Updates families at least 

every two hours.Escorts families to PACU, nursing units and cafeteria. As needed, escorts are provided to other locations in the hospital.Offers nourishments to families and guests in the waiting room at least three times per day. Offers 

nourishments to post-operative patients in the Day Surgery Unit after their surgery.Provides emotional support to family members during stressful situations.Shares and escalates any patient or family complaints to management.Assists with 

updating patient preference care cards. If possible, fulfills patient requests.Monitors and purchases supplies for waiting room entertainment and nourishment cart.Prepares the waiting room for family entertainment. (i.e. books, games, 

magazines)Tracks quality data and works with the team to identify opportunities for improvement.If applicable, ensures patient families are informed when physicians request a meeting in the consultation room.Utilize downtime to assist 

others and/or to provide additional supportive measures to patients and/or patients' families within the respective patient care environment and waiting areas. Completes other duties as assigned.**Other Duties: Performs other duties as 

assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires good organizational, reading and writing skills.Work requires a genuine interest in people and customer service. Computer skills are needed to direct patients.WORKING CONDITIONS-

Constant walking, standing, bending, turning, and stooping. Must be willing and comfortable walking extensively, climbing stairs & pushing patients in wheelchairs. -Must be willing and comfortable transferring patients to/from vehicles to 

wheelchairs.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.
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Guest & Pat Svcs-Pt Svc Rep 

Jr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SUMMARYAs a Patient Services Champion, this 

position promotes UT Southwestern Medical Center as the preferred destination for excellent patient care, outcomes, safety and service.MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEHigh school diploma or equivalent. Must be able to 

read, write and communicate in English. Familiarity with medical terminology. Working knowledge of basic computer software skillsCurrent Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA). Must 

achieve validation of required core competencies and training within 6 months of employment.ESSENTIAL FUNCTIONSProvides a welcoming presence at all entrances. Greets patients, their families and guests, in building lobbies or other 

patient care areas; provides escorts and wheelchair assistance, ensuring patient comfort and safety at all times.Seeks to understand the needs of the internal and external customers; meeting and exceeding those needs. Serves as a liaison 

between patients, their families, friends and our medical staff. Performs other duties as required to provide fast and friendly genuine hospitality. Gives personal attention, takes personal responsibility and uses teamwork when providing 

servicesResponds to patients inquiries for information in person and over the telephone providing information regarding health care services; provides directions to various facilities and services (restrooms, dining, etc.).Keeps current on UT 

Southwestern Campus information in order to answer phones, respond to requests & providing appropriate information as required. Respectfully interacts with emotionally ill patients and family members.Demonstrates attention to detail, 

maintains confidentiality, demonstrates accuracy and thoroughness, follows policies and procedures, follows instructions, responds to leadership direction and arrives to work, meetings and appointments on time.Provides assistance with 

electronic and in person patient check-in at Imaging Services Locations.Communicates changes effectively, prepares and supports those affected by change, monitors transition and evaluates results and applies feedback to improve 

performance. Listens, apologizes, finds a solution and follows through when resolving guest problems. Gives personal attention, takes personal responsibility and uses teamwork when providing guest services.Meets with each patient and 

family to introduce self and patient champion role. Communicates information between patients' families and the entire Imaging Services TeamTracks daily patient appointment schedule times and provides non-medical updates to families 

and guests. Updates families at least every two hours.Provides emotional support to family members during stressful situations.Shares and escalates any patient or family complaints to management.Prepares the waiting room for family 

entertainment. (i.e. books, games, magazines)Tracks quality data and works with the team to identify opportunities for improvement.If applicable, ensures patient families are informed when physicians request a meeting in the consultation 

room.Utilize downtime to assist others and/or to provide additional supportive measures to patients and/or patients' families within the respective patient care environment and waiting areas. Completes other duties as assigned.Performs 

other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires good organizational, reading and writing skills.Work requires a genuine interest in people and customer service. Computer skills are needed to direct patients.WORKING 

CONDITIONS-Constant walking, standing, bending, turning, and stooping. Must be willing and comfortable walking extensively, climbing stairs & pushing patients in wheelchairs. -Must be willing and comfortable transferring patients to/from 

vehicles to wheelchairs.-Must be willing and comfortable working outside in all weather conditions, answering phones, responding to requests & providing campus information, interacting with emotionally ill patients and family members.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions 

of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic information, citizenship status, or 

veteran status.

PATHOLOGIST ASSISTANT 1758 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3F17 Prof Med Services-Path Assist ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableExperience and EducationMaster's degree as 

Pathologists' Assistant, certification or eligible for certification as a Pathologists' Assistant by American Association of Pathologists' Assistants or other recognized accrediting agency. New graduates must be within four (4) months of expected 

graduation date, and in good standing with their accredited program, to be considered for hire, and must be able to successfully pass PA Certification exam within the first 90 days of hire. Job DutiesPreparation, gross description and dissection 

of human tissue surgical specimens including a) assuring appropriate specimen accessioning; b) obtaining pertinent clinical information and history, including scans, x-rays, lab data, etc; c) describing gross anatomic features of surgical 

specimens, preparing tissues for histological processing, obtaining biological samples such as blood, tissue and toxicological material for studies such as flow cytometry, image analysis, immunohistochemistry, etc. and performing requisite 

special procedures; d) preparing and submitting appropriate tissue sections for light microscopy as well as special procedures such as frozen section, electron microscopy and immunoflourescence microscopy; e) photographing appropriate 

specimens and microscopic slides.Assist pathologists or pathology residents in gross and microscopic examination of surgical and autopsy specimens, including specimen photography and tissue blocking. Conferring with the attending 

pathologist(s) to identify any special techniques and procedures to be utilized in the completion of examination (e.g. cultures smears; histochemical, immunofluorescence, toxicological, viral or electron microscopic studies, etc.), and notifying 

all personnel directly involved.Train (under faculty supervision) new residents in performance of autopsy and surgical gross dissections, specimen photography, and trimming in tissue blocks for histology.Coordinates patient care and teaching 

conferences including retrieval of clinical and laboratory data, radiographic studies, pathologic materials and specimen photographs. Assisting in the organization and coordination of anatomic pathology conferences.Maintain banks of fixed 

frozen tissues. Maintain databases of specimens, photographs, conference proceedings, and teaching materials.Develop best practices for surgical pathology specimen processing.Develop and maintain quality control/quality assurance 

programs.Assures proper maintenance of equipment, provision of adequate supplies, and cleanliness of laboratory area.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires proficiency in use of all medical and 

surgical instruments and equipment specific to job duties.Work requires extreme accuracy in all phases of work.Work requires ability to exercise considerable judgment in recording, interpreting, and evaluating medical histories and physical 

data of patients, recommending treatments and medications, counseling patients, and recognizing conditions of patients that require immediate attention of physician.Work requires frequent personal contact with patients to take medical 

histories, conduct physical examinations, and counsel.WORKING CONDITIONSWork is performed primarily in private office or examination room.Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PATIENT ACCESS REPRESENTATIVE I U2115 Y T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4C2 Office-Pat Admiss-Admit Rep ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable The Patient Access Representative I directly 

interacts with patients on the phone and/or in person under direct supervision to support front office business operations in a hospital or hospital based clinic location. They maintain a patient centered attitude at all times, demonstrating 

compassion and empathy for patients and their families. They work as part of an elite team to support UT Southwestern operations and initiatives. They may be required to travel to both on and off-campus locations. This position offers a 

career ladder based on progressive responsibilities and performance. Experience and EducationMINIMUM QUALIFICATIONSHigh school diploma or GED is required1-3 years' experience in a Customer Service field preferred2 years' experience in 

a Clinical/Medical office setting preferredJob DutiesESSENTIAL FUNCTIONSPre-register/Register patients for scheduled/unscheduled services, inpatient/outpatient procedures within all applicable hospital based areas. Interview patient(s) 

and/or their representative at workstation or bedside to obtain demographic/insurance information or verify information already on file. All registrations performed utilizing available up to date technology (i.e. carts/workstation on wheels, 

tablets, etc)Obtain copies of necessary identification and insurance cards. Document appropriate information in the registration system based upon departmental documentation standards.Accurate and timely deployment of legal and 

compliance consent forms and documents.Initiates the Advance Directive process when applicable. Ensures all patients are continually informed of their visit status when services are delayed.Initiate, obtain and/or update insurance verification 

as appropriate for patient services. Coordinate accurate patient data to determine financial obligation. Collection of insurance co-payments, deductible amounts, self-pay deposits and patient balances from the patient/guarantor. Request full 

or partial payment for services rendered according to collection policies.Follows all guidelines set forth in the Cash Handling policy. Produce paperwork on each patient for distribution to appropriate departments. Obtain ABN's and/or non-

covered notice forms when applicable.Learn and maintain up to date knowledge of registration system user operations, front line workflows and policies and proceduresDeliver superior customer service, representing UT Southwestern in a 

positive and professional manner to patients, colleagues and the community following AIDET guidelines.Greets and direct/escort patients and/or visitors to appropriate location, providing information as needed or obtain transport assistance. 

Build rapport and effective communication with internal and external team members to ensure best outcomes for the patient(s) in our careMaintain neatness of waiting area and assigned workspace; keeps area stocked with pamphlets and 

other materials as appropriate. Ensure adequate inventory of items necessary for day-to-day functions of assigned registration location, such as office supplies and patient forms.Release patient records as needed. Knowledge of various 

regulatory agencies: The Joint Commission, Center for Medicare and Medicaid Services, State & Federal Laws, Hospital/Departmental Policies. Meet established department productivity, collections and quality standards. Meets/exceeds 

performance expectations and completes work within the required timeframe. Protects the privacy and security of patient health information to ensure that confidentiality is maintained. Adheres to HIPAA guidelines when contacting 

patient.Work with physician offices, insurance verification, financial counseling and/or patients when an insurance issue becomes apparent. Coordinates with case management, physician's office and/or ancillary department regarding any 

additional information needed on their part to obtain pre-certification and insurance benefitsPractice and adhere to the "Code of Conduct" philosophy, Core Values and "Mission and Value Statement"Search MPI completely to ensure that we 

are using the correct medical record number. Notify HIM for any duplicate unit numbersPerforms other related duties and projects as assigned. This job description should not be considered an exhaustive listing of all duties and responsibilities 

performed in this position. Our practice encourages all employees to develop personal and professional goals for themselves and will provide opportunities for continued growth and development.Maintains a patient centered attitude at all 

times, demonstrating compassion and empathy for patients and their families. ACD Line- monitor and appropriately direct calls and/or assist as necessary.RightFax- monitor and complete registrations/direct faxes as needed. Level Specific 

DutiesKnowledge of policies regarding services, pricing, insurance billing, and payment of account.Monitors the correct patient work queue for the assigned department(s) Schedule walk-in appointments if applicable. **Other Duties: Performs 

other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESLight lifting (requires lifting 20 lbs, with frequent carrying of up to 20 lbs) Good general health and stress coping ability.  Ability to speak and hear to allow discussions with patients, co-

workers and publicPossess near vision acuity for accurate reading of computer screensBasic computer data entry and typing skillsExcellent written and oral communication skillsExcellent internal and external customer service skillsAbility to 

work with confidential information on a daily basisEffective and Efficient Problem SolvingAbility to read and write effectivelyAbility to multitaskType minimum of 35 wpmUnderstand and follow established policies and proceduresExperience 

with Microsoft Office and OutlookExperience with general office equipment (fax, copier, etc.)WORKING CONDITIONSWork is performed while sitting in an office environment, at the patient bedside via workstation on wheels or tablet and/or 

KioskUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

PATIENT ACCESS REPRESENTATIVE II U5325 Y T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4C2 Office-Pat Admiss-Admit Rep ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Patient Access Representative II 

directly interacts with patients on the phone and/or in person under general supervision to perform moderately complex medical front office business operations in an in a hospital or hospital based clinic location. They maintain a patient 

centered attitude at all times, demonstrating compassion and empathy for patients and their families. They work as part of an elite team to support UT Southwestern operations and initiatives. They may be required to travel to both on and 

off-campus locations. This position offers a career ladder based on progressive responsibilities and performance. Experience and EducationHigh school diploma or GED required2-4 years' experience in a customer service setting preferred3 

years' experience in a clinical/medical office setting preferredInternal Applicants: 6 months' experience as a Patient Access Representative I or 6 months' experience as a CSA IExternal Applicants: 6 months' experience in entry-level registration 

in an EPIC environment. Job DutiesPre-register/Register patients for scheduled/unscheduled services, inpatient/outpatient procedures within all applicable hospital based areas. Interview patient(s) and/or their representative at workstation or 

bedside to obtain demographic/insurance information or verify information already on file. All registrations performed utilizing available up to date technology (i.e. carts/workstation on wheels, tablets, etc)Obtain copies of necessary 

identification and insurance cards. Document appropriate information in the registration system based upon departmental documentation standards.Accurate and timely deployment of legal and compliance consent forms and 

documents.Initiates the Advance Directive process when applicable. Ensures all patients are continually informed of their visit status when services are delayed.Initiate, obtain and/or update insurance verification as appropriate for patient 

services. Coordinate accurate patient data to determine financial obligation. Collection of insurance co-payments, deductible amounts, self-pay deposits and patient balances from the patient/guarantor. Request full or partial payment for 

services rendered according to collection policies.Follows all guidelines set forth in the Cash Handling policy. Produce paperwork on each patient for distribution to appropriate departments. Obtain ABN's and/or non-covered notice forms 

when applicable.Learn and maintain up to date knowledge of registration system user operations, front line workflows and policies and proceduresDeliver superior customer service, representing UT Southwestern in a positive and professional 

manner to patients, colleagues and the community following AIDET guidelines.Greets and direct/escort patients and/or visitors to appropriate location, providing information as needed or obtain transport assistance. Build rapport and 

effective communication with internal and external team members to ensure best outcomes for the patient(s) in our careMaintain neatness of waiting area and assigned workspace; keeps area stocked with pamphlets and other materials as 

appropriate. Ensure adequate inventory of items necessary for day-to-day functions of assigned registration location, such as office supplies and patient forms.Release patient records as needed.Knowledge of various regulatory agencies: The 

Joint Commission, Center for Medicare and Medicaid Services, State & Federal Laws, Hospital/Departmental Policies. Meet established department productivity, collections and quality standards. Meets/exceeds performance expectations and 

completes work within the required timeframe.Protects the privacy and security of patient health information to ensure that confidentiality is maintained. Adheres to HIPAA guidelines when contacting patient.Work with physician offices, 

insurance verification, financial counseling and/or patients when an insurance issue becomes apparentCoordinates with case management, physician's office and/or ancillary department regarding any additional information needed on their 

part to obtain pre-certification and insurance benefitsPractice and adhere to the "Code of Conduct" philosophy, Core Values and "Mission and Value Statement"Search MPI completely to ensure that we are using the correct medical record 

number. Notify HIM for any duplicate unit numbersPerforms other related duties and projects as assigned. This job description should not be considered an exhaustive listing of all duties and responsibilities performed in this position. Our 

practice encourages all employees to develop personal and professional goals for themselves and will provide opportunities for continued growth and development.Maintains a patient centered attitude at all times, demonstrating compassion 

and empathy for patients and their families. ACD Line- monitor and appropriately direct calls and/or assist as necessary.RightFax- monitor and complete registrations/direct faxes as needed. Level Specific DutiesUnderstand/explain policies 

regarding services, pricing, insurance billing, and payment of account.- Monitors the correct patient work queue for multiple departments. Cross-trained to register patients in 2 registration areas that are not their home department and/or 2 

Patient Access functionalities. Patient Access Functionalities Registration AreasCashier a. LabScheduling b. ImagingInsurance Verification c. CUH Main AdmissionsFinancial Counseling d. Zale Admissions e. OSC Admissions f. ED 

AdmissionsSchedule walk-in/patient appointments for the primary location if applicable. Knowledge, Skills & AbilitiesGood general health and stress coping ability. Ability to speak and hear to allow discussions with patients, co-workers and 

public Light lifting (requires lifting 20 lbs, with frequent carrying of up to 20 lbs) Possess near vision acuity for accurate reading of computer screensBasic computer data entry and typing skillsExcellent written and oral communication 

skillsExcellent internal and external customer service skillsAbility to work with confidential information on a daily basisEffective and Efficient Problem SolvingAbility to read and write effectivelyAbility to multitaskType minimum of 35 

wpmUnderstand and follow established policies and proceduresThe use of initiative, strong independent judgement, and resourcefulness are inherent in the jobAbility to be virtually self-supervisingAbility to interact with departmental 

PATIENT ACCESS REPRESENTATIVE III A5326 Y T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4C2 Office-Pat Admiss-Admit Rep ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryThe Patient Access Representative III 

directly interacts with patients on the phone and/or in person under minimal supervision to perform complex medical front office business operations in an in a hospital or hospital based clinic location; Perform other duties and projects 

related to clinical business operations as designated by clinic management; Precept and assist with training of new PAR staff. They maintain a patient centered attitude at all times, demonstrating compassion and empathy for patients and 

their families. They work as part of an elite team to support UT Southwestern operations and initiatives. They may be required to travel to both on and off-campus locations. This position offers a career ladder based on progressive 

responsibilities and performance.Experience and EducationHigh School Diploma or GED required3-5 years' experience in a Customer Service setting preferred4 years' experience in a Clinical/Medical Office setting preferredPatient Access 

Representative Career Development Program Requirements: 1 year experience as a Patient Access Representative IIInternal Applicants: 1 year of experience as a Patient Access Representative II, OR 1 year experience as a CSA IIExternal 

Applicants: 1 year of experience in registration in an EPIC environment.Required Certifications/Membership - required within 1 year of promotion/hireCHAA-NAHAMNAHAM - Associate MembershipJob DutiesPre-register/Register patients for 

scheduled/unscheduled services, inpatient/outpatient procedures within all applicable hospital based areas.Interview patient(s) and/or their representative at workstation or bedside to obtain demographic/insurance information or verify 

information already on file. All registrations performed utilizing available up to date technology (i.e. carts/workstation on wheels, tablets, etc)Obtain copies of necessary identification and insurance cards.Document appropriate information in 

the registration system based upon departmental documentation standards.Accurate and timely deployment of legal and compliance consent forms and documents.Initiates the Advance Directive process when applicable. Ensures all patients 

are continually informed of their visit status when services are delayed.Initiate, obtain and/or update insurance verification as appropriate for patient services.Coordinate accurate patient data to determine financial obligation. Collection of 

insurance co-payments, deductible amounts, self-pay deposits and patient balances from the patient/guarantor. Request full or partial payment for services rendered according to collection policies.Follows all guidelines set forth in the Cash 

Handling policy. Produce paperwork on each patient for distribution to appropriate departments.Obtain ABN's and/or non-covered notice forms when applicable.Learn and maintain up to date knowledge of registration system user operations, 

front line workflows and policies and proceduresDeliver superior customer service, representing UT Southwestern in a positive and professional manner to patients, colleagues and the community following AIDET guidelines.Greets and 

direct/escort patients and/or visitors to appropriate location, providing information as needed or obtain transport assistance.Build rapport and effective communication with internal and external team members to ensure best outcomes for 

the patient(s) in our careMaintain neatness of waiting area and assigned workspace; keeps area stocked with pamphlets and other materials as appropriate. Ensure adequate inventory of items necessary for day-to-day functions of assigned 

registration location, such as office supplies and patient forms.Release patient records as needed.Knowledge of various regulatory agencies: The Joint Commission, Center for Medicare and Medicaid Services, State & Federal Laws, 

Hospital/Departmental Policies.Meet established department productivity, collections and quality standards.Meets/exceeds performance expectations and completes work within the required timeframe.Protects the privacy and security of 

patient health information to ensure that confidentiality is maintained. Adheres to HIPAA guidelines when contacting patient.Work with physician offices, insurance verification, financial counseling and/or patients when an insurance issue 

becomes apparent-Coordinates with case management, physician's office and/or ancillary department regarding any additional information needed on their part to obtain pre-certification and insurance benefitsPractice and adhere to the 

"Code of Conduct" philosophy, Core Values and "Mission and Value Statement"Search MPI completely to ensure that we are using the correct medical record number. Notify HIM for any duplicate unit numbersPerforms other related duties 

and projects as assigned. This job description should not be considered an exhaustive listing of all duties and responsibilities performed in this position. Our practice encourages all employees to develop personal and professional goals for 

themselves and will provide opportunities for continued growth and development.Maintains a patient centered attitude at all times, demonstrating compassion and empathy for patients and their families.ACD Line- monitor and appropriately 

direct calls and/or assist as necessary.RightFax- monitor and complete registrations/direct faxes as needed.Level Specific DutiesUnderstand/explain policies regarding services, pricing, insurance billing, and payment of account.-Monitors the 

correct patient work queue for multiple departments as assigned and do additional research into problem accounts ensuring that each account is resolved in a timely manner.Cross-trained to register patients in 4 registration areas that are not 

their home department and/or 4 Patient Access functionalities.Patient Access Functionalities Registration AreasCashier a. LabScheduling b. ImagingInsurance Verification c. CUH Main AdmissionsFinancial Counseling d. Zale Admissions  e. OSC 

Admissions f. ED AdmissionsEPIC super-user to be involved in EPIC leadership training and user acceptance testing.Demonstrates ongoing competency skills including above level problem solving skills and decision- making abilities.Precept and 

assist with training of new PAR staffAssist with doing the daily deposit.Assist with training existing staff on new processes.Schedule walk-in/patient appointments for multiple locations if applicable.Knowledge, Skills & AbilitiesGood general 

PATIENT ACCESS REPRESENTATIVE III U5326 Y T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4C2 Office-Pat Admiss-Admit Rep ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Patient Access Representative III 

directly interacts with patients on the phone and/or in person under minimal supervision to perform complex medical front office business operations in an in a hospital or hospital based clinic location; Perform other duties and projects 

related to clinical business operations as designated by clinic management; Precept and assist with training of new PAR staff. They maintain a patient centered attitude at all times, demonstrating compassion and empathy for patients and 

their families. They work as part of an elite team to support UT Southwestern operations and initiatives. They may be required to travel to both on and off-campus locations. This position offers a career ladder based on progressive 

responsibilities and performance. Experience and EducationHigh School Diploma or GED required3-5 years' experience in a Customer Service setting preferred4 years' experience in a Clinical/Medical Office setting preferredPatient Access 

Representative Career Development Program Requirements: 1 year experience as a Patient Access Representative IIInternal Applicants: 1 year of experience as a Patient Access Representative II, OR 1 year experience as a CSA IIExternal 

Applicants: 1 year of experience in registration in an EPIC environment. Required Certifications/Membership - required within 1 year of promotion/hireCHAA-NAHAM NAHAM - Associate MembershipJob DutiesPre-register/Register patients for 

scheduled/unscheduled services, inpatient/outpatient procedures within all applicable hospital based areas. Interview patient(s) and/or their representative at workstation or bedside to obtain demographic/insurance information or verify 

information already on file. All registrations performed utilizing available up to date technology (i.e. carts/workstation on wheels, tablets, etc)Obtain copies of necessary identification and insurance cards. Document appropriate information in 

the registration system based upon departmental documentation standards.Accurate and timely deployment of legal and compliance consent forms and documents.Initiates the Advance Directive process when applicable. Ensures all patients 

are continually informed of their visit status when services are delayed.Initiate, obtain and/or update insurance verification as appropriate for patient services. Coordinate accurate patient data to determine financial obligation. Collection of 

insurance co-payments, deductible amounts, self-pay deposits and patient balances from the patient/guarantor. Request full or partial payment for services rendered according to collection policies.Follows all guidelines set forth in the Cash 

Handling policy. Produce paperwork on each patient for distribution to appropriate departments. Obtain ABN's and/or non-covered notice forms when applicable.Learn and maintain up to date knowledge of registration system user 

operations, front line workflows and policies and proceduresDeliver superior customer service, representing UT Southwestern in a positive and professional manner to patients, colleagues and the community following AIDET guidelines.Greets 

and direct/escort patients and/or visitors to appropriate location, providing information as needed or obtain transport assistance. Build rapport and effective communication with internal and external team members to ensure best outcomes 

for the patient(s) in our careMaintain neatness of waiting area and assigned workspace; keeps area stocked with pamphlets and other materials as appropriate. Ensure adequate inventory of items necessary for day-to-day functions of assigned 

registration location, such as office supplies and patient forms.Release patient records as needed.Knowledge of various regulatory agencies: The Joint Commission, Center for Medicare and Medicaid Services, State & Federal Laws, 

Hospital/Departmental Policies. Meet established department productivity, collections and quality standards. Meets/exceeds performance expectations and completes work within the required timeframe. Protects the privacy and security of 

patient health information to ensure that confidentiality is maintained. Adheres to HIPAA guidelines when contacting patient.Work with physician offices, insurance verification, financial counseling and/or patients when an insurance issue 

becomes apparent- Coordinates with case management, physician's office and/or ancillary department regarding any additional information needed on their part to obtain pre-certification and insurance benefitsPractice and adhere to the 

"Code of Conduct" philosophy, Core Values and "Mission and Value Statement"Search MPI completely to ensure that we are using the correct medical record number. Notify HIM for any duplicate unit numbers Performs other related duties 

and projects as assigned. This job description should not be considered an exhaustive listing of all duties and responsibilities performed in this position. Our practice encourages all employees to develop personal and professional goals for 

themselves and will provide opportunities for continued growth and development.Maintains a patient centered attitude at all times, demonstrating compassion and empathy for patients and their families. ACD Line- monitor and appropriately 

direct calls and/or assist as necessary.RightFax- monitor and complete registrations/direct faxes as needed. Level Specific DutiesUnderstand/explain policies regarding services, pricing, insurance billing, and payment of account.- Monitors the 

correct patient work queue for multiple departments as assigned and do additional research into problem accounts ensuring that each account is resolved in a timely manner. Cross-trained to register patients in 4 registration areas that are 

not their home department and/or 4 Patient Access functionalities. Patient Access Functionalities Registration AreasCashier a. LabScheduling b. ImagingInsurance Verification c. CUH Main AdmissionsFinancial Counseling d. Zale Admissions  e. 

OSC Admissions f. ED AdmissionsEPIC super-user to be involved in EPIC leadership training and user acceptance testing.Demonstrates ongoing competency skills including above level problem solving skills and decision- making abilities.Precept 

and assist with training of new PAR staffAssist with doing the daily deposit.Assist with training existing staff on new processes. Schedule walk-in/patient appointments for multiple locations if applicable. Knowledge, Skills & AbilitiesGood 



PATIENT CARE TECHNICIAN U6204 P11 $33,145.00 $41,358.00 $52,562.00 $2,762.08 $3,446.50 $4,380.17 $127.48 $159.07 $202.16 $15.94 $19.88 $25.27 N 5E7 Medical Technician-Pat Care ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent. Must be able to read, write and communicate in English. Familiarity with medical terminology. Working knowledge of basic computer software skills.One year acute care inpatient hospital experience in the role preferred, or a 

certified nursing assistant certificate and experience in the role, or completed the PCT residency at UT Southwestern Medical Center, or completed Nursing Fundamentals and skills course in nursing school.Current Basic Life Support (BLS) 

certification, course accredited by the American Heart Association (AHA) or American Red Job Duties1. Provide patient care under the direction of nursing staff being certain to only perform tasks in which training and/or competency has been 

validated.2. Collect, monitor, and document pertinent data relating to patient fuctioning and care to include but not limited to: intake and output, weight, temperature, pulse, respirations, and blood pressure. Recognizes and immediately 

reports values outside normal parameters to the nurse.3. Perform patient rounding being sure to report any changes in a patient's condition or behavior immediately to the nurse. Seeks assistance and guidance as needed to ensure that 

patient care is delivered in a safe, high quality and effective manner at all times.4. Assess, identify, and monitor environmental, patient, and the patient's family needs in a respectful, positive, and timely manner to achieve satisfaction.5. 

Perform basic hygiene care in accordance with the Department of Nursing policies, procedures and unit standards to include but not limited to pericare, oral care, daily hygiene, linen changes, skin changes, and foley care .6. Transfer and 

transport patients in accordance with policies and procedures with specific consideration to age-specific and safety needs. 7. Resolve patient concerns by initiating service recovery and immediately escalating patient, family, visitors and staff 

concerns through the chain of command.8. Build meaning and sustainable relationships of trust through open and interactive communication with members of the healthcare team.9. Prepare, update, and disseminate reports at the change of 

shift and when changes are noted in the patient's condition.10. Support the administrative and clinical operations of assigned practice environment.11. Orient new staff and students to work areas. Collaborates with other nursing staff and 

hospital employees to create an environment that is conducive to the retention of qualified personnel.12. Utilize downtime to assist others and/or to provide additional supportive measures to patients and/or patients' families within the 

respective patient care environment. Completes other duties as assigned. Performs in the role of sitter as needed, documents as required.13. Maintain current compliance with ongoing annual education requirements (modules, classes and 

competencies).**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

Patient Care Technician Resident U6208 P11 $33,145.00 $41,358.00 $52,562.00 $2,762.08 $3,446.50 $4,380.17 $127.48 $159.07 $202.16 $15.94 $19.88 $25.27 N 8D Doctoral Residents ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent. Must be able to read, write and communicate in English. Familiarity with medical terminology. Working knowledge of basic computer software skills. 0-3years of acute care inpatient hospital; Certification as a medical assistant, 

nursing assistant, or patient care technician preferredMust achieve validation of required core competencies and training through the Patient Care Technician Residency Program.Job Duties1. Provide patient care under the direction of nursing 

staff being certain to only perform tasks in which training and/or competency has been validated.2. Collect, monitor, and document pertinent data relating to patient fuctioning and care to include but not limited to: intake and output, weight, 

temperature, pulse, respirations, and blood pressure. Recognizes and immediately reports values outside normal parameters to the nurse.3. Perform patient rounding being sure to report any changes in a patient's condition or behavior 

immediately to the nurse. Seeks assistance and guidance as needed to ensure that patient care is delivered in a safe, high quality and effective manner at all times.4. Assess, identify, and monitor environmental, patient, and the patient's family 

needs in a respectful, positive, and timely manner to achieve satisfaction.5. Perform basic hygiene care in accordance with the Department of Nursing policies, procedures and unit standards to include but not limited to pericare, oral care, daily 

hygiene, linen changes, skin changes, and foley care .6. Transfer and transport patients in accordance with policies and procedures with specific consideration to age-specific and safety needs. 7. Resolve patient concerns by initiating service 

recovery and immediately escalating patient, family, visitors and staff concerns through the chain of command.8. Build meaning and sustainable relationships of trust through open and interactive communication with members of the 

healthcare team.9. Prepare, update, and disseminate reports at the change of shift and when changes are noted in the patient's condition.10. Support the administrative and clinical operations of assigned practice environment.11. Orient new 

staff and students to work areas. Collaborates with other nursing staff and hospital employees to create an environment that is conducive to the retention of qualified personnel.12. Utilize downtime to assist others and/or to provide 

additional supportive measures to patients and/or patients' families within the respective patient care environment. Completes other duties as assigned. Performs in the role of sitter as needed, documents as required.13. Maintain current 

compliance with ongoing annual education requirements (modules, classes and competencies).**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

PATIENT EXPERIENCE CURATOR 5327 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4C2 Office-Pat Admiss-Admit Rep ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWith general supervision, the Patient 

Experience Curator serves as an essential member of the patient services team for all patients and guests. The position is a resource for ensuring patients access their care in a seamless and uncomplicated manner. Provides navigation support 

to patients, ensuring they are escorted to the correct appointment location or the next step of their registration process. The position also evaluates data and service improvement opportunities acting as an information resource and a patient 

advocate.Experience and EducationHigh School Diploma or GED required3-5 years' experience in a Customer Service setting preferredCHAA - NAHAM required within 1 year of promotion/hireJob DutiesPromotes a positive patient experience by 

welcoming patients and visitors in a professional manner.Provides exceptional customer service, communicating effectively with patients, visitors, and staff.Answers patient and visitor questions Provides concierge-type support by assisting 

the patient in arranging for transportation/escort needs throughout the facility. Provides thorough follow-up regarding patient question and/or concerns.Assists with escorts and wheelchair assistance, ensuring patient comfort and safety at all 

times.Responds to patients' inquiries for information in person and over the telephone providing information regarding health care services, and directions to various facilities and services.Acts with urgency to address issues and anticipate 

customer and/or patient needs. Provide leadership with immediate feedback regarding negative patient experiences and/or patient concerns.Oversees the daily activities of the front desk and lobby areas, including organization, stocking 

supplies and general tidiness.Adheres to established standard work processes and utilizes identified communication tools to ensure a consistent and exceptional patient experienceDetermines when to ask for assistance. Identifies areas where 

patient experience or throughput may be negatively impacted and work in partnership with the leadership team to find and implement a solution. Works in a collaborative manner with peers and other hospital departments; attend meetings 

and actively participate.Demonstrates ongoing competency skills, above level problem solving skills and decision-making abilities. Utilizes downtime to assist others and/or provide additional supportive measures to patients and visitors. 

Performs other duties as assignedKnowledge, Skills & AbilitiesWork requires good general health and stress coping ability.Work requires ability to stand and/or walk for entirety of the workday. Work requires ability to speak and hear to allow 

discussions with patients, co-workers and public.Work requires possession of near vision acuity for accurate reading of computer screens.Work requires basic computer data entry and typing skills.Work requires excellent written and oral 

communication skills.Work requires excellent internal and external customer service skills.Work requires the ability to work with confidential information on a daily basis, effective and efficient problem-solving skills.Work requires ability to 

read and write effectively.Work requires ability to multitask.Work requires the understanding and following established policies and procedures.Work requires strong analytical skills.Work requires use of initiative, strong independent 

judgement, and resourcefulness.Work requires ability to be self-supervising.Work requires ability to interact and communicate effectively in all patient and department interactions.Work requires ability to identify needs and develop policies 

and procedures for use within the department. Work requires experience with Microsoft Office and Outlook.Working ConditionsWork is performed while standing in an office environment, at the patient bedside via workstation on wheels or 

tablet and/or Kiosk; light lifting (requires lifting 20 lbs., with frequent carrying of up to 20 lbs.).UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

PATIENT EXPERIENCE CURATOR U5327 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4C2 Office-Pat Admiss-Admit Rep ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryIn this role, the Patient Experience Curator 

serves as an essential member of the Patient Access Services team at UTSW. The Patient Experience Curator will be responsible as a resource for ensuring patients access their care in a seamless and uncomplicated manner. The job role is 

dynamic and requires extensive walking and standing throughout the entire shift. The Patient Experience Curator will provide support to various parts of Patient Access, via check-in support, supply replenishment, monitoring brochure stock 

and electronic record documentation, including scanning. The Patient Experience Curator will provide navigation support to patients, ensuring they are escorted to the correct appointment location or the next step of their registration process. 

The Patient Experience Curator must maintain a patient centered attitude at all times, demonstrating compassion and empathy for patients and their families. The position also evaluates data and service improvement opportunities acting as 

an information resource and a patient advocate. The Patient Experience Curator will be expected to exercise significant independent judgement and effectively coordinate with the remainder of the Patient Access Services team.Experience and 

EducationHigh School Diploma or GED required3-5 years' experience in a Customer Service setting preferredAssociate's Degree or two years of college preferred; can substitute college with a minimum of 4 years clinical/medical office 

experienceLICENSES/CERTIFICATIONSCHAA - NAHAM required within 1 year of promotion/hireJob DutiesPromote a positive patient experience by welcoming patients and family members in a professional mannerAnswer patient and visitor 

questions Sign in 80%-85% of patients seen in assigned location during working hours.Oversee the daily activities of the front desk and lobby areas, including tidiness of the area and ensuring coffee stations are stocked, fresh and replenished 

as required by the location.Conduct lobby rounding to ensure patients are made aware of wait time expectations.Encourage and assist with enrollment into the Patient Portal.Provide regular patient flow updates to Patient Access 

LeadershipExplain policies regarding services, charges, insurance billing, and payment of accountExhibits strong customer service, the ability to communicate with every level of patient, visitor or staff, and critical thinking skills in response to 

patient and care team inquires and requestsContinually monitors appointment schedules throughout the day ensuring patients are accessing care at their scheduled appointment timeAdheres to established standard work processes and 

utilizes identified communication tools to ensure a consistent and exceptional patient experienceExhibits Advanced computer skills and ability to utilize multiple applications to support accurate and timely check-in at Kiosk or in-person, exam 

room check-out, scheduling, and revenue cycle activities related to insurance verification, pre-certification, authorization and collections as requiredProvides concierge-type support by assisting the patient in arranging for transportation/escort 

needs throughout the facility. Coordinates interpreter services.Responsible for maintaining adequate supply of brochures and lobby coffee supplies throughout the day. Provides effective follow-through and follow-up regarding patient 

questions and/or concerns. Acts with urgency to address issues and anticipates customer and/or patient needs. Provides leadership with immediate feedback regarding negative patient experiences and/or patient concerns.Takes accountability 

in their role to ensure positive patient experiences overall.Effectively engages with clinical team members to promote ease of access and patient throughput. Responsible to identify areas where patient experience or throughput may be 

negatively impacted and alert leadership team immediately. Work in partnership with the leadership team to find and implement a solution. Register/pre-register patients for scheduled/unscheduled services, inpatient/outpatient procedures 

and emergency services. Interviews patients and/or their representative to obtain personal/demographic information or verify information already on file, including contact, emergency numbers and insurance information. Verifies that patient 

has been properly identified to prevent multiple medical record numbers campus wide. Ensures accurate and timely deployment of legal, ethical and compliance consent forms and documents. Initiate, obtain and/or update verification and pre-

certification as appropriate for patient services for each patient account.Coordinate accurate patient data to determine financial obligation. Collection of insurance co-payments, deductible amounts, self-pay deposits and patient balances from 

the patient/guarantor Request full or partial payment for services rendered according to collection policies. Document appropriate information in the registration system based upon departmental documentation standards.Works in a 

collaborative manner with peers and other hospital departments; attends meetings and actively participates.Demonstrates ongoing competency skills including age-specific competencies, above level problem solving skills and decision-making 

abilities. Ability to communicate verbally with all levels of associates and management and with physicians. Monitors the correct patient work queue for the assigned department(s) Ability to work in a fast-paced environment Perform other 

duties as assignedKnowledge, Skills & AbilitiesGood general health and stress coping ability.Ability to stand and/or walk for entirety of the work day. Ability to speak and hear to allow discussions with patients, co-workers and public Light 

lifting (requires lifting 20 lbs, with frequent carrying of up to 20 lbs) Possess near vision acuity for accurate reading of computer screensBasic computer data entry and typing skillsExcellent written and oral communication skillsExcellent 

internal and external customer service skillsAbility to work with confidential information on a daily basisEffective and Efficient Problem SolvingAbility to read and write effectivelyAbility to multitaskType minimum of 35 wpmUnderstand and 

follow established policies and proceduresStrong Analytical SkillsThe use of initiative, strong independent judgement, and resourcefulness are inherent in the jobAbility to be self-supervisingAbility to interact and communicate effectively in all 

PATIENT FINANCIAL  ADVISOR I 2121 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G8 Prof Fee Sched/Bill-Fin Couns INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOperates with limited oversight and 

guidance to provide financial counseling and clearance to patients that occurs within one department.Experience and EducationHigh school diploma with four (4) years of financial counselor or equivalent experienceAssociate degree with two 

(2) years of financial counselor or equivalent experienceBachelor's degree with no experienceJob DutiesProvide financial counseling for patients within one department. Responsible for confirming patient insurance eligibility and providing 

benefits review. Reviews benefits to ensure that organization and patient understand the extent of coverage for services.Accurately utilizes cost estimate technology to create cost estimates for services and communicates estimated costs to 

patients and other affected parties.Accurately posts payments and assists in the creation of payment plans for upcoming services and/or outstanding balances.Responsible for reviewing account details for patient education and/or correction. 

Reviews balances and communicates to patient and other affected parties about outstanding balances. Assists patients in resolving account questions and concerns.Responsible for coordinating and completing financial assistance application 

for charity care program.Responsible for understanding the revenue cycle, including all involved parties and appropriate escalation pathways.Knowledge of various regulatory agencies: JCAHO, Medicare/Medicaid Laws, State & Federal Laws, 

Hospital/Departmental Policies.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) 

Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties 

as assigned.Knowledge, Skills & AbilitiesWork requires proficient knowledge of computers and office equipment. Possess near vision acuity for accurate reading of computer screens.Work requires ability to coordinate and work 

independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to work with 

confidential information on daily basis.Work requires good organizational skills. Work requires excellent internal and external customer service skillsWork requires the use of initiative, strong independent judgement, and resourcefulness are 

inherent in the jobWork requires the ability to develop and recommend policies and procedures for approval by supervisorWorking ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

PATIENT FINANCIAL ADVISOR I A2121 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G8 Prof Fee Sched/Bill-Fin Couns INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOperates with limited oversight and 

guidance to provide financial counseling and clearance to patients that occurs within one department.Experience and EducationHigh school diploma with four (4) years of financial counselor or equivalent experienceAssociate degree with two 

(2) years of financial counselor or equivalent experienceBachelor's degree with no experienceJob DutiesProvide financial counseling for patients within one department. Responsible for confirming patient insurance eligibility and providing 

benefits review. Reviews benefits to ensure that organization and patient understand the extent of coverage for services.Accurately utilizes cost estimate technology to create cost estimates for services and communicates estimated costs to 

patients and other affected parties.Accurately posts payments and assists in the creation of payment plans for upcoming services and/or outstanding balances.Responsible for reviewing account details for patient education and/or correction. 

Reviews balances and communicates to patient and other affected parties about outstanding balances. Assists patients in resolving account questions and concerns.Responsible for coordinating and completing financial assistance application 

for charity care program.Responsible for understanding the revenue cycle, including all involved parties and appropriate escalation pathways.Knowledge of various regulatory agencies: JCAHO, Medicare/Medicaid Laws, State & Federal Laws, 

Hospital/Departmental Policies.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) 

Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties 

as assigned.Knowledge, Skills & AbilitiesWork requires proficient knowledge of computers and office equipment. Possess near vision acuity for accurate reading of computer screens.Work requires ability to coordinate and work 

independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to work with 

confidential information on daily basis.Work requires good organizational skills. Work requires excellent internal and external customer service skillsWork requires the use of initiative, strong independent judgement, and resourcefulness are 

inherent in the jobWork requires the ability to develop and recommend policies and procedures for approval by supervisorWorking ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

PATIENT FINANCIAL ADVISOR I U2121 Y T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G8 Prof Fee Sched/Bill-Fin Couns INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOperates with limited oversight and 

guidance to provide financial counseling and clearance to patients that occurs within one department.Experience and EducationHigh school diploma with four (4) years of financial counselor or equivalent experienceAssociate degree with two 

(2) years of financial counselor or equivalent experienceBachelor's degree with no experienceJob DutiesProvide financial counseling for patients within one department. Responsible for confirming patient insurance eligibility and providing 

benefits review. Reviews benefits to ensure that organization and patient understand the extent of coverage for services.Accurately utilizes cost estimate technology to create cost estimates for services and communicates estimated costs to 

patients and other affected parties.Accurately posts payments and assists in the creation of payment plans for upcoming services and/or outstanding balances.Responsible for reviewing account details for patient education and/or correction. 

Reviews balances and communicates to patient and other affected parties about outstanding balances. Assists patients in resolving account questions and concerns.Responsible for coordinating and completing financial assistance application 

for charity care program.Responsible for understanding the revenue cycle, including all involved parties and appropriate escalation pathways.Knowledge of various regulatory agencies: JCAHO, Medicare/Medicaid Laws, State & Federal Laws, 

Hospital/Departmental Policies.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) 

Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties 

as assigned.Knowledge, Skills & AbilitiesWork requires proficient knowledge of computers and office equipment. Possess near vision acuity for accurate reading of computer screens.Work requires ability to coordinate and work 

independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to work with 

confidential information on daily basis.Work requires good organizational skills. Work requires excellent internal and external customer service skillsWork requires the use of initiative, strong independent judgement, and resourcefulness are 

inherent in the jobWork requires the ability to develop and recommend policies and procedures for approval by supervisorWorking ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

PATIENT FINANCIAL ADVISOR II 2122 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G8 Prof Fee Sched/Bill-Fin Couns INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOperates with limited oversight and 

guidance to provide financial counseling and clearance to patients that occur across two or more revenue locations.Experience and EducationHigh school diploma with five (5) years of financial counselor or equivalent experienceAssociate 

degree with three (3) years of financial counselor or equivalent experienceBachelor's degree with one (1) year of financial counselor or equivalent experienceJob DutiesProvides complex financial counseling for services that occur across two or 

more revenue locations.Provides training to Financial Wellness Advisor I's and other employees as needed related to financial counseling services.Responsible for confirming patient insurance eligibility and providing complex benefits review in 

support of multiple revenue locations for single visits and extended episodes of care. Reviews benefits to ensure that organization and patient understand the extent of coverage for services. Assists with prior authorization requests when 

appropriate to expedite access to services.Provides combined cost estimates for facility and professional services. Accurately utilizes cost estimate technology to create cost estimates for services and communicates estimated costs to patients 

and other affected parties.Accurately posts payments and creates payment plans for upcoming services and/or outstanding balances.Responsible for reviewing account details for patient education and/or correction:Reviews balances and 

communicates to patient and other affected parties about outstanding balances.Assists patients in resolving account questions and concerns.Correctly identifies and advises patient on options to resolve bad debt balances.Advises patient 

about financial and special entitlement programs (such as charity programs, drug assistance programs, and other patient assistance options). Responsible for coordinating and completing financial assistance application for charity care 

programResponsible for understanding the revenue cycle, including all involved parties and appropriate escalation pathways.Knowledge of various regulatory agencies: JCAHO, Medicare/Medicaid Laws, State & Federal Laws, 

Hospital/Departmental Policies.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) 

Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties 

as assigned.Knowledge, Skills & AbilitiesWork requires proficient knowledge of computers and office equipment. Possess near vision acuity for accurate reading of computer screens.Work requires ability to coordinate and work 

independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to work with 

confidential information on daily basis.Work requires good organizational skills. Work requires excellent internal and external customer service skillsWork requires the use of initiative, strong independent judgement, and resourcefulness are 

inherent in the jobWork requires the ability to develop and recommend policies and procedures for approval by supervisorWorking ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.
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SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOperates with limited oversight and 

guidance to provide financial counseling and clearance to patients that occur across two or more revenue locations.Experience and EducationHigh school diploma with five (5) years of financial counselor or equivalent experienceAssociate 

degree with three (3) years of financial counselor or equivalent experienceBachelor's degree with one (1) year of financial counselor or equivalent experienceJob DutiesProvides complex financial counseling for services that occur across two or 

more revenue locations.Provides training to Financial Wellness Advisor I's and other employees as needed related to financial counseling services.Responsible for confirming patient insurance eligibility and providing complex benefits review in 

support of multiple revenue locations for single visits and extended episodes of care. Reviews benefits to ensure that organization and patient understand the extent of coverage for services. Assists with prior authorization requests when 

appropriate to expedite access to services.Provides combined cost estimates for facility and professional services. Accurately utilizes cost estimate technology to create cost estimates for services and communicates estimated costs to patients 

and other affected parties.Accurately posts payments and creates payment plans for upcoming services and/or outstanding balances.Responsible for reviewing account details for patient education and/or correction:Reviews balances and 

communicates to patient and other affected parties about outstanding balances.Assists patients in resolving account questions and concerns.Correctly identifies and advises patient on options to resolve bad debt balances.Advises patient 

about financial and special entitlement programs (such as charity programs, drug assistance programs, and other patient assistance options). Responsible for coordinating and completing financial assistance application for charity care 

programResponsible for understanding the revenue cycle, including all involved parties and appropriate escalation pathways.Knowledge of various regulatory agencies: JCAHO, Medicare/Medicaid Laws, State & Federal Laws, 

Hospital/Departmental Policies.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) 

Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties 

as assigned.Knowledge, Skills & AbilitiesWork requires proficient knowledge of computers and office equipment. Possess near vision acuity for accurate reading of computer screens.Work requires ability to coordinate and work 

independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to work with 

confidential information on daily basis.Work requires good organizational skills. Work requires excellent internal and external customer service skillsWork requires the use of initiative, strong independent judgement, and resourcefulness are 

inherent in the jobWork requires the ability to develop and recommend policies and procedures for approval by supervisorWorking ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.
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SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOperates with limited oversight and 

guidance to provide financial counseling and clearance to patients that occur across two or more revenue locations.Experience and EducationHigh school diploma with five (5) years of financial counselor or equivalent experienceAssociate 

degree with three (3) years of financial counselor or equivalent experienceBachelor's degree with one (1) year of financial counselor or equivalent experienceJob DutiesProvides complex financial counseling for services that occur across two or 

more revenue locations.Provides training to Financial Wellness Advisor I's and other employees as needed related to financial counseling services.Responsible for confirming patient insurance eligibility and providing complex benefits review in 

support of multiple revenue locations for single visits and extended episodes of care. Reviews benefits to ensure that organization and patient understand the extent of coverage for services. Assists with prior authorization requests when 

appropriate to expedite access to services.Provides combined cost estimates for facility and professional services. Accurately utilizes cost estimate technology to create cost estimates for services and communicates estimated costs to patients 

and other affected parties.Accurately posts payments and creates payment plans for upcoming services and/or outstanding balances.Responsible for reviewing account details for patient education and/or correction:Reviews balances and 

communicates to patient and other affected parties about outstanding balances.Assists patients in resolving account questions and concerns.Correctly identifies and advises patient on options to resolve bad debt balances.Advises patient 

about financial and special entitlement programs (such as charity programs, drug assistance programs, and other patient assistance options). Responsible for coordinating and completing financial assistance application for charity care 

programResponsible for understanding the revenue cycle, including all involved parties and appropriate escalation pathways.Knowledge of various regulatory agencies: JCAHO, Medicare/Medicaid Laws, State & Federal Laws, 

Hospital/Departmental Policies.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) 

Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties 

as assigned.Knowledge, Skills & AbilitiesWork requires proficient knowledge of computers and office equipment. Possess near vision acuity for accurate reading of computer screens.Work requires ability to coordinate and work 

independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to work with 

confidential information on daily basis.Work requires good organizational skills. Work requires excellent internal and external customer service skillsWork requires the use of initiative, strong independent judgement, and resourcefulness are 

inherent in the jobWork requires the ability to develop and recommend policies and procedures for approval by supervisorWorking ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.
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SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOperates with limited oversight and 

guidance to provide financial counseling and clearance of a complex nature to patients for services that occur across the health system.Experience and EducationHigh school diploma with seven (7) years of financial counselor or equivalent 

experienceAssociate degree with five (5) years of financial counselor or equivalent experienceBachelor's degree with three (3) years of financial counselor or equivalent experienceRequired Certifications/Membership-within 1 year of 

promotion/hire Certified Healthcare Access Associate (CHAA) and National Association of Healthcare Access Management (NAHAM) membership.Job DutiesProvides complex financial counseling for services that occur across the health system, 

including inpatient, outpatient, surgical, Emergency Department, etc.Provides training and support for new hires and junior employees on all aspects of financial counseling, benefits review, cost estimates, payment posting, and account 

review.Responsible for confirmation of insurance eligibility, benefits education and verification:Responsible for providing complex benefits review in support of multiple service lines and departments within the health system for single visits 

and extended episodes of care.Reviews benefits of a complex nature (facility and professional, entire episodes of care, etc.) to ensure that organization and patient understand the extent of coverage for services.Contacts third party payors to 

clarify benefits for services and assists in the identification and coordination of authorization, pre-certification, letters of agreement, etc. May initiate prior authorization requests as appropriate to expedite patient access to 

services.Coordinates with multiple resources and teams (including patient care, claims review, denial management, account resolutions, etc.) to identify, update, and resolve benefits issues.Facilitates cost estimates for services:Provides 

combined cost estimates for facility and professional services, including DRGs, add-on codes, and considerations for length of stay, skilled nursing facilities, and limited benefits scenarios (like Managed Medicare allowable adjustments). 

Accurately utilizes cost estimate technology to create cost estimates for services.Communicates estimated costs to patients and other affected parties.Coordinates with multiple resources and teams (including technology support, managed 

care contracting, etc.) to identify, update and resolve issues related to fee schedules, reimbursements, and other issues affecting estimate quality.Able to post payments and create payment plans:Creates payment plans for multiple service 

lines and departments within the health system.Accurately posts patient payments to the system for upcoming services and/or outstanding balances.Responsible for reviewing account details for patient education and/or correction:Reviews 

balances and communicates to patient and other affected parties about outstanding balances.Assists patients in resolving account questions and concerns.Correctly identifies bad debt balances and the corresponding collection agencies; posts 

payments to bad debt and recalls accounts from collection agency appropriately.Reviews patient propensity to pay, account credits, and denials to evaluate patient account status and assist patient in considering financial options.Responsible 

for coordinating and completing specific financial and special entitlement programs (such as charity programs, drug assistance programs, and other patient assistance options related to organizational unit and/or service line).Responsible for 

understanding the revenue cycle, including all involved parties and appropriate escalation pathways.Knowledge of various regulatory agencies: JCAHO, Medicare/Medicaid Laws, State & Federal Laws, Hospital/Departmental Policies.Duties 

performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing 

or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires proficient knowledge of computers and office equipment. Possess near vision acuity for accurate reading of computer screens.Work requires ability to coordinate and work independently.Work requires proficient 

knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to work with confidential information on daily basis.Work 

requires good organizational skills. Work requires excellent internal and external customer service skillsWork requires the use of initiative, strong independent judgement, and resourcefulness are inherent in the jobWork requires the ability to 

develop and recommend policies and procedures for approval by supervisorWorking ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.
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SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOperates with limited oversight and 

guidance to provide financial counseling and clearance of a complex nature to patients for services that occur across the health system.Experience and EducationHigh school diploma with seven (7) years of financial counselor or equivalent 

experienceAssociate degree with five (5) years of financial counselor or equivalent experienceBachelor's degree with three (3) years of financial counselor or equivalent experienceRequired Certifications/Membership-within 1 year of 

promotion/hire Certified Healthcare Access Associate (CHAA) and National Association of Healthcare Access Management (NAHAM) membership.Job DutiesProvides complex financial counseling for services that occur across the health system, 

including inpatient, outpatient, surgical, Emergency Department, etc.Provides training and support for new hires and junior employees on all aspects of financial counseling, benefits review, cost estimates, payment posting, and account 

review.Responsible for confirmation of insurance eligibility, benefits education and verification:Responsible for providing complex benefits review in support of multiple service lines and departments within the health system for single visits 

and extended episodes of care.Reviews benefits of a complex nature (facility and professional, entire episodes of care, etc.) to ensure that organization and patient understand the extent of coverage for services.Contacts third party payors to 

clarify benefits for services and assists in the identification and coordination of authorization, pre-certification, letters of agreement, etc. May initiate prior authorization requests as appropriate to expedite patient access to 

services.Coordinates with multiple resources and teams (including patient care, claims review, denial management, account resolutions, etc.) to identify, update, and resolve benefits issues.Facilitates cost estimates for services:Provides 

combined cost estimates for facility and professional services, including DRGs, add-on codes, and considerations for length of stay, skilled nursing facilities, and limited benefits scenarios (like Managed Medicare allowable adjustments). 

Accurately utilizes cost estimate technology to create cost estimates for services.Communicates estimated costs to patients and other affected parties.Coordinates with multiple resources and teams (including technology support, managed 

care contracting, etc.) to identify, update and resolve issues related to fee schedules, reimbursements, and other issues affecting estimate quality.Able to post payments and create payment plans:Creates payment plans for multiple service 

lines and departments within the health system.Accurately posts patient payments to the system for upcoming services and/or outstanding balances.Responsible for reviewing account details for patient education and/or correction:Reviews 

balances and communicates to patient and other affected parties about outstanding balances.Assists patients in resolving account questions and concerns.Correctly identifies bad debt balances and the corresponding collection agencies; posts 

payments to bad debt and recalls accounts from collection agency appropriately.Reviews patient propensity to pay, account credits, and denials to evaluate patient account status and assist patient in considering financial options.Responsible 

for coordinating and completing specific financial and special entitlement programs (such as charity programs, drug assistance programs, and other patient assistance options related to organizational unit and/or service line).Responsible for 

understanding the revenue cycle, including all involved parties and appropriate escalation pathways.Knowledge of various regulatory agencies: JCAHO, Medicare/Medicaid Laws, State & Federal Laws, Hospital/Departmental Policies.Duties 

performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing 

or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires proficient knowledge of computers and office equipment. Possess near vision acuity for accurate reading of computer screens.Work requires ability to coordinate and work independently.Work requires proficient 

knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires ability to work with confidential information on daily basis.Work 

requires good organizational skills. Work requires excellent internal and external customer service skillsWork requires the use of initiative, strong independent judgement, and resourcefulness are inherent in the jobWork requires the ability to 

develop and recommend policies and procedures for approval by supervisorWorking ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

PATIENT FINANCIAL AND ACCESS SERVICES SPECIALIST U6058 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4C1 Office-Pat Admiss-Pat Intake ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Patient Financial and Access Services 

Specialist provides high-level support and direction to the PFAS department as well as staff and leadership from multiple hospital and hospital-based departments. A specialist monitors WQ's and email communication regarding issues that 

require leadership intervention to research and problem solve. A specialist may also perform quality audits on documented departmental processes and present findings to departmental leadership. A Specialist may train leaders and staff to 

effectively resolve errors and/or recommend process improvements involving one of more functional areas outside of the department. Experience and EducationHigh School Diploma or GED is required. Associate degree preferred.Required 

Certifications/Membership - within 1 year of promotion/hire.CHAA - NAHAMNAHAM - Associate MembershipFUNCTIONAL EXPERIENCEFive (5) years of Hospital/Medical Office experience requiredKnowledge of EPIC access and billing 

applications as well as thorough understanding of health insurance is required. TECHNICAL EXPERIENCEEmail Server Tool(s): 4-6 yearsMicrosoft Tools: 4-6 years Office Equipment/Fax/Copier: 4-6 yearsJob DutiesTrain and assist in daily 

resolution of WQ edits that are holding patient claims from billing, by reviewing the medical records and other applicable documentation.Stay abreast of ongoing WQ trends and reports new developments to department leadership. 

Participates in moderately complex projects related to revenue cycle initiatives. Identify WQ and process issues, determine root cause, coordinate with IR and department leaders to effectively resolve. Responsible for conducting quality control 

audits of WQ's and communicating findings and recommendations, educating staff and leadership from department's campus wide, and overseeing the corrective actions. Responsible for conducting quality control audits of WQ's and 

communicating findings and recommendations,      educating staff and leadership, and overseeing the corrective actions.Works collaboratively with the appropriate operational leaders to develop education strategies to promote complete and 

accurate WQ compliance and correct negative trends. Investigates and responds to questions or requests for additional information in a timely and professional manner to ensure proper billing practices. Consistently maintain unresolved 

correspondence to one day back log by weeks end.Utilize system tools and department resources to achieve production and quality targets for resolution of patient account issues. Researches issues, summarizes findings. Provides 

recommendations to management for training and coaching purposes. Keeps statistics and reports them to management for performance improvement opportunities. Handles critical workloads and/or department special projects as assigned. 

Investigates and responds to Quality Assurance inquiries, problems, questions or requests in timely and professional manner to ensure resolutionDisplays the values of collaboration, flexibility, patience, clarity and professionalism in all 

encounters, both within Revenue Cycle and with stakeholders.Effective follow-through and follow-up; takes accountability; solves problems and implements solutions; demonstrates technical proficiency. Acts with urgency to address issues 

and anticipates needs. Demonstrates ongoing competency skills including above level problem solving skills and decision-making abilities. Ability to communicate verbally with all levels of Associates and management and with 

physicians.Performs other duties as assigned.Level Specific DutiesPrimarily support PFAS departments WQ escalations for issues staff can't fixResolving patient account issues as escalated by PFAS staff as well as outside departments. 

Manage/work WQ's assigned to the PFAS Specialist Tip Sheet Creation as needed to support PFAS teams with processes.Knowledge, Skills & AbilitiesHigh level computer keyboard skillsEffective oral and written communication skills Excellent 

internal and external customer service skillsAbility to work with confidential information on a daily basisEffective and efficient Problem SolvingAbility to multitaskUnderstand and follow established policies and proceduresStrong Analytical 

SkillsThe use of initiative, strong independent judgement, and resourcefulness are inherent in the jobAbility to be self-supervisingAbility to identify needs and develop policies and procedures for use within the department. Good general health 

and stress coping ability. Ability to speak and hear to allow discussions with patients, co-workers and publicWorking ConditionsDue to its service focus, this position requires strong interpersonal and communication skills, well-developed 

analytic and organizational skills, critical -thinking and the ability to meet deadlines while influencing, but not directly managing the work of others. Lift up to 20 pounds of records. Possess near vision acuity for accurate reading of computer 

screensAny qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PATIENT FINANCIAL CLEARANCE TEAM SUPPORT 5332 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4C2A

Office-Pat Admiss-Admit Rep 

Sr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryThe Patient Financial Clearance Team 

Support provides direction, mentoring, support, development and guidance to staff, taking ownership of timely communication to assist with staff development and education. The TS uses quality analysis, training and education to motivate 

staff to achieve department goals and objectives. Exhibits super-user understanding of daily operations, makes Tier 1 leadership decisions, taking accountability for the quality and flow of operations, and escalating to supervisor/manager as 

needed. The TS is responsible for a majority of location specific training of new hires as well as completing staff in-services, and re-education. The TS may also be responsible for performing quality audits of workflow processes or phone or face-

to-face employee interactions. He or she should be able to directly interact with patients on the phone and/or in person to support patient access operations in a hospital or clinic location, while maintaining a patient centered attitude at all 

times, demonstrating compassion and empathy for patients and their families and encouraging the same from the staff that they are assigned to support. They work as part of an elite team to support UT Southwestern operations and 

initiatives. They may be required to travel to both on and off-campus locations. Experience and EducationFUNCTIONAL EXPERIENCESFunctional - High School Diploma or GED is requiredFunctional - Minimum of 3 years of experience in 

department functional area as described aboveFunctional - Customer or Patient Service required/ 3-5 YearsFunctional - Associates Degree or two years of college required; can substitute college with a minimum of 4 years of experience with 

insurance or financial counseling work in a hospital or clinic settingKnowledge Skills and AbilitiesTECHNOLOGY EXPERIENCESTechnical - Email Server Tool(s)/4-6 YearsTechnical - Microsoft Tools/4-6 YearsTechnical - Office 

Equipment/Fax/Copier/4-6 YearsRequired Certifications/Membership-within 1 year of promotion/hireCHAA - NAHAM NAHAM- Associate MembershipJob DutiesProvides department specific quality analysis, training, mentoring, support and 

direction to Patient Financial Clearance staff in patient financial clearance activities. Supports staff accountability with audits and/or additional documentation as needed or assigned. Responsible to develop an overall approach for continuing 

education and training and implement training initiatives for all staff. When applicable promote continued education and training provided by outside resources such as Healthstream or OD&T.Serves as the first level subject matter expert 

resource for answering ACE, TALEO, SkillSoft, Epic Estimator, and general learning questions for all employees. Creates e-learning using contemporary adult learning methodologies and software publishing tools. Updates existing e-learning 

content based on enhanced quality standards, organizational changes, system changes, updates and end user feedback. Assigns new employee orientation programs to include, Hospital Orientation, Unit Based Orientation, EPIC Training, Payer 

training, Customer Service and/or Revenue Cycle training. Prepare, set-up and conduct Unit Based Orientation for new hires. Follow up to ensure all new staff meet requirements. Conducts training sessions to communicate policy updates, 

system upgrades, process changes and new processes or protocols, organizes classes in person or virtual, and prepares training manuals and materials, visual aids, such as slides and films and other training tools. Responsible for inventory, 

tracking of training materials and supplies in a timely and efficient manner.Confers with department leadership to determine need and scope of training programs. Maintains records of training activities and evaluates applicability and 

effectiveness of programsReal-time or historical monitoring of staff on assigned workflows, to include Call or Live Narrative analysis, RightFax proficiency, Epic Estimator Accuracy, AIDET and PACT standards, other programs or workflows as 

assigned. Maintains a pro-active approach with addressing/implementing changes impacting the various processes of the patient financial experience. On request of manager, contributes to new hire selection, recognition, and performance 

evaluations for staff. Ability to assign daily operations effectively upon request; exhibits effective follow-through and follow-up; takes accountability; solves problems and implements solutions; demonstrates technical proficiency. Acts with 

urgency to address issues and anticipate needs. Engages with dept/clinic managers to promote optimal use of resources and patient throughput. Supports goals and objectives; assisting in the creation and implementation of policies and 

procedures for dept operation. Responsible for generating, distributing and maintaining relevant department reports to assist management with tracking of key performance indicators.Assures that quality assurance monitoring is conducted 

on data produced by all department staff, assuring accuracy, thoroughness and compliance. Responsible to identify areas for continued performance improvement. Review QA disputes and assist staff in completing dispute form.The ability to 

be a subject matter expert and act in one or more department-specific functional roles which include:Pre-register/Register patients within all applicable service areas either via contactless or in-person processesVerify insurance eligibility and 

coverage, submit prior authorization requests, coordinate with clinic partners to resolve authorization-related issuesProvide financial advice for patients either pre or post-service, educating patients on financial responsibility and guiding 

patients to alternative funding resources when appropriateWorks in a collaborative manner with peers and other departments; attends meetings with active engagement and participation.Demonstrates above above-level problem solving 

skills and decision-making abilities. Ability to communicate verbally with all levels of team members, management, clinicians and physicians.Responsible for maintaining adequate supply of forms, brochures and supplies used in the 

department. May monitor work queues for the assigned unit(s) ensuring that staff are addressing deficiencies in a timely manner with a goal of 0 accounts older than 6 days. Works closely with QA team, and PAS Analysts to ensure that any 

PATIENT FINANCIAL SERVICES QUALITY SERVICES SPECIALIST I U7093 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G1 Prof Fee Sched-Bill Spec Jr INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent (Associate's degree in health or science discipline preferred) and three (3) years' experience in two of the following areas of revenue cycle: billing, collections, payment posting, charge capture or coding experience in healthcare 

environment.  Minimum 6 months EPIC experience required. Job Duties  1.Performs Revenue Cycle audits on PFS employees for medical, surgical, and billing operational departments for complete/appropriate data elements, action, and 

documentation on patient accounts to ensure timely resolution of claims. Audits include technical and clinical denial workflows, with understanding of the revenue cycle from registration to adjudication.2.Researches issues, summarizes 

findings.  Provides recommendations to management for training and coaching purposes.  Keeps statistics and reports them to management for performance improvement opportunities. Handles critical workloads and/or department special 

projects as assigned.3.Investigates and responds to Quality Assurance inquiries, problems, questions or requests in timely and professional manner to ensure resolution.4.Process scheduled user audits timely and upon request, to support 

management of functions.  Keeping all information regarding any audits and investigations in the Quality Assurance department in complete confidentiality.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

PATIENT FINANCIAL SERVICES QUALITY SERVICES SPECIALIST I U7094 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3G1 Prof Fee Sched-Bill Spec Jr INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent (Associate's degree in health or science discipline preferred) and five (5) years' experience in three of the following areas of revenue cycle: billing, collections, payment posting, charge capture, or coding experience in healthcare 

environment.  One year EPIC experience required. Job Duties  1.Performs Revenue Cycle audits on PFS employees for medical, surgical, and billing operational departments for complete/appropriate data elements, action, and documentation 

on patient accounts to ensure timely resolution of claims.2.Researches issues, summarizes findings.  Provides recommendations to management for training and coaching purposes.  Keeps statistics and reports them to management for 

performance improvement opportunities. Handles critical workloads and/or department special projects as assigned.3.Investigates and responds to Quality Assurance inquiries, problems, questions or requests in timely and professional 

manner to ensure resolution.4.Process scheduled user audits timely and upon request, to support management of functions.  Keeping all information regarding any audits and investigations in the Quality Assurance department in complete 

confidentiality.5.Process department audits and process investigations.  Analysis for risk and improvements.  Meet with other departments to discuss opportunities and gather information.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PATIENT FINANCIAL SERVICES REPRESENTATIVE I 9445 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G9 Prof Fee Sched-PFS INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum 2 years 

hospital or medical billing experience.High School Diploma. Bachelors preferred.Knowledge of health insurance mechanisms and coverage is required. Effective oral and written communications skills. Proficient keyboarding, accuracy and math 

aptitude skills.Job Duties1. Ensure all claims are billed and received by the payers for proper adjudication. This includes timely processing of allocated volume of accounts, based on established production guidelines and time parameters 

provided for workflow.2. Responsible for outbound calls and/or status inquiries via payer&iquest;s website validating receipt of medical claims and adjudication status within established timeframes. Display competent ability to access, 

navigate, and manage account information through phone calls and payer websites.3. Work any edits and denials in allocated workflow to achieve proper adjudication to payment. This includes, but is not limited to: verify insurance is correct, 

update insurance demographics, rebill claims not received, document the status of work performed, follow-up on outstanding adjudication items according to departmental guidelines, and is also responsible for billing secondary/tertiary 

claims along with providing supporting documentation to payers for additional payment.4. Documents all work and calls performed, in accordance to policy. This includes complete contact information, good grammar, and expected 

outcomes.5. Obtain primary and/or secondary EOB and claims to bill next responsible payer, along with utilizing various internal resources to obtain medical records to respond to requests from payers upon request.**Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PATIENT FINANCIAL SERVICES REPRESENTATIVE II 9446 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G1 Prof Fee Sched-Bill Spec Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum 5 years 

hospital or medical billing experience.High School Diploma. Bachelors preferred.Knowledge of health insurance mechanisms and coverage is required. Effective oral and written communications skills (including grammar). Proficient keyboarding, 

accuracy and math aptitude skills. Competencies: all payer classesJob Duties1. Analyze payer underpayments, variances, and denials. Escalate trends, make comprehensive suggestions, and file professional appeals according to our contractual 

agreements and UT Southwestern policy. This includes timely processing of allocated volume of accounts, based on established production guidelines and time parameters provided for workflow.2. Responsible for outbound calls and/or status 

inquiries via payer&iquest;s website validating receipt of medical claims and adjudication status within established timeframes. Display competent ability to access, navigate, and manage account information through phone calls and payer 

websites. Documents all work and calls performed, in accordance to policy. This includes complete contact information, good grammar, and expected outcomes.3. Display competency and ability to work within client based, research, and UTSW 

special arrangements. This includes, but is not limited to: calculating the physician and hospital share and working with MSP to transfer the physician's share to that department, working with other departments at UTSW to properly invoice 

clients and bill claims for proper adjudication per our agreements.4. Be knowledgeable on all payer types and effectively work on special projects for specific initiatives for account resolution projects. Demonstrate confidence and sound 

decision making for processing through large volumes of denials, complex accounts, or contractual reviews, as identified from strategic leadership requirements.5. Make necessary adjustments as required by plan reimbursement.6. Function as 

a departmental liaison for billing and collections support for internal and external customers, as required.**Other Duties: Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

PATIENT FINANCIAL SERVICES REPRESENTATIVE III 9447 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3G1 Prof Fee Sched-Bill Spec Jr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimum 8 years 

hospital or medical billing experience.High School Diploma. Bachelors preferred.Knowledge of health insurance mechanisms and coverage is required. Effective oral and written communications skills (including grammar). Proficient keyboarding, 

accuracy and math aptitude skills. Compentencies: all payer classes, training, leadership.Job Duties1. Ability to provide orientation and training for staff members on procedures, system functions, and activities required for essential PFS 

Representative functions. Exhibiting professional behavior and supports leadership in the team. Is designated as a TEAM LEAD or a SWAT TEAM role, as determined by management at the time of placement into this PFS III role. Will provide 

direction to ensure staff stays on track with management directives.2. Compiles and monitors daily production reports for work group, advise supervisor of performance deficiencies, and system/procedural issues with require analysis and 

resolution; makes recommendations for re-training of employees.3. Display compentency and ability to work within client based, research, and UTSW special arrangements. This includes, but is not limited to: calculating the physician and 

hospital share and working with MSP to transfer the physician's share to that department, working with other departments at UTSW to properly invoice clients and bill claims for proper adjudication per our agreements.4. Be knowledgable on 

all payer types and effectively work on special projects for specific initiatives for account resolution projects. Demonstrate confident leadership for the teams and sound decision making for processing through large volumes of denials, complex 

accounts, or contractual reviews, as identified from strategic leadership requirements.5. Make necessary adjustments as required by plan reimbursement.6. Function as a departmental liaison for billing and collections support for internal and 

external customers, as required.**Other Duties: Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PATIENT LIAISON 1969 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4E1C

Guest & Pat Svcs-Clin 

Liaisons CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation and three (3) years related administrative experience.  Bachelor's degree preferred.     Job Duties  1.  Interacts with the community concerning their healthcare needs.2.  Serves as a liaison between patients and their families and 

friends, and our medical care staff.3.  Triages patients for appropriate services; triages telephone calls to appropriate locations and personnel.4.  Performs a variety of administrative duties, which involve thorough understanding of functions, 

programs, and policies of organization.5.  Handles confidential and sensitive information in an appropriate and discrete manner.6.  Maintains a broad organizational perspective to effectively carryout the internal and external relationships of 

the office.7.  Functions as liaison with other departments as needed.8.  Completes and coordinates moderately complex projects and reports as assigned by Director, which may require significant contact with other departments, outside 

organizations as well as members of the community.9.  Communicates actively and constructively to optimize synchronous and supportive team interactions.10.  Maintains high level of customer service to all internal and external 

customers.11.  Notifies President when appropriate.12.  Keeps President informed, using judgment.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

PATIENT LIAISON SR 1970 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4E1C

Guest & Pat Svcs-Clin 

Liaisons CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation and five (5) years related administrative experience. Bachelor's degree preferred.     Job Duties  1.  Interacts with the community concerning their healthcare needs.2.  Serves as a liaison between patients and their families and 

friends, and our medical care staff.3.  Triages patients for appropriate services; triages telephone calls to appropriate locations and personnel.4.  Performs a variety of administrative duties, which involve thorough understanding of functions, 

programs, and policies of organization. Makes recommendations for changes to procedures.5.  Handles confidential and sensitive information in an appropriate and discrete manner.6.  Maintains a broad organizational perspective to 

effectively carryout the internal and external relationships of the office.7.  Functions as liaison with other departments as needed.8.  Completes and coordinates complex projects and reports as assigned by Director, which may require 

significant contact with other departments, outside organizations as well as members of the community.9.  Communicates actively and constructively to optimize synchronous and supportive team interactions.10.  May provide training, 

guidance and supervision to SAO team at the request of the Director.11.  Maintains high level of customer service to all internal and external customers.12.  Notifies President when appropriate.13.  Keeps President informed, using judgment.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PATIENT NAVIGATOR 1077 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 4E2 Guest & Pat Services-Nav ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate and five (5) years working experience in health care environment required.    Preferred education is a Bachelor degree in appropriate field; and/or working experience in a large multi-specialty system.     Job Duties  Acts as a liaison 

between the patient, their family and internal and/or external service providers.       Implements individualized patient navigation plan for patients seeking treatment by facilitation of appointment scheduling, assisting with referral process, 

providing client education and linking clients with appropriate support services.     Identifies patient's understanding of medical care/outcome and provides appropriate education and resources to address needs.       Empowers patients to self-

navigate the healthcare system.  Assists people to create their own/unique solutions by acting as a resource of health care information, community support group.      Advocates teamwork and multidisciplinary care concept to patients, staff 

and faculty.       Promotes the navigation program to the UT Southwestern Medical Center (UTSW) community.       Identifies and maintains a database of appropriate resources for client support.       Recognizes barriers to healthcare and 

connects patients to the resources they may need.       Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects 

research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



PATIENT NAVIGATOR LEAD 1076 Y P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 E 4E3

Guest & Pat Svcs-Cust Acct 

Sup NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationDegree from an 

accredited nursing program, five (5) years general nursing experience, current licensure as Registered Nurse by Board of Nurse Examiners for State of Texas, and a current Basic Life Support (BLS) certification, course accredited by the American 

Heart Association (AHA) or American Red Cross (ARC), are required. Bachelor degree in nursingpreferred. Job DutiesActs as a liaison between the patient, their family and internal and/or external service providers.Develops and implements 

individualized patient navigation plan for patients seeking treatment by facilitation of appointment scheduling, assisting with referral process, providing client education and linking clients with appropriate support services.Creates and 

maintains comprehensive training programs to orient & develop patient navigators.Supervises and facilitates development of patient navigator staff. Ensures that navigator staff has strong background and competence in supporting specific 

disease processes, or areas to which they are assigned.Identifies patient's understanding of medical care/outcome and provides appropriate education and resources to address needs.Promotes teamwork and multidisciplinary care concept to 

patients, staff and faculty.Works in conjunction with individual departments and health system leadership to develop procedures & policies for use by patient navigators in service to specific patient population areas.Promotes the navigation 

program to the UT Southwestern Medical Center (UTSW) community by conducting presentations to staff and faculty.Identifies and maintains a database of appropriate resources for client support.Rounds on identified patients, accessing 

patient and family needs, formulating a plan to meet needs; and to facilitate coordination of care with UT Faculty and community physicians.Duties performed may include one or more of the following core functions: a) Directly interacting 

with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

PATIENT OUTREACH SPECIALIST I 9705 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4E1B

Guest & Pat Svcs-Hosp 

Liaisons PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under limited supervision to 

provide patient outreach and care coordination support to the Health System under the direction of Quality & Operational Excellence leadership.Experience and EducationHigh school diploma or equivalent and with at least one (1) year of 

professional work experience working in a health care setting with direct patient interaction.Medical Assistant certification (CMOA) and maintenance of current certified status obtained through one of the following: The American Association 

of Medical Assistants, the American Medical Technologists Association, the National Association for Health Professionals, and the National Center for Competency Testing, The National Health career Association or American Allied Health 

preferred. May also be a graduate of an accredited Licensed Vocational Nurse program from approved school of nursing, current licensure as LVN by Board of Nurse Examiners for State of Texas. Some college and supervisory experience also 

preferred. Current Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) is required. Dependable transportation and current Driver's License and auto insurance are required throughout the 

length of employment in this position.Job Duties1. Schedules patients' appointments, tests, and procedures via on line computer system or telephone, and reinforces physician instructions in person and through telephone contact.2. Obtains 

medical history from patients through structured interviews in accordance with departmental guidelines.3. Provides patient education and documents patient's response in the medical record.4. Conducts internal reviews of patient chart 

information that can assist the team to verify data integrity for its various quality metrics.5. Documents patient care interventions and education in medical records; ensures appropriate patient consent forms and authorizations are obtained 

for research and/or medical treatment.6. Maintains current customer service, clinical, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and 

procedures. Attends and participates in departmental and project stakeholder meetings.7. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting 

with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly 

affecting human-subjects research records. 8. Performs other duties as assigned.Knowledge, Skills & AbilitiesContent Knowledge:(a) You understand and can discuss terminology, concepts, principles, and issues;(b) You utilize the full range of 

reference and resource materials;(c) Focus is on applying and enhancing knowledgeTechnical Skills:(a) Skilled in use of EMR (EPIC) and other key programs used for remote patient monitoring(b). Accuracy and precision with multiple quality 

checks prior to internal reviews; and(c). Consistently and reliably produce accurate documentation, avoiding errors.Managerial Skills:Executing work plan tasks as assigned.Learning:(a) Receiving facts, terms, concepts, and guidelines;(b) 

Attending to the information and recognizing it as something useful;(c) Ability to distinguish relevant from irrelevant information(d) Follow strategy as outlined by leadershipTeam Building:(a) Demonstrate effective inter-personal relations;(b) 

Understand organizational structure and relationships;(c) Use factual data to produce and deliver credible and understandable information; and(d) Present findings to supervisor and/or team membersDevelops self through self-study and 

formal training.Seeks mentoring relationships to facilitate own development.Leadership:Exhibits professionalism and self-confidence in primary role.Communicates clearly and concisely. Follows through on commitments.Capable of assuming 

greater challenges.Working ConditionsWork is performed in a hybrid home-office setting with some work being completed in a clinical setting, as needed.Any qualifications to be considered as equivalents in lieu of stated minimums require 

prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PATIENT OUTREACH SPECIALIST II 9706 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 4E1B

Guest & Pat Svcs-Hosp 

Liaisons PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

provide patient outreach and care coordination support to the Health System under the direction of Quality & Operational Excellence leadership.Experience and EducationHigh school diploma or equivalent and with at least two (2) years of 

professional work experience working in a health care setting with direct patient interaction.Medical Assistant certification (CMOA) and maintenance of current certified status obtained through one of the following: The American Association 

of Medical Assistants, the American Medical Technologists Association, the National Association for Health Professionals, and the National Center for Competency Testing, The National Health career Association or American Allied Health 

preferred. May also be a graduate of an accredited Licensed Vocational Nurse program from approved school of nursing, current licensure as LVN by Board of Nurse Examiners for State of Texas. Some college and supervisory experience also 

preferred. Current Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) is required. Dependable transportation and current Driver's License and auto insurance are required throughout the 

length of employment in this position.Job DutiesSchedules patients' appointments, tests, and procedures via on line computer system or telephone, and reinforces physician instructions in person and through telephone contact.Obtains 

medical history from patients through structured interviews in accordance with departmental guidelines.Provides patient education and documents patient's response in the medical record.Conducts internal reviews of patient chart 

information that can assist the team to verify data integrity for its various quality metrics.Documents patient care interventions and education in medical records; ensures appropriate patient consent forms and authorizations are obtained for 

research and/or medical treatment.Maintains current customer service, clinical, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and 

procedures. Attends and participates in departmental and project stakeholder meetings.Leads and completes various projects focused on process improvement of role-specific core practices, ensuring that tasks and deliverables are completed 

on time.Utilizes strong level of knowledge/experience with EMR and other job-related tools to help resolve role-specific workflow challenges, clinical stakeholder chart documentation process gaps, and data accuracy concerns for internal and 

external performance reporting processes.Evaluates the efficacy and efficiency of departmental processes and assists department leadership with formulating corrective actions and strategy to ensure that internal and external targets are 

met.Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, 

modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. Performs other duties as 

assigned.Knowledge, Skills & AbilitiesContent Knowledge:Recognized within your immediate organization as "a person to ask" when questions arise regarding areas of expertise.(a) You have applied this competency to situations occasionally 

while needing minimal guidance to perform successfully; and(b) You understand and can discuss the subject matter and implications of changes to processes, policies, and procedures in this area.Technical Skills:(a) Notably skilled in use of EMR 

(EPIC) and other key programs used for remote patient monitoring(b). Accuracy and precision with minimal quality checks prior to internal reviews; and(c). Consistently and reliably produce accurate documentation, avoiding errors.Managerial 

Skills:Executing work plan tasks as assigned.Remembering(a) Receiving facts, terms, concepts, and guidelines;(b) Attending to the information and recognizing it as something useful;(c) Ability to distinguish relevant from irrelevant 

information;(d) Ability to set adequately reasonable goals(e) Follow strategy as outlined by leadership, offering suggestions as necessaryTeam Building:(a) Demonstrate effective inter-personal relations;(b) Understand organizational structure 

and relationships;(c) Use factual data to produce and deliver credible and understandable information; and(d) Present findings to supervisor and/or team membersDevelops self through self-study and formal training.Seeks mentoring 

relationships to facilitate own development.Leadership:Exhibits professionalism and self-confidence in primary role.Communicates clearly and concisely. Follows through on commitments.Capable of assuming greater challenges.Working 

ConditionsWork is performed in a hybrid home-office setting with some work being completed in a clinical setting, as needed.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice 

President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PATIENT OUTREACH SPECIALIST III 9707 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 4E1B

Guest & Pat Svcs-Hosp 

Liaisons PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks independently to provide patient 

outreach and care coordination support to the Health System under the direction of Quality & Operational Excellence leadership.Experience and EducationHigh school diploma or equivalent and with at least three (3) years of professional work 

experience working in a health care setting with direct patient interaction.Medical Assistant certification (CMOA) and maintenance of current certified status obtained through one of the following: The American Association of Medical 

Assistants, the American Medical Technologists Association, the National Association for Health Professionals, and the National Center for Competency Testing, The National Health career Association or American Allied Health preferred. May 

also be a graduate of an accredited Licensed Vocational Nurse program from approved school of nursing, current licensure as LVN by Board of Nurse Examiners for State of Texas. Some college and supervisory experience also preferred. Current 

Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) is required. Dependable transportation and current Driver's License and auto insurance are required throughout the length of 

employment in this position.Job DutiesSchedules patients' appointments, tests, and procedures via online computer system or telephone, and reinforces physician instructions in person and through telephone contact.Obtains medical history 

from patients through structured interviews in accordance with departmental guidelines.Provides patient education and documents patient's response in the medical record.Conducts internal reviews of patient chart information that can 

assist the team to verify data integrity for its various quality metrics.Documents patient care interventions and education in medical records; ensures appropriate patient consent forms and authorizations are obtained for research and/or 

medical treatment.Maintains current customer service, clinical, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures. Attends and 

participates in departmental and project stakeholder meetings. Ensures other patient outreach staff members are aware of emerging department specific updates and communication.Leads and completes large-scale projects focused on 

process improvement of role-specific core practices, with limited guidance and supervision.Independently develops, plans, and completes multiple ongoing projects of moderate complexity while adhering to realistic goals and timelines.Utilizes 

expert level of knowledge/experience with EMR and other job-related tools to help resolve role-specific workflow challenges, clinical stakeholder chart documentation process gaps, and data accuracy concerns for internal and external 

performance reporting processes. Initiates communication with key program clinical stakeholders to find resolutions to common site-specific workflow challenges.Provides subject matter expertise for all patient outreach specialist core 

competencies, including patient chart documentation, patient interviews and education, internal chart auditing procedures, departmental protocols and workflows, and government program measure specifications. 11. Coaches and mentors 

new and less experienced staff members in the application of role-specific competencies and develops/updates standard operating procedures (SOP) as changes to departmental workflows are adopted. Develops internal guides and educational 

materials as needed. 12. Surveys fellow projects specialists to identify knowledge gaps, workflow barriers, and other topics in need of clarification and addresses these needs with the manager in a timely manner. 13. Summarizes monthly 

fallout list feedback/discovery from the entire patient outreach specialist team and communicates it with the data analytics team in order to maintain and refine SQL data collection practices. 14. Duties performed may include one or more of 

the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  15. Performs other duties as assigned.Knowledge, Skills & AbilitiesContent Knowledge:Recognized 

within your immediate organization as "a person to ask" when difficult questions arise regarding areas of expertise.(a) You have consistently provided practical/relevant ideas and perspectives on process or practice improvements which may 

easily be implemented;(b) You are capable of coaching others in the application of this competency;(c) You participate in senior level discussions regarding this competency;(d) You assist in the development of reference and resource materials 

in this competency.Technical Skills:(a) Expert in use of EMR (EPIC) and other key programs used for patient monitoring (can teach others)(b). Able to perform internal reviews for accuracy and precision; and(c). Consistently and reliably produce 

accurate documentation, avoiding errors.Managerial Skills:Developing and executing multiple work plans with realistic goals and time lines.Developing, and implementing patient contact models.Understanding(a) Describing the information, 

finding main ideas, summarizing, explaining trends, and explaining significance of the information(b) Make sense of the information, deciding what is important and what is not;(c) Ability to plan and organize goal-directed behavior(d) 

Contribute to strategy development for meeting goals of teamTeam Building:(a) Provide internal customer service;(b) Develop and maintain internal and external relationships;(c) Assess the organization, including corporate values and culture, 

business processes and impact of systems on operations; and(d) Prepare and deliver business communications, including meeting agendas, presentations, business reports and patient communications plansDevelops self through self-study 

and formal training.Seeks mentoring relationships to facilitate own development.Leadership:Assumes challenges surrounding solving critical problems and solutions. Keeps small situations from becoming big problems.Exhibits confidence and 

PATIENT SAFETY ASSISTANT - FLOAT POOL U6211 P08 $29,400.00 $36,800.00 $44,200.00 $2,450.00 $3,066.67 $3,683.33 $113.08 $141.54 $170.00 $14.13 $17.69 $21.25 N 7D Service-Patient Transport Jr CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationRequired: High school 

diploma or equivalent. Must have one year acute care inpatient hospital experience, a certified nursing assistant certificate or completed the first semester of nursing clinicals. CurrentBLS,course accredited by the American Heart Association 

(AHA) or American Red Cross (ARC) is required and SAMA certification or attainment within six months of hirePreferred: 2 years experience with psychiatric patients in a healthcare or treatment team setting or Completion of specialized 

training program (Certified Psychiatric Technician).Job Duties1.Collects data to include: Intake and output, weight, temperature, pulse, respirations, and blood pressure. Recognizes and immediately reports values outside normal parameters to 

the nurse. Demonstrates awareness of age-specific considerations (children, adolescents, adults, older adults). Assists in facilitating treatment milieu. Participates in codes to protect the patient from harming self or others. Reports any changes 

in a patient's condition or behavior immediately to the nurse. Seeks assistance and guidance as needed to ensure that patient care is delivered in a safe, high quality and effective manner at all times. Monitors patient sharps and valuables and 

labels-handles appropriately. Conducts walking/exercise and community groups. Continuously observe patients or at arm's length proximity to patient while patient is awake or asleep.Responds to patient requests for assistance in a respectful, 

positive and timely manner using AIDET script Asks the patient and/or patient's family, "Can I do anything else for you" before leaving the room.                        Performs basic hygiene care in accordance with the Department of Nursing Policies 

and Procedures. Checks skin carefully during the bath, reports anything other than normal immediately to the nurse.Makes frequent and ongoing patient rounds to comfort, position, and to provide toileting and hygiene care. Let the patient 

know when you will return. Patient rarely finds it necessary to use the call light.Documents patient information accurately and in appropriate place in a timely manner.Transfers, and transports patients safely and in accordance with the 

Department of Nursing Policies and Procedures, with concern for age-specific considerations. Ensures that patient is covered with robe and/or blankets and that slippers are on feet (even if Transporter is taking patient).Welcomes new 

patient/patient's family. Knocks before entering room. Smiles and introduces self. Wears name tag. Immediately alerts nurse if patient/patient's family seems or is unhappy and you have not resolved the issue.Assumes accountability for all 

actions in the workplace. Reports errors promptly.Orients new staff and students to work areas. Collaborates with other nursing staff and hospital employees to create an environment that is conducive to the retention of qualified 

personnel.Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions.Utilizes downtime to assist others and/or to provide additional amenities to patients and/or patients' families.Knowledge, Skills & 

AbilitiesMust be able to read, write and communicate in English.Must be able to use tools and equipment required to perform patient care and include sterile procedures and activities of daily living. Prefer experience and/or education in crisis 

stabilization and mental illness.Working ConditionsExtended walking and standing daily, frequently carrying up to 40 lbs., ability to grasp, requires corrected vision and hearing to normal range, full range of motion; ability to turn and assist 

patients with ADL's. Principle Job values: Communication, Managing Work, Stress Tolerance, Quality Orientation, Technical/Professional skills and Knowledge.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

PATIENT SAFETY COORDINATOR 3117 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3J Quality Assurance Jr NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks with moderate supervision to 

promote safe patient care processes and appropriate response to medical errors and adverse events across the Health System.Experience and EducationBachelor's Degree in a health care-related field, required. RN licensure preferred. Five (5) 

years of related experience in a clinical role, required.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.Job DutiesReviews and 

follows up on Safety Events with a focus on system and process improvement.Collaborates with stakeholders to develop corrective actions to prevent recurrence of adverse events.Ensures accuracy of data within the Event Reporting 

system.Monitors and analyzes Safety Event data for clusters and trends.Educates staff and leaders about patient safety, including navigation of the Event Reporting system.Serves as a patient safety consultant to all areas of influence.With 

moderate guidance, communicates effectively with external audiences, including presentation to leadership groups and committees.With moderate supervision, participates in and may lead improvement efforts, e.g., RCAs and Action 

Plans.Develops self through self-study, training, and educational opportunities, seeking guidance from others when needed.Collaborates with multidisciplinary teams or activities.Assists with planning, management, and monitoring of assigned 

projects.Actively participates in and assists in leading meetings and committees, as assigned.Supports the achievement of department goals and objectives.Performs other duties as assigned. Knowledge, Skills & AbilitiesAdherence to all 

policies and procedures.Good interpersonal, organizational, and analytical skills.Good verbal and written communication skills.Broad knowledge of patient safety concepts with demonstrated competency in assigned areas.Good leadership 

skills.Working ConditionsWork is performed primarily in general office and clinical areas.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PATIENT SAFETY COORDINATOR SR 3140 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3J Quality Assurance Jr NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks with minimal supervision to 

promote safe patient care processes and appropriate response to medical errors and adverse events across the Health System.Experience and EducationBachelor's Degree in a health care-related field, required. RN licensure, preferred. Five (5) 

years of experience in a clinical role, to include at least four (4) years as a Patient Safety Coordinator or in a similar patient safety role, required. Current Certified Professional in Patient Safety (CPPS) or Certified Professional in Healthcare Risk 

Management (CPHRM) certification, required. Master's Degree in a health care-related field, preferred.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human 

Resources, or his/her designee.Job DutiesReviews and follows up on Safety Events with a focus on system and process improvement.Collaborates with stakeholders to develop corrective actions to prevent recurrence of adverse events.Ensures 

accuracy of data within the Event Reporting system.Monitors and analyzes Safety Event data for clusters and trends.Educates staff and leaders about patient safety, including navigation of the Event Reporting system.Serves as a patient safety 

consultant to all areas of influence.Communicates effectively with external audiences, including presentation to leadership groups and committees.Leads and facilitates improvement efforts, e.g., FMEAs, RCAs, and Action Plans.Develops self as 

well as other team members by serving as a source of knowledge and guidance, when needed. Serves as a preceptor or mentor to new or less experienced staff.Collaborates with and occasionally manages multidisciplinary teams or 

activities.Plans, manages, and monitors projects with minimal supervision.Serves in leadership roles for meetings or committees, as assigned.Supports the development and achievement of department goals and objectives.Assists manager in 

boosting team morale and resolving differences.Performs other duties as assigned. Knowledge, Skills & AbilitiesAdherence to all policies and procedures.Good interpersonal, organizational, and analytical skills.Good verbal and written 

communication skills.Significant knowledge of patient safety concepts with demonstrated competency in assigned areas.Strong leadership skills.Working ConditionsWork is performed primarily in general office and clinical areas.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PATIENT SERVICE ASSISTANT 1883 Y 11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 4E1

Guest & Pat Svcs-Pt Svc Rep 

Jr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorking under general supervision, the 

Patient Services Assistant will administer temperature screenings and/or screening questionnaires at designated UT Southwestern Medical Center buildings, clinics, and/or hospitals entrances. The Patient Services Assistant must complete 

required training on first day of work and comply with all safety precautions set in place to ensure the screeners and individuals being screened are entering or working in a minimal risk environment. Screeners will be provided in depth training 

on screening procedure and best practices as outlined by the Centers for Disease Control (CDC) to assist with employee, patient and visitor safety.Experience and EducationHigh school graduation or GED and no experience required. Previous 

Medical Assistant, Certified Nursing Assistant, or Licensed Vocational Nurse experience a plus. Job Duties Greets employees, visitors and/or guests in a polite, prompt, and helpful manner. Administers health and temperature screenings of all 

individuals entering facility using approved policies, protocols or tools to determine which individuals require retesting and notify management of any failed screens. Facilitates proper identification to employees and visitors cleared to enter 

work site.  Documents and records temperatures outside established protocols while remaining cognizant of confidentiality requirements. Ensures all individuals entering the building are wearing or issued a face covering and facilitates 

appropriate social distancing during screening process. May provide face masks to patients/visitors.  Utilizes personal protective equipment (PPE) provided by the institution, such as face shield, safety glasses, gloves, sanitizers, etc. where 

necessary and appropriate. Administer screening questionnaire(s) to patients/visitors based on existing policy or protocol.  Disinfects, cleans, and sanitizes equipment and high touch point areas in screening area.  Performs other duties as 

assigned. Knowledge, Skills & AbilitiesWork requires good communication, organizational, reading and writing skills.Work requires a genuine interest in people and customer service. Work requires familiarity with Microsoft applications.Work 

requires ability to use electronic devices (i.e. tablets).Work requires ability to work with confidential information on daily basis.Work requires to be punctual and reliable with attendance. Work requires ability to communicate effectively and 

successfully manage multiple tasks.Work requires adaptability/flexibility to react positively to changes in work environment.Working ConditionsMust be willing and comfortable standing for long periods of time. Must be willing and 

comfortable working weekdays and occasional holidays and weekends. Must be willing a comfortable working outside and in all weather conditions, interacting with emotionally ill patients and family members. Individual will be required to 

undergo temperature screening prior to each shift. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PATIENT SERVICE ATTENDANT 1889 Y 09 $27,300.00 $34,100.00 $40,900.00 $2,275.00 $2,841.67 $3,408.33 $105.00 $131.16 $157.31 $13.13 $16.39 $19.66 N 4E1

Guest & Pat Svcs-Pt Svc Rep 

Jr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryAs a Patient Services Attendant, this 

position promotes UT Southwestern Medical Center as the preferred destination for excellent patient care, outcomes, safety and service.Experience and EducationHigh school graduation or GED and no experience required. Incumbent must 

obtain CPR certification within 90 days of employment. CPR certificationmust be current for duration of employment.Job Duties1. Provides assistance with electronic patient check in located at the Guest and Patient Services desks. Provides a 

welcoming presence, greets patients, their families and guests, in building lobbies.2. Seeks to understand the needs of external customers; meeting and exceeding those needs. Serves as a liaison between patients, their families, friends and the 

electronic check in procedure. Performs other duties as required to provide fast and friendly genuine hospitality. Gives personal attention, takes personal responsibility and uses teamwork when providing assistance. 3. Seeks to understand the 

needs of the external customers and works to exceed those needs.4. Duties performed may include one or more of the following core functions: a) Directly interacting with patients b) Directly interacting with human subject research 

participants.5. Keeps current on UT Southwestern Campus information in order to respond to requests and providing appropriate information as required. Respectfully interacts with emotionally ill patients and family members.6. 

Demonstrates attention to detail, maintains confidentiality, demonstrates accuracy and thoroughness, follows policies and procedures, follows instructions, responds to leadership direction and arrives to work on time.7. Listens, apologizes, 

finds a solution and follows through when resolving patient and guest problems.8. Gives personal attention, takes personal responsibility and uses teamwork when providing assistance.9. Performs other duties as required to provide fast and 

friendly genuine hospitality.Knowledge, Skills & AbilitiesWork requires good organizational, reading and writing skills.Work requires a genuine interest in people and customer service. Work requires familiarity with Microsoft applications.Work 

requires ability to use mobile devices (i.e. tablets).Working ConditionsMust be willing and comfortable working week days and occasional weekends. Must be willing and comfortable walking extensively & standing for extended periods of time. 

Must be willing and comfortable working in hot and cold conditions, responding to requests & providing campus information, interacting with emotionally ill patients and family members.Any qualifications to be considered as equivalents in 

lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

PATIENT SERVICE REPRESENTATIVE 1966 Y 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 4E1

Guest & Pat Svcs-Pt Svc Rep 

Jr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED and six (6) months customer service experience required. Incumbent must obtain CPR certification within 90 days of employment. CPR certification must be current for duration of employment.Job DutiesProvides a welcoming presence 

at all entrances. Greets patients, their families and guests, in building lobbies or other patient care areas; provides escorts and wheelchair assistance, ensuring patient comfort and safety at all times.Seeks to understand the needs of the 

internal and external customers; meeting and exceeding those needs. Serves as a liaison between patients, their families, friends and our medical staff. Performs other duties as required to provide fast and friendly genuine hospitality.Responds 

to patients inquiries for information in person and over the telephone providing information regarding health care services; provides directions to various facilities and services (restrooms, dining, etc.).Keeps current on UT Southwestern 

Campus information in order to answer phones, respond to requests & providing appropriate information as required. Respectfully interacts with emotionally ill patients and family members.Works with Lead Patient Services Representatives 

to solve specific problems either on a one to one basis or in groups. Provides assistance to Lead Patient Services Representative to ensure successful business operations.Demonstrates attention to detail, maintains confidentiality, 

demonstrates accuracy and thoroughness, follows policies and procedures, follows instructions, responds to leadership direction and arrives to work, meetings and appointments on time.Provides assistance with electronic and in person 

patient check in located at the applicable Guest and Patient Services desks across campus. Communicates changes effectively, prepares and supports those affected by change, monitors transition and evaluates results and applies feedback to 

improve performance.Listens, apologizes, finds a solution and follows through when resolving guest problems.Gives personal attention, takes personal responsibility and uses teamwork when providing guest services.Duties performed may 

include one or more of the following core functions: a) Directly interacting with or caring for patients b) Directly interacting with or caring for human subject research participants.Performs other duties as assigned.**Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



PATIENT SERVICE REPRESENTATIVE SR 2036 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4E1

Guest & Pat Svcs-Pt Svc Rep 

Jr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryAs a Senior Patient Services 

Representative, this position promotes UT Southwestern Medical Center as the preferred destination for excellent patient care, outcomes, safety and service.Experience and EducationHigh school graduation or GED and one (1) year customer 

service experience required. Six (6) months of experience as a Patient Services Representative preferred. Incumbent must obtain CPR certification within 90 days of employment. CPR certification must be current for duration of employment 

within department.Job DutiesIn coordination with the Training Supervisor, ensures Patient Services Representatives and Patient Services Attendants are fully trained and is responsible for site specific training duties. In the absence of the Lead 

Patient Services Representative; plans, monitors, and directs Patient Services Representatives at assigned site for proper work habits and daily tasks. Assigns tasks to Patient Services Representatives and Patient Services Attendants and 

reviews accuracy of work completed.Works closely with Training Supervisor to ensure all training needs are met, and works to solve specific problems either on a one to one basis or in a group setting.Builds solid working relationships with all 

Patient Service Representatives and Patient Services Attendants. Responsible for all on the job training of Patient Service Representatives and Patient Services Attendants at their assigned site.Identifies and resolves problems in a timely 

manner, displays willingness to make decisions, exhibits sound and accurate judgement, uses discretion to make decisions or seeks advice from the Training Supervisor. Communicates changes effectively, prepares and supports those affected 

by change.Responsible to coordinate with other Senior Patient Representatives to ensure consistent training practices policy enforcement at all locations.Provides a welcoming presence at all entrances. Greets patients, their families and 

guests, in building lobbies or other patient care areas; provides escorts and wheelchair/gurney assistance, ensuring patient comfort and safety at all times.Seeks to understand the needs of the internal and external customers meeting and 

exceeding those needs. Serves as a liaison between parents, their families, friends and our medical staff.Responds to patients or staff inquiries for information in person and over the telephone providing information regarding health care 

services; provides directions to various facilities and services (restrooms, dining, etc.).Keeps current on UT Southwestern Campus information in order to answer phones, respond to requests & providing appropriate information as required. 

Respectfully interacts with emotionally ill patients and family members. Assists with arranging for services requested by patients, family or internal customers by working with other departments.Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires good communication, organizational, reading and writing skills.Work requires a genuine interest in people and customer service. Work requires familiarity with Microsoft applications.Work requires ability to use 

electronic devices (i.e. tablets).Work requires ability to work with confidential information on daily basis.Work requires to be punctual and reliable with attendance. Work requires ability to communicate effectively and successfully manage 

multiple tasksWork requires adaptability/flexibility to react positively to changes in work environment.Work requires the ability to plan and organize work in logical and efficient manner.Working ConditionsMust be willing and comfortable 

working week days and occasional holidays & weekends. Must be willing and comfortable walking extensively, climbing stairs & pushing patients in wheelchairs. Must be willing and comfortable transferring patients to/from vehicles to 

wheelchairs.Must be willing and comfortable working outside in all weather conditions, answering phones, responding to requests & providing campus information, interacting with emotionally ill patients and family members.Any 

qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

PATIENT SERVICES CHAMPION 1986 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 4E1

Guest & Pat Svcs-Pt Svc Rep 

Jr ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryAs a Patient Services Champion, this 

position promotes UT Southwestern Medical Center as the preferred destination for excellent patient care, outcomes, safety and service.Experience and EducationHigh school diploma or equivalent. Must be able to read, write and 

communicate in English. Familiarity with medical terminology. Working knowledge of basic computer software skills.Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red 

Cross (ARC). Must achieve validation of required core competencies and training within 6 months of employment.Job DutiesProvides a welcoming presence at all entrances. Greets patients, their families and guests, in building lobbies or other 

patient care areas; provides escorts and wheelchair assistance, ensuring patient comfort and safety at all times.Seeks to understand the needs of the internal and external customers; meeting and exceeding those needs. Serves as a liaison 

between patients, their families, friends and our medical staff. Performs other duties as required to provide fast and friendly genuine hospitality. Gives personal attention, takes personal responsibility and uses teamwork when providing 

servicesResponds to patients inquiries for information in person and over the telephone providing information regarding health care services; provides directions to various facilities and services (restrooms, dining, etc.).Keeps current on UT 

Southwestern Campus information in order to answer phones, respond to requests & providing appropriate information as required. Respectfully interacts with emotionally ill patients and family members.Demonstrates attention to detail, 

maintains confidentiality, demonstrates accuracy and thoroughness, follows policies and procedures, follows instructions, responds to leadership direction and arrives to work, meetings and appointments on time.May provides assistance with 

electronic and in person patient check in.Communicates changes effectively, prepares and supports those affected by change, monitors transition and evaluates results and applies feedback to improve performance. Listens, apologizes, finds a 

solution and follows through when resolving guest problems. Gives personal attention, takes personal responsibility and uses teamwork when providing guest services.Meets with each patient and guest(s) to introduce self and patient 

champion role. Provides emotional support to family members during stressful situations.Shares and escalates any patient or family complaints to management.Prepares the waiting room for family entertainment. (i.e. books, games, 

magazines)Tracks quality data and works with the team to identify opportunities for improvement.If applicable, ensures patient families are informed when physicians request a meeting in the consultation room.Utilize downtime to assist 

others and/or to provide additional supportive measures to patients and/or patients' families within the respective patient care environment and waiting areas. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires 

good organizational, reading and writing skills.Work requires a genuine interest in people and customer service. Computer skills are needed to direct patients.Working ConditionsConstant walking, standing, bending, turning, and stooping. 

Must be willing and comfortable walking extensively, climbing stairs & pushing patients in wheelchairs. Must be willing and comfortable transferring patients to/from vehicles to wheelchairs. Must be willing and comfortable working outside in 

all weather conditions, answering phones, responding to requests & providing campus information, interacting with emotionally ill patients and family members.UT¿Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PATIENT SERVICES CHAMPION - NUTRITION SERVICES U5377 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 4E1

Guest & Pat Svcs-Pt Svc Rep 

Jr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryAs a Patient Services Champion, this 

position promotes UT Southwestern Medical Center as the preferred destination for excellent patient care, outcomes, safety, and service.Experience and EducationHigh school diploma or equivalent. Must be able to read, write and 

communicate in English. Working knowledge of basic computer software skillsJob DutiesConducts new admission visits to all assigned units within timeframe established. This visit will explain "At Your Request" Room Service and answer any 

questions. Provides a welcoming presence Seeks to understand the needs of the internal and external customers; meeting and exceeding those needs. Serves as a liaison between patients, their families, friends and our Nutrition Department. 

Performs other duties as required to provide fast and friendly genuine hospitality. Gives personal attention, takes personal responsibility and uses teamwork when providing servicesResponds to patients inquiries about the menu, ensure room 

is clean and all facilities are working properly.Respectfully interacts with emotionally ill patients and family members.Demonstrates attention to detail, maintains confidentiality, demonstrates accuracy and thoroughness, follows policies and 

procedures, follows instructions, responds to leadership direction and arrives to work, meetings and appointments on time.Communicates changes effectively, prepares and supports those affected by change, monitors transition and evaluates 

results and applies feedback to improve performance. Listens, apologizes, finds a solution and follows through when resolving guest problems. Gives personal attention, takes personal responsibility and uses teamwork when providing guest 

services.Meets with each patient and family to introduce self and Patient Experience Champion role. Provides business card with phone number to families for communication purposes. Will follow up with the patient and family to ensure all 

their needs were met.Communicates information between patients' families and the Nursing Unit and Nutrition Department.Utilizes patient experience software platforms to track patient visits and any comments. Provides emotional support 

to family members during stressful situations.Shares and escalates any patient or family complaints to management.Assists with updating patient preference for meal service. If possible, fulfills patient requests.Tracks quality data and works 

with the Team to identify opportunities for improvement.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational, reading and writing skills.Work requires a genuine interest in people and customer 

service. Computer skills are needed to direct patients.Working ConditionsConstant walking, standing, bending, turning, and stooping. Must be willing and comfortable walking extensively.Must be willing and comfortable answering phones, 

responding to requests & providing campus information, interacting with emotionally ill patients and family members.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PAYER CONTRACT SPECIALIST 7089 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3G1A Prof Fee Sched-Bill Spec Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Health Care Administration, or equivalent, and two (2) years' experience in areas such as member service, provider relations, contract negotiations, claims and/or billing required.  Additional years' related experience may be considered in lieu 

of education. Job Duties  1.Acts as a contact on Managed Care contractual or global billing inquires received by Contract Administration.  Resolves or routes issues to appropriate parties.  Escalates issues as needed internally.2.Supports 

supervisor or lead in educational sessions, meetings or conference calls for internal and external constituents as to access to Contract Administrative services.3.Supports external contract with Underpayment Vendor for Revenue Cycle 

management by fielding contractual, fee schedules or global trends issues.  Refers relationship issues to the Senior Specialist.4.Researches potential contract and reimbursement issues and changes by organizing activities, reviewing data 

analyses and reports to support internal and external operating meetings. Queries managed care organizations for contract clarification of medical and reimbursement policies with direction from supervisor or lead.5.Performs policy analysis 

for managed care issues by reviewing contracts, reviewing reports/financial data, and analyzing fee schedules and coding; ensures contracts are administered to reflect appropriate business decisions.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PAYER CONTRACT SPECIALIST SR 7016 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3G7A Prof Fee Sched-Comp Anlst PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Health Care Administration, or equivalent, and three (3) year's experience in areas such as member service, provider relations, contract negotiations, claims and/or billing required. Job Duties  1.Acts as primary contact to resolve payor issues 

between UTSW and internal departments and payors.2.Conducts educational sessions or conference calls for internal and external constituents as to role and access to Contract Administrative services.3.Maintains large portion of external 

contract with Experian for Revenue Cycle management.4.Directs research of potential contract issues, including validation and communication5.Meets and presents with internal and external parties to address documented issues and the path 

to favorable or fair resolution.6.Provides various reports on request to Departments.7.Supervises a single staff member in the direction of escalated / reported projects and priorities.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PAYMENT APPLICATION LEAD 7021 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3G5 Prof Fee Sched/Bill-Payment INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or equivalent and six (6) years hospital/medical office payment posting or bookkeeping experience; OR Associate's degree or Two Years College with credit hours in Accounting, Business Administration, Health Care Administration, or other 

related field and four (4) years hospital/medical office payment posting or bookkeeping experience. Knowledge of FSA, EOB, and 835 processing; Effective oral and written communication skills; Accuracy skills must be demonstrated for both 

keyboarding and 10-key. Job Duties  1.  Provides orientation and training for staff members on procedures, system functions, and activities required to perform job.2.  Plans daily work flow and work distribution; compiles and monitors daily 

production reports for work group; monitors perform ance standards; advises supervisor of performance deficiencies and advises supervisor of all system and procedural issues which require analysis and resoultion makes recommendation for 

re-training of employees.3.  Provides input to Specialist's performance appraisals and personnel issues.4.  Resolves complex problems and questions by contacting insurance companies, places of employment, federal and state agencies, or 

patients.  This includes, but is not limited to, researching & resolving special payment assignments as requested.5.  Works on special projects relating to issues specific to the area of assignment; makes  recommendations for changes in 

procedure to increase productivity.6.  Posts payments received from insurance companies and patients to invoices Responsible for electronic processing relating to Medicaid and Medicare, as well as other carriers converted from manual 

processing. Updates the Financial Status Classification (FMC) of a patients; prepares journal vouchers; generates invoices.7.  Monitors ongoing quality control which includes researching tracking documenting and reporting on pertinent 

issues.8.  Monitor productivity and workflow relative to departmental goals.  Escalate any potential lags and delays towards reaching goals.  Assist supervisor to coordinate tasks and implement workflow to keep KPIs and metrics in good 

standings.9.  Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PAYMENT APPLICATION SPECIALIST I 7054 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3G5 Prof Fee Sched/Bill-Payment INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and two (2) years of hospital/medical office payment posting or bookkeeping experience. Knowledge of FSA, EOB, and 835 processing; Effective oral and written communication skills; Accuracy skills must be demonstrated for 

both keyboarding and 10-key. Job Duties  1.Posts payments received from insurance companies, Medicare, Medicaid, direct patient payments, etc. to invoices which may involve:  contacting insurance companies, patients and/or other 

insurance carriers to resolve questions to which invoice payments should be posted.2.Posts rejected and pre-post edits manually for payments received electronically with knowledge of electronic positing and reconciliation process.3.Identify 

problem accounts in order to properly post payments and elevates appropriate posting issues to Group Leader or Supervisor.4.Balances all batches and resolves discrepancies.5.Proper posting of critical company accounts, transplant, research, 

and complex IA accounts.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PAYMENT APPLICATION SPECIALIST II 7053 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G5 Prof Fee Sched/Bill-Payment INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and four (4) years of hospital/medical office payment posting or bookkeeping experience. Knowledge of FSA, EOB, and 835 processing; Effective oral and written communication skills; Accuracy skills must be demonstrated for 

both keyboarding and 10-key. Job Duties  1.Posts payments received from insurance companies, Medicare, Medicaid, direct patient payments, etc. to invoices which may involve:  contacting insurance companies, patients and/or other 

insurance carriers to resolve questions to which invoice payments should be posted.2.Updates Financial Status Classification (FSC) of patients, prepares journal vouchers and generates invoices.3.Analyzes automatic processes for correctness 

and posts all edits and rejects as required.  Posts rejected and pre-post edits manually for payments received electronically with knowledge of electronic positing and reconciliation process.4.Researches problem accounts in order to properly 

post payments.  Elevates appropriate positing issues to management.5.Balances all batches and resolves discrepancies.6.Investigates  and resolves unidentified transactions no later than the fifth day of the following month in which they are 

received, according to departmental procedures.7.Investigates and resolves reactivated account transactions no later than two business days from the date in which they are received, according to departmental procedures.8.Duties performed 

may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or 

similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PAYROLL ACCOUNTING & TAX ADMINISTRATOR 8950 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3C2

Prof Accounting-Fin Analyst 

Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree and 

three (3) years' experience in payroll tax administration. Will consider Certified Payroll Professional certification and three years in payroll tax administration. Knowledge of all aspects of payroll tax; demonstrated ability to handle confidential 

information.Job DutiesResponsible for all daily payroll tax accounting activities, including payroll balancing, payroll tax reporting and compliance with local, state and federal regulations and balancing local, state, and federal tax reporting 

returns. Also, responds to questions and special request from employees and regulatory agencies. Researches laws and regulations regarding payroll taxes and payroll withholding procedures and works closely with Payroll Director to ensure 

compliance. Responsible for balancing payroll activities and partner with Finance to ensure payroll posting to General Ledger. Review and resolves integration or mapping issues related to general ledger. Monitor and review all periodic payroll 

tax filings Resolve employee payroll tax issues and payroll tax return filings Perform employee updates for foreign national tax withholding and reporting Evaluate employee tax data errors for resolution Make recommendations to Payroll 

Manager regarding payroll penalty notices and abatement filing Research new compliance guidelines and recommend implementation procedures where appropriate with Payroll Department Partner with Legal department, if needed, to set up 

and maintain all jurisdictions as required and to close inactive jurisdictions on a timely basis Provide leadership for the Year-end and W-2 form distribution on an annual basis Perform weekly audits to monitor accuracy and consistency 

between systems Liaise with 3rd party provider to ensure payroll tax deadlines are met and returns are accurate Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise considerable judgment in 

interpretation of payroll tax procedures and practices.Work requires demonstrated ability to work with confidential information.Work requires proficiency in Microsoft Office Products (Word, Excel, Outlook). Work requires strong analytical 

and problem solving skills.Work requires the ability to work as a team player with excellent customer service skills.Working ConditionsWork is performed primarily in general office areaUT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

PAYROLL ANALYST 8952 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3C1 Prof Accounting-Accountant PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent, Associate or Bachelor degree preferred, and two (2) years of related experience and normally requires specific accounting/payroll training. FPC or CPP certification preferred Job DutiesEnsure accurate and timely calculation, 

processing and distribution of UT Southwestern payrolls Ensure that transactions are processed in compliance with internal policies and procedures, as well as government agency regulations Process and audit UT Southwestern payrolls, 

including input or upload of approved adjustments to pay, with a strong focus on employee status changes, new hires, terminations, federal/state/local tax changes, 403(b) and other benefit changes, garnishments, and any other adjustments 

that impact gross-to-net calculations. Balance and evaluate federal/state/local tax files, and work with Tax Administrator regarding tax processing and questions and concerns. Maintain employee pay records, reflecting all payroll updates and 

audit changes posted to payroll software Maintain the flow of documentation for payroll changes, including communication with internal departments to ensure accuracy and timeliness Respond to employee inquiries regarding pay 

calculations Calculate retroactive payments, as required, create manual checks and set up off cycle payrolls, including special bonus and incentive processing Performs other duties as assigned.Knowledge, Skills & AbilitiesKnowledge of all 

aspects of payroll and tax processing Ability to handle confidential information Proficiency in Microsoft Office Products (Word, Excel, Outlook) is required Strong analytical and problem solving skills Excellent verbal and written communication 

skills Demonstrated team player mentality, with excellent customer service skills Working ConditionsWork is performed primarily in general office areaUT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

PAYROLL ANALYST SR 8951 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3C2

Prof Accounting-Fin Analyst 

Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent, Associate or Bachelor degree preferred, and five (5) years of related experience and normally requires specific accounting/payroll training. CPP certification preferred Job DutiesEnsure accurate and timely calculation, processing and 

distribution of UT Southwestern payrolls Ensure that transactions are processed in compliance with internal policies and procedures, as well as government agency regulations Process and audit UT Southwestern payrolls, including input or 

upload of approved adjustments to pay, with a strong focus on employee status changes, new hires, terminations, federal/state/local tax changes, 403(b) and other benefit changes, garnishments, and any other adjustments that impact gross-

to-net calculations. Balance and evaluate federal/state/local tax files, and work with Tax Administrator regarding tax processing and questions and concerns. Maintain employee pay records, reflecting all payroll updates and audit changes 

posted to payroll software Maintain the flow of documentation for payroll changes, including communication with internal departments to ensure accuracy and timeliness Respond to employee inquiries regarding pay calculations Calculate 

retroactive payments, as required, create manual checks and set up off cycle payrolls, including special bonus and incentive processing Performs other duties as assigned.Knowledge, Skills & AbilitiesThorough knowledge of all aspects of payroll 

and tax processing Ability to handle confidential information Proficiency in Microsoft Office Products (Word, Excel, Outlook) is required Strong analytical and problem solving skills Excellent verbal and written communication skills 

Demonstrated team player mentality, with excellent customer service skills Working ConditionsWork is performed primarily in general office areaUT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

PAYROLL BUSINESS ANALYST SR 9451 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3C2B

Prof Accounting-Fin Analyst 

Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title9451 - Senior Payroll Business AnalystSalarySalary 

Negotiable Job SummaryThis position is responsible for leading payroll operations by providing Oracle PeopleSoft and Kronos subject matter expertise. Coordinate system testing of new releases and tax update, as well as with BAS, HRIS, 

Benefits and other cross-functional groups to ensure payroll processing is uninterrupted. Provide guidance and recommendations to Payroll Leadership regarding systems optimization and streamlined processes, while also maintaining security 

standards within payroll operations. Lead payroll projects associated with this area and execute other administrative responsibilities and vendor relationship management.Experience and EducationBachelor's degree in Business, IT (or related 

field), or combination of relevant system certification (i.e., Oracle Certified) and five (5) years of functional payroll and/or payroll technology experience including two (2) years project management experience. Functional knowledge of 

PeopleSoft and Kronos or other timekeeping system(s).Job DutiesSupport all phases of payroll systems development and maintenance to include planning, design, configuration, and testing.Provide super-user expertise to payroll staff to 

ensure maximized system efficiency for both the payroll and time systems.Maintain integrity, standards and governance while ensuring the highest level of security and data privacy is applied to all inbound and outbound data.Coordinate and 

partner with BAS, HR, Benefits and other cross-functional departments to communicate/implement any changes related to system operations and company level set-up, including new technology solutions.Maintain Payroll configuration, as 

governed by leadership where applicable. (i.e., payroll calendar, payroll general deductions, retroactive pay, earnings codes).Manage projects to roll out additional functionality or improve existing functionality of pay impacting 

systems.Optimize the environment by leading process change discussions to successful conclusion and agreement with all levels, including senior leaders.Create/update training documentation and materials, as needed.Create/update payroll 

process documentation, as needed.Efficient and timely issue resolution of any data integrity or process issues; follow-up with concise and clear communications to explain the solution to and/or train key stakeholders.Define system 

access/security protocols and ensure that access is granted in line with the governance matrix.Work with Payroll leadership to ensure governance protocols are established, communicated and in place for the payroll organization.Serve as 

subject matter expert for special reports creation and other system support.Prepare and provide weekly and monthly updates/reports, as required.Perform other duties as assigned.Knowledge, Skills & AbilitiesVery high attention to detail and 

strong organization skills, with a focus on accuracy and timelinessMust have strong knowledge of payroll regulations and leading practices.Excellent written and verbal communication skills. Must be able to effectively represent the 

organization'sinterests with the various internal teamsMust be able to make presentations to leadership, staff, third party vendors and agency personnel at all levelsMust be able to work on multiple tasks at the same time and meet dynamic 

deadlines with short noticeMust possess strong problem solving skills to identify root cause analysis supporting the correction and documentation of processes.Working ConditionsWork is performed primarily in office environment.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions 

of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PAYROLL CLERK 8955 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4J Office-Payroll ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent (some college preferred) and one year experience in a general office, accounting or payroll environment. Job DutiesPerforms defined entry-level administrative payroll activities in support of payroll team, including answering 

inquiries, data entry of employee updates as directed. Duties follow established procedures and works under general supervision of the Payroll Supervisor. Process employee time and payroll data from Kronos timekeeping system.Works 

closely with departments to ensure accurate paychecks.Responsible for input and audit of payroll transactions.Assists in reconciliation of payroll accounts.Responsible for the department's electronic filing system.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires ability to handle confidential information Work requires general experience in Microsoft Office Products (Word, Excel, Outlook) is required Work requires good verbal and written 

communication skills Work requires demonstrated team player mentality, with excellent customer service skills Working ConditionsWork is performed primarily in general office areaUT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.



PCT FLOAT POOL LEVEL 1 U9973 P09 $30,900.00 $38,600.00 $47,590.00 $2,575.00 $3,216.67 $3,965.83 $118.85 $148.46 $183.04 $14.86 $18.56 $22.88 N 5E7 Medical Technician-Pat Care ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks to provide patient care under the 

direction of nursing staff being certain to only perform tasks in which training and/or competency has been validated. Experience and EducationHigh school diploma or equivalent. Must be able to read, write and communicate in English. 

Familiarity with medical terminology. Working knowledge of basic computer software skills.Preferred one (1) year acute care inpatient hospital experience or a certified nursing assistant certificate or certified medical assistant certificate or 

completed the first semester of nursing clinicals.Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Must achieve validation of required core competencies and 

training within 6 months of employment.Job DutiesCollects data to include: Intake and output, weight, temperature, pulse, respirations, and blood pressure. Recognizes and immediately reports values outside normal parameters to the nurse. 

Demonstrates awareness of age-specific considerations in gathering these assessments (children, adolescents, adults, older adults). Performs sterile procedures in accordance with the Department of Nursing and Infection Control Policies and 

Procedures to include sterile gloves, dressing changes and in/out catherizations.Reports any changes in a patient's condition or behavior immediately to the nurse. Seeks assistance and guidance as needed to ensure that patient care is 

delivered in a safe, high quality and effective manner at all times.Responds to patient requests for assistance in a respectful, positive and timely manner. Asks the patient and/or patient's family, "Can I do anything else for you" before leaving 

the room.Performs basic hygiene care in accordance with the Department of Nursing Policies and Procedures. Checks skin carefully during the bath, reports anything other than normal immediately to the nurse.Makes frequent and ongoing 

patient rounds to comfort, position, and to provide toileting and hygiene care. Let's the patient know when you will return. Patient rarely finds it necessary to use the call light.Documents patient information accurately and in appropriate place 

in a timely manner.Transfers, and transports patients safely and in accordance with the Department of Nursing Policies and Procedures, with concern for age-specific considerations. Ensures that patient is covered with robe and/or blankets 

and that slippers are on feet (even if Transporter is taking patient).Welcomes new patient/patient's family. Knocks before entering room. Smiles and introduces self. Wears name tag. Immediately alerts nurse if patient/patient's family seems or 

is unhappy and you have not resolved the issue.Knowledge, Skills & AbilitiesWork requires constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn 

patients.Work requires good interpersonal skills and verbal and written communication skills.Work requires contact with physicians, residents, fellows, allied health personnel, and other medical and non-medical office personnel to coordinate 

necessary information and to provide optimal level of patient care.Work requires telephone skills when in contact with patients, referring physicians, and pharmaceutical representatives outside of university, vendors, and third party 

payees.Work requires ability to read, write, and perform mathematical calculations.Working ConditionsWork is performed primarily in a hospital setting where incumbent may be exposed to body fluids and infectious diseases.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT¿Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, 

color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

PCT FLOAT POOL LEVEL 2 U9974 P11 $33,145.00 $41,358.00 $52,562.00 $2,762.08 $3,446.50 $4,380.17 $127.48 $159.07 $202.16 $15.94 $19.88 $25.27 N 5E7 Medical Technician-Pat Care ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks to provide patient care under the 

direction of nursing staff being certain to only perform tasks in which training and/or competency has been validated. Experience and EducationHigh school diploma or equivalent. Must be able to read, write and communicate in English. 

Familiarity with medical terminology. Working knowledge of basic computer software skills.Minimum two (2) years acute care inpatient hospital experience preferred or a certified nursing assistant certificate or certified medical assistant 

certificate or completed the first semester of nursing clinicals.Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Job DutiesCollects data to include: Intake and 

output, weight, temperature, pulse, respirations, and blood pressure. Recognizes and immediately reports values outside normal parameters to the nurse. Demontrates awareness of age-specific considerations in gathering these assessments 

(children, adolescents, adults, older adults). Performs sterile procedures in accordance with the Department of Nursing and Infection Control Policies and Procedures to include sterile gloves, dressing changes and in/out catherizations.Reports 

any changes in a patient's condition or behavior immediately to the nurse. Seeks assistance and guidance as needed to ensure that patient care is delivered in a safe, high quality and effective manner at all times.Responds to patient requests 

for assistance in a respectful, positive and timely manner. Asks the patient and/or patient's family, "Can I do anything else for you" before leaving the room.Performs basic hygiene care in accordance with the Department of Nursing Policies 

and Procedures. Checks skin carefully during the bath, reports anything other than normal immediately to the nurse.Makes frequent and ongoing patient rounds to comfort, position, and to provide toileting and hygiene care. Lets the patient 

know when you will return. Patient rarely finds it necessary to use the call light.Documents patient information accurately and in appropriate place in a timely manner.Transfers, and transports patients safely and in accordance with the 

Department of Nursing Policies and Procedures, with concern for age-specific considerations. Ensures that patient is covered with robe and/or blankets and that slippers are on feet (even if Transporter is taking patient).Welcomes new 

patient/patient's family. Knocks before entering room. Smiles and introduces self. Wears name tag. Immediately alerts nurse if patient/patient's family seems or is unhappy and you have not resolved the issue.Knowledge, Skills & AbilitiesWork 

requires constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients.Work requires good interpersonal skills and verbal and written 

communication skills.Work requires contact with physicians, residents, fellows, allied health personnel, and other medical and non-medical office personnel to coordinate necessary information and to provide optimal level of patient care.Work 

requires telephone skills when in contact with patients, referring physicians, and pharmaceutical representatives outside of university, vendors, and third party payees.Work requires ability to read, write, and perform mathematical 

calculations.Working ConditionsWork is performed primarily in a hospital setting where incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require 

prior approval of the Vice President for Human Resources Administration, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender 

expression,¿age, disability, genetic information, citizenship status, or veteran status.

PERFORMANCE ANALYST - CODING & CLINICAL DOC INTEGRITY U5562 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3J Quality Assurance Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryAs a member of the HIM Coding team, 

the Performance Analyst - Coding & CDI, is responsible to manage the Texas Health Care Information Collection (THCIC) process for the University of Texas Southwestern Medical Center (UTSW). This process is mandated by the Texas legislature 

and the data reporting is used to report on health care activity in the state to inform health care consumers and impact cost and quality of health care in Texas. The Performance Analyst is further responsible for internal data needs to include 

quarterly and annual distribution of reports to Medical Staff concerning patient populations disclosed for state reporting and Hospital Quality Reviews. Other internal data needs for support of accrediting activities, credentialing activities, and 

performance improvement activities. The Performance Analyst may also assist in HIM Coding functions, as needed, may include some coding validation, working account edits, combining and un-combining accounts, as examples.Experience 

and EducationAssociate degree or bachelor's degree in Health Information Management, CCS, Medical Technology and/or closely related field; or 5 years related experience required Minimum of two (2) years of experience in healthcare 

performance improvement and data analytics, or similar related experience in a non-Healthcare position, required position.Experience coding and/or working with coded data and knowledge of electronic health record systems, coding 

software, coding reports software; with 3M & Epic preferred.Extensive knowledge with Excel spreadsheets and graphs.An equivalent combination of education and experience may be considered.Job Duties1. THCIC ManagementCollects, 

submits, corrects as needed, and certifies UTSW inpatient and outpatient discharge data in a timely fashion according to the guidelines established by the THCIC.Presents notification and reporting to physicians when data is submitted to 

THCIC.Remains current with the requirements for collecting, submitting, correcting, and certifying data submitted to the THCIC.Participates in external committee work and area data user groups to support data use in the local area.2. Data 

AnalysisDevelop and maintain schedules for reporting to ensure reporting deadlines are met to avoid monetary fines and/or penaltiesAssists with data needs for profiling of medical staff and allied health staff for credentialing and 

reappointment purposes.Supports data needs for accreditation purposes as needed.Serves as the Subject Matter Expert (SME) for the Coding & CDI Department for data requests for the development of data reports and graphs for the HIM 

Coding and CDI areas for tracking of quality, productivity, and other metrics to facilitate quality and performance improvement efforts.Responsible for updating the monthly CMI data file and distributing to Executive Leadership within the 

required timeline. Requires running data files to validate completeness of inpatient accounts from the previous month as quickly as possible.Responsible for monthly preparation and distribution of reports to validate completeness of 

outpatient accounts to assist coding professionals with staying compliant with OPPS, timely filing; and to ensure data is complete and available for state reporting.Responsible for vetting the validity of other data requests from internal and 

external sources and providing data as appropriate.Maintains confidentiality of all data collected.3. Coding SupportMaintains current understanding of anatomy and physiology, medical terminology, disease processes, and coding guidelines 

and grows knowledge through participation in continuing education programs. Maintains current understanding of coding and enhances coding skills to expand scope of data analytics.4. General FunctionsMaintains an expert level of 

knowledge of regulatory guidelines and processes and trends related to regulatory guidelines for data reporting.Assists in upholding coding team expectations, customer service standards, professionalism, operating procedures, processes, and 

other team strategies and goals.Assist in promoting a culture of support, continuous learning, and teamwork. Provides back up as needed for the timekeeping system.Performs other duties as assigned by coding leadership.Knowledge, Skills & 

AbilitiesWork requires strong analytical and critical thinking skills.Work requires extensive knowledge with Excel spreadsheets and graphsWork requires excellent customer service, interpersonal, and communication skills (verbal and 

written).Work requires organizational skills along with a high level of accuracy and attention to detail.Work requires initiative to report IT issues and work with IT for resolution, to avoid delays in reporting and collaboration with external 

agencies to resolve reporting issues when encountered.Work requires ability to report and problem solve using discretion, judgment, and professionalism.Work requires ability to handle multiple tasks, prioritize tasks, show initiative, and 

adjust to changes as appropriate. Work requires ability to perform in a fast-paced, and quality driven environment.Work requires ability to comprehend, understand, and follow established policies, procedures, and other guidelines of some 

complexity.Work requires self-motivation, maturity, and being a team-player.Working ConditionsWork is performed in a hybrid environment, at a UTSW office location or at a home office. Minimum two (2) days per week on-site is 

required.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion/.

PERFORMANCE IMPROVEMENT COORD 2307 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education- Five years previous 

experience as a performance improvement specialist - High school diploma is minimum. Must be able to read, write and communicate in English. - Certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered Records 

Administrator (RRA) preferred. - Strong knowledge of CMS Quality and Performance measure requirements and Qnet/CMS information and submission processes; Computer skills including working knowledge of Epic and Excel; Strong 

communication skills.Job Duties1. Monitors CMS data submission deadline for both UT Southwestern University Hospital's Inpatient, Outpatient and Behavioral Quality & Performance Measures in a timely manner and validates all measure 

sets are transmitted prior to QNET deadlines and that all rejected cases are corrected and retransmitted.Hospital Qualitynet Security Administrator, super user. Enter both hospital's web-based measures.2. Communicates all 

messages/requests from CMS/QNET to manager and director and when necessary to Performance Improvement (PI) specialists and team.3. Backs up other performance improvement specialists as assigned and needed, in case review and 

communication of findings.4. Review and/or abstract relevant information from electronic health medical record utilizing regulatory specifications and criteria. Enters data into web based abstraction tool accurately and timely. Manage Quality 

Improvement applications by reporting required data and/or managing end users and distributing audit reports to all involved utilizing applications like Qualaris and TxHSN. Providing valuable feedback to Hospital Clinical Safety Manager in a 

timely manner.5. Assists in identification of trends and special causes and prepares reports and comparative data to manager, director and physician champion as needed to facilitate quality improvement in the measures.6. Supports assigned 

committees with meeting preparation, creation of meeting minutes if applicable and follow-up correspondence, and meeting coordination.7. Identifies physician and nursing deficiencies and follows notification procedures for such deficiency in 

timely manner. Work on Special Projects. Work with the Registry team with abstraction.**Other Duties: Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

PERFORMANCE IMPROVEMENT COORD NURSING PROJECTS 9803 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3J Quality Assurance Jr NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationGraduate of an accredited 

Nursing program (Bachelor's or Master's degree in nursing preferred) with three (3) years' experience as a Registered Nurse (RN). Experience in academic healthcare preferred. Current Texas license; BLS certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC). Quality Improvement background preferred. Job DutiesAssists in the development of programs to include, procedures, standards, clinical pathways, and order sets. Participates in 

systematic, interdisciplinary, and ongoing evaluation and iterative improvements of the program. Uses data and outcomes to support the activities of the Medical/ Clinical leadership and Clinical teams. Identifies and utilizes available resources 

to resolve problems.Review patient care concurrently to help provide timely and proactive feedback to teams about their performance. Participates in patient care as appropriate and within scope of practice to integrate essential information 

in order to prioritize and provide care that maximizes outcomes.Coordinates, assists, and leads patient care conferences where appropriate.Performs Clinical Chart Audits. Coordinates documentation issues with staff and 

leadership.Collaborates with the healthcare team in the attainment of improvement and outcomes based on data, research, evidence, and professional standards of practice.Identify Champions on clinical units/ in clinical departments as 

resources. Develop and support staff to cascade information and provide on-going education and training. Maintain own professional development and a knowledge of clinical care through audit, self directed and directed research and 

learning.Demonstrate effective communication with patients, relatives, medical staff, and all other members of the multidisciplinary team.Ensures safe care to patients, staff, and visitors; adheres to all UT Southwestern policies, procedures, 

and standards within budgetary specifications including time management, supply management, productivity, and quality of service. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent verbal and written 

communication skills.Work requires knowledge and ability to develop and recommend departmental and institutional policies and procedures for performance improvement.Work requires determination of methods and approaches to 

problems.Work requires knowledge of basic computer skills.Work requires frequent contact with all levels of personnel.Working ConditionsWork is performed primarily in an office environment.UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

PERI-ANESTHESIA ATTENDANT U5322 P08 $29,400.00 $36,800.00 $44,200.00 $2,450.00 $3,066.67 $3,683.33 $113.08 $141.54 $170.00 $14.13 $17.69 $21.25 N 7D Service-Patient Transport Jr CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable MINIMUM QUALIFICATIONSHigh School diploma 

or equivalent. Current Basic Life Support (BLS) through American Heart Association (AHA) required.ESSENTIAL FUNCTIONSIdentify patients according to hospital policyTransport patients from designated areas within hospital to/from peri-

anesthesia or surgical destinationsProcure linen, supplies and equipment as directed by peri-anesthesia staff.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to independently transport stretchers and hospital beds throughout 

hospitalWork requires ability to independently transport supplies, linen and equipment as directedWork requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative 

alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facilityWORKING CONDITIONSWork is performed primarily in a hospital or 

hospital clinic environment. Routine walking, climbing, liftingUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PERSPECT PYMT SYS COORD U3133 Y P31 $56,914.00 $82,732.00 $108,549.00 $4,742.83 $6,894.33 $9,045.75 $218.90 $318.20 $417.50 $27.36 $39.78 $52.19 E 3M1 Prof Svcs-Strat/Phys Rltns Sr ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  -  Graduate of 

approved clinical program in specific discipline specialty (RN, PT, OT, SLP, MD).  Must be able to read write and understand English.-  Clinical experience; three (3) yrs experience in medical rehabilitation; familiarity with Functional Independence 

Measures; experience in relationship development and managed care.-  Current Texas license in specific clinical discipline specialty (RN, PT, OT, SLP, MD).-  Computer skills, familiarity with Prospective Payment System for Rehab Job Duties  -  

Clearly identifies target reference dates for the completion of the PAI for all patients which will correctly reflect the functional status and care needs of the patient to result in the correct Case Mix Group (CMG) assignments.-  Coordinates the 

completion of the admission assessment of the PAI by the fourth day of the patient's stays and the 5th day following discharge for each inpatient rehabilitation patient.-  Assures that the PAI reflects the functional status and 24 hour care 

needs of the patient.-  Investigates comorbidities that would allow for a tier change.-  Coordinates the computerized completion of the PAI; may or may not involve performing direct input of data.  Encodes the PAI and electronically transmits 

the PAI within identified time frames.-  Oversees the running of the UDS software and edits all PAIs for all patients.-  Periodically audits PAI, clinical documentation and billing information to assure accuracy and consistency of documentation.-   

Monitor CMS compliancy-  Works independently with minimal supervision.-  Provides guidelines and instruction to staff regarding CMS changes regarding PPS.-  Succinctly communicates with intake coordinators, coders and MD's to assure 

accurate patient placement/acceptance regarding maintaining 60% compliance.-  Accepts additional responsibilities . Organizes scheduled and unscheduled time.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PEST CONTROL TECHNICIAN 5296 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 6E1 Mainten/Craft-Semi-Skill Mid SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation, 

vocational school, or GED equivalent andone (1)year experience in pest control and/or extermination.Licensed in pest controlby the Texas Structural Pest Control Board or Texas Department of Agriculture.Job DutiesSpecifies and purchases 

pesticides, rodenticides, insecticides and proper equipment relative to pest control within institution and related facilities.Inspects facilities and performs proper treatment based on pests, pest habits, pesticides, type, use and structural 

condition of buildings. Mixes and sprays chemical solutions for various methods of pest extermination within specified areas.Responds to emergency pest infestations and advises clients on preventative measures regarding reinfestations to 

control pests with area and related facilities.Maintains records of pesticides used, dosage, dates, times and places of application to ensure proper storage, usage, inventories, retention and disposal of pesticides in compliance with all local, 

state and federal safety regulations.Follows-up on service concerns relative to pest control.Assists Grounds Division with pest control.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PET CT TECHNOLOGIST U1180 RA5 $63,794.00 $94,526.00 $125,259.00 $5,316.17 $7,877.17 $10,438.25 $245.36 $363.56 $481.77 $30.67 $45.45 $60.22 N 3B12

Professional Technologist-

NucM ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision with 

the physicians to perform PET CT imaging exams, exam protocols, accreditation, operations, and facilitation of equipment maintenance.Experience and EducationAmerican Registry of Radiologic Technologists - ARRT (NM) or the Nuclear 

Medicine Technologist Certification Board (NMTCB) required.  Licensed by Texas Medical Board (TMB) as a Medical Radiologic Technologist. Achievement of a board certification in PET technology or a minimum of five years or 700 hours of PET 

CT experience required. Basic Life Support (BLS) certification, course accredited by the American Heart Association. Associate degree in radiologic sciences or Graduate from AMA approved school; bachelor's degree preferred.Job Duties1. 

Technologists will be required to work in both PET CT and general Nuclear Medicine.2. General Job Responsibilities: Maintains work area in a clean and orderly condition and ensures that it is properly supplied for procedures. Demonstrates 

conscious effort to be good stewards of hospital resources to ensure facility financial goals are met. Checks equipment and accessories to ensure proper working order and notifies appropriate personnel for repairs. Responds to inquiries/calls 

regarding procedures in a timely manner. Communicates problems on shift with equipment or pending exams with appropriate staff. Engages in equitable distribution of departmental workloads. Participates in a learning experience with new 

employees and students. Assists with scheduling and coordinating exams as appropriate to ensure smooth workflow. Performs quality control on assigned equipment and reports issues timely. Attends departmental and facility 

meetings/classes (minimum 90% attendance). Completes required courses/modules on time. Performs pertinent duties in the best interest of patients, personnel and the facility as assigned. Adheres to departmental time, attendance, and 

tardiness guidelines. Wears employee ID and follows dress code policy. As appropriate, may assume supervisory responsibilities in the absence of the designated supervisor. Participates in all regulatory compliance activities.2. Patient 

Interaction: Verifies the patient's identification using the forms of ID as outlined in the hospital policies. Communicates with patients clearly and in a professional manner. Ensures proper patient preparation, verifies screening protocols, and 

answers questions. Evaluates patient's history and symptoms for the procedures clinical criteria. Assist patient in dressing for exam and attends to patients' physical well-being while transporting to and from exam room and table, and 

positioning for exam. Instructs/communicates with patient and/or patients' family (as appropriate) regarding the tests to be performed and assesses the patient's ability to tolerate exam. Must demonstrate and maintain current knowledge, 

continued education, and skills to provide appropriate care for the following age groups (specific to department): newborn, pediatric, young adult, adult, and geriatric.3. Exam Performance: Verifies the requisition/chart for valid written order, 

priority date, ordering comments, physician's notes, precautions, and patient consent forms. Performs high quality nuclear medicine examinations according to exam protocol in a timely manner. Assists the physician as needed in performing 

additional imaging or biopsy procedures. Ensures that images and records are properly completed with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures accurately and in a 

timely manner in accordance with age specific criteria. Completes exam charges and image documentation and forwards it to radiologist in a timely manner. Administers intravenous injections of contrast material as appropriate, observes 

patients for adverse reactions.4. Job Performance May Include: Monitors and trains students in all areas of current competencies. Assists in the orientation and training of new staff. Leads the work of technologists ensuring that procedures are 

performed according to standards. Participates in the modality specific QA/QC program and ensures compliance with regulations. Participates in various accreditation processes as directed.**Other Duties: Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires the ability to recognize artifacts/unusual or special problems unrelated to normal 

scanning routines.Work requires the ability to respond to and interact with all stakeholders with the PACT standards.Work requires the ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change 

agent attitude that includes flexibility and adaptability to perform in a high-volume facility.Work requires the ability to build high functioning teams that work in tandem within interdepartmental modalities.Working ConditionsWork is 

performed primarily in a hospital or hospital clinic environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her 

designee.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. Asan equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis ofrace, color, religion, national origin, sex,sexual orientation, gender identity, gender expression,age, disability, genetic information, citizenship status, or veteran status.

PFS REP I U9445 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G9 Prof Fee Sched-PFS INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Minimum 2 years 

hospital or medical billing experience.High School Diploma. Bachelors preferred.Knowledge of health insurance mechanisms and coverage is required. Effective oral and written communications skills. Proficient keyboarding, accuracy and math 

aptitude skills. Job Duties  1.  Ensure all claims are billed and received by the payers for proper adjudication.  This includes timely processing of allocated volume of accounts, based on established production guidelines and time parameters 

provided for workflow.2. Responsible for outbound calls and/or status inquiries via payer¿s website validating receipt of medical claims and adjudication status within established timeframes.  Display competent ability to access, navigate, and 

manage account information through phone calls and payer websites.3.  Work any edits and denials in allocated workflow to achieve proper adjudication to payment.  This includes, but is not limited to:  verify insurance is correct, update 

insurance demographics, rebill claims not received, document the status of work performed, follow-up on outstanding adjudication items according to departmental guidelines, and is also responsible for billing secondary/tertiary claims along 

with providing supporting documentation to payers for additional payment.4. Documents all work and calls performed, in accordance to policy. This includes complete contact information, good grammar, and expected outcomes.5. Obtain 

primary and/or secondary EOB and claims to bill next responsible payer, along with utilizing various internal resources to obtain medical records to respond to requests from payers upon request.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PFS REP II U9446 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G9 Prof Fee Sched-PFS INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Minimum 5 years 

hospital or medical billing experience.High School Diploma. Bachelors preferred.Knowledge of health insurance mechanisms and coverage is required. Effective oral and written communications skills (including grammar). Proficient keyboarding, 

accuracy and math aptitude skills. 

Competencies: all payer classes Job Duties  1. Analyze payer underpayments, variances, and denials.  Escalate trends, make comprehensive suggestions, and file professional appeals according to our contractual agreements and UT 

Southwestern policy.  This includes timely processing of allocated volume of accounts, based on established production guidelines and time parameters provided for workflow.2. Responsible for outbound calls and/or status inquiries via 

payer¿s website validating receipt of medical claims and adjudication status within established timeframes.  Display competent ability to access, navigate, and manage account information through phone calls and payer websites.  Documents 

all work and calls performed, in accordance to policy. This includes complete contact information, good grammar, and expected outcomes.3. Display competency and ability to work within client based, research, and UTSW special 

arrangements.  This includes, but is not limited to: calculating the physician and hospital share and working with MSP to transfer the physician's share to that department, working with other departments at UTSW to properly invoice clients 

and bill claims for proper adjudication per our agreements.4. Be knowledgeable on all payer types and effectively work on special projects for specific initiatives for account resolution projects.  Demonstrate confidence and sound decision 

making for processing through large volumes of denials, complex accounts, or contractual reviews, as identified from strategic leadership requirements.5. Make necessary adjustments as required by plan reimbursement.6.  Function as a 

departmental liaison for billing and collections support for internal and external customers, as required.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

PFS REP III U9447 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3G9 Prof Fee Sched-PFS INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Minimum 8 years 

hospital or medical billing experience.High School Diploma. Bachelors preferred.Knowledge of health insurance mechanisms and coverage is required. Effective oral and written communications skills (including grammar). Proficient keyboarding, 

accuracy and math aptitude skills. 

Compentencies: all payer classes, training, leadership. Job Duties  1. Ability to provide orientation and training for staff members on procedures, system functions, and activities required for essential PFS Representative functions.  Exhibiting 

professional behavior and supports leadership in the team.  Is designated as a TEAM LEAD or a SWAT TEAM role, as determined by management at the time of placement into this PFS III role.  Will provide direction to ensure staff stays on track 

with management directives.2. Compiles and monitors daily production reports for work group, advise supervisor of performance deficiencies, and system/procedural issues with require analysis and resolution; makes recommendations for re-

training of employees.3. Display compentency and ability to work within client based, research, and UTSW special arrangements.  This includes, but is not limited to: calculating the physician and hospital share and working with MSP to 

transfer the physician's share to that department, working with other departments at UTSW to properly invoice clients and bill claims for proper adjudication per our agreements.4. Be knowledgable on all payer types and effectively work on 

special projects for specific initiatives for account resolution projects.  Demonstrate confident leadership for the teams and sound decision making for processing through large volumes of denials, complex accounts, or contractual reviews, as 

identified from strategic leadership requirements.5. Make necessary adjustments as required by plan reimbursement.6.  Function as a departmental liaison for billing and collections support for internal and external customers, as required.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



PHARMACY CLERK U5611 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 7H Service-Cashier/Clerk ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationOn the Job training 

requiredHigh School diploma or equivalent. Must be able to read, write and communicate in English.Working knowledge of computer systems.Job DutiesSets up cash register. Receives cash till, counts operating cash, and places in 

register.Operates register during pharmacy hours: rings up total charges, explains charges as requested, and makes change.Delivers prescriptions to patient rooms, patient bedside or where other deliver locations are determined.Maintains 

required records and statistics, particularly those involved in cashiering such as register tapes, patient insurance logs, credit card logs, etc.Operates multiline telephone, answers all calls promptly, quick resolutions, records and triages calls in a 

timely manner.Types departmental correspondence efficiently and accurately. Maintains organized patient medical records. Keeps filing up to date.Reports defective equipment/supplies, cashiering problems, and unusual conditions to 

supervisor. Alerts supervisor immediately of any prescription discrepancies.Attends in-service meetings and other required training and meetings as directed.Assumes accountability for all actions in the workplace. Utilizes downtime to assist 

others and/or to provide excellent service to patients and/or families. Organizes prescriptions and provides deliveries efficiently and quickly.Effective patient/family advocate. Responds to patient?s and/or patients family?s complaints in an 

appropriate & effective manner. Reports complaints to the Manager or their designee in a timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work related problems.Participates in 

performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and attends 100% of mandatory educational sessions.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHARMACY INTERN U5496 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 8B9 Student Intern PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe UT Southwestern (UTSW) Medical 

Center Pharmacy Intern Position and duties are designed to develop knowledge, proficiency and competency level for interns to become integral members of the health care team while maintaining and promoting their educational and 

professional growth in pharmacy practice. Interns will work with licensed pharmacists and pharmacy technicians to perform delivery of pharmacy services in cross functional areas of the department including, but not limited to: Acute Care, 

Cancer Center, Specialty, Ambulatory, and Transitions of Care pharmacies and pharmacy programs, to provide comprehensive pharmaceutical care to the patients of UTSW. The intern position will typically consist of students in their second, 

third, and fourth years of an ACPE accredited college of pharmacy. Pharmacy Interns will be trained to independently perform operational pharmacy technician responsibilities, and as the intern progresses through the program, may be trained 

to perform clinical and operational pharmacist responsibilities with pharmacist oversight. Interns will complete presentations, journal clubs, and/or longitudinal projects that will add value to the department. The interns should gain the 

knowledge, skills and real world experience that will assist them to achieve a residency, ambulatory, or clinical pharmacist position, should they wish to pursue.Pharmacy interns will be expected to work a minimum of 2 shifts (16 hours) per 

month while pharmacy school classes are in session. In the months when classes are not in session, the intern will be expected to work an average of 40 hours per month during the P2 and P3 years. The required hours will decrease to an 

average of 16 hours per month during the P4 year to accommodate educational requirements. MINIMUM QUALIFICATIONSMust currently be enrolled and in good academic standing with the Doctor of Pharmacy (PharmD) Program at an ACPE 

accredited school or college of pharmacyActive registration with the Texas State Board of Pharmacy as a Pharmacist Intern is requiredBasic Life Support (BLS) certification with course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC) required by start date. Sterile compounding (IV) certification accredited by ACPE is preferred at third year of pharmacy school. Previous pharmacy or hospital experience is preferredAbility to communicate in English 

(speaking, reading, writing) is required.ESSENTIAL FUNCTIONSJob Duties:Perform job responsibilities in accordance with organizational and departmental policies, procedures, performance improvement objectives and environmental/infection 

control standards as well as state and federal laws and regulations. Perform daily pharmacy operational duties, medication distribution activities consistent with those of a pharmacy technician.Perform extemporaneous compounding. 

Accurately repackage bulk medications into unit dose per departmental policy and procedure. Enters charges and credit and restock returns. Fill all orders, floor stock, and fill lists. Performs IV calculations and prepare all IV admixtures, batch 

preparation using proper aseptic technique and departmental policy. Deliver medication on time. Under the supervision of a pharmacist, communicate information (verbally/in writing) to physicians, nurses, etc. in a courteous and professional 

manner. Assist in patient/family education and counseling regarding drug therapy, admission medication history, and side effects. Also, effectively document clinical activities and concisely conveying key information required for follow-up by 

pharmacists. Strive to improve patient satisfaction, as measured by Press Ganey scores.Participate in the education of pharmacy staff, students, interns, and residents. Provide both journal club and case presentations on an annual 

basis.Support and demonstrate a customer services commitment to internal and external customers through adherence to UT Southwestern Medical Center's customer service standards and processes.Under the supervision of a pharmacist, 

perform therapeutic monitoring of specified drug therapies & recommend dosage adjustments as needed based on renal function evaluation & pharmacokinetic calculations.Participate in a longitudinal quality improvement or research 

initiative with the ultimate goal of presenting the findings at a regional or national conference.Administer vaccinations when applicable and as assigned Perform other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires excellent 

oral and written communication skills.Work requires ability to function well on interdisciplinary teams.Work requires basic computer skills, data entry, filing.Work requires great attention to detail.WORKING CONDITIONSWork is performed 

primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, 

religion, national origin, sex,&iquest;sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

PHARMACY TECHNICIAN 5607 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5F8 Medical Technician-Pharm ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation, vocational school graduation, or GED and one (1) year related experience to include intravenous admixture.  Certification as Pharmacy Technician by National Pharmacy Technician Certification Board preferred. Experience in the use 

of Peoplesoft Financials preferred. Job Duties  1.Performs job responsibilities in accordance with organizational and departmental policies, procedures, performance improvement objectives, and environmental/infection control 

standards.2.Audits and signs out all controlled substances in accordance with state/federal guidelines and organizational policies.  Identifies and corrects discrepancies and reports unusual usage patterns/trends.3.Accurately fills all  orders 

(STAT, new, refill, missing), floor stock, and fill replenishment lists. Delivers all medications in a timely and efficient manner.4.Performs extemporaneous compounding. Repackages bulk medications (oral, injectable, etc) into unit dose per 

departmental policy and procedure.5.Accurately performs IV calculations and prepares all IV admixture using proper aseptic technique. Safely handles all intravenous chemotherapy.  Returns discontinued or unused IV solutions, processes 

credits and returns to stock accurately.6.Assists with ordering, managing and monitoring drug inventory in a fiscally responsible manner and is cognizant of appropriate PAR levels in all medication storage areas. Maintains drug and supply 

inventories, ensuring drugs are ordered on schedule.  Prices drugs and supplies competitively between multiple vendors, before placing orders, to ensure lowest acquisition cost.7.Maintains logs of hood usage, pre-mixing of drugs, and material 

safety to comply with state laws.  Maintains operation of hoods. Completes medication area inspections in a thorough and timely manner.  Removes and documents expired medications appropriately.8.Trains relief pharmacists on solutions 

used with specific drugs, rate of IV flow, and computer system that maintains database for all drugs dispensed.9.Enters charges, processes credits, and restocks returns accurately and consistently. Maintains record of delivered drug invoices 

and matches against orders and billed invoices.  Accounts for discrepancies; works with Accounting for verification of payment.10.Ensures notification of J code changes for drug usage as appropriate.11.Serves as link in quality control system, 

assessing correctness of drugs, concentrations, and dilutants.12.Provides prompt and courteous service by receiving incoming calls (nurses, physicians, etc) and prioritizing based on urgency or nature of requests (triage).13.Actively enhances 

personal growth and development by participating in educational programs, in-services, and meetings.14.Treats co-workers and organizational/departmental property and resources with respect by maintaining a clean, orderly, and 

appropriately stocked work environment.15.Consistently works (multi-tasks) and problem solves independently and effectively with minimal supervision.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHARMACY TECHNICIAN U5607 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5E8 Medical Technician-Pharm ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

provide technical and supportive skills in operation of pharmacy.Experience and EducationHigh school diploma or equivalent and one (1) year of experience in pharmacy or equivalent technician is required.Registration with Texas State Board of 

Pharmacy (TSBP) as a Registered Technician or Pharmacist Intern is required and national certification with Pharmacy Technician Certification Board (PTCB) preferred. Basic Life Support (BLS) certification, course accredited by the American 

Heart Association (AHA) or American Red Cross (ARC) required by start date. Sterile compounding (IV) certification accredited by ACPE, if required to compound sterile admixtures in their role.Job DutiesPerforms job responsibilities in 

accordance with organizational and departmental policies, procedures, performance improvement objectives and environmental and infection control standards.Coordinates daily workflow in assigned area and provides leadership to other 

technicians. Performs extemporaneous compounding. Repackages bulk medications into unit dose per departmental policy and procedure. Enters charges and credits and restocks returns.Makes good decisions, accepts responsibilities, and 

maintains competency in multiple areas.Accepts duty as knowledge and training resource for specific areas of responsibility and works to imporve these areas.Acurately fills all orders, prescriptions, floor stock, and/or fill lists. Delivers 

medication on time.Performs extemporaneous compounding. Repackages bulk medications (oral, injectable, etc) into unit dose per departmental policy and procedure. Enters charges/credits and restocks returns accurately and 

consistently.Provides prompt and courteous service. Receives incoming calls and prioritizes bases on urgency or nature of requests.Audits and signs out all controlled substances in accordance with state and federal guidelines and 

organizational policies. Identifies and corrects discrepancies and reports unusual usage pattern and trends. Completes medication area inspections. Removes and documents expired medications.Assists with ordering, managing and monitoring 

drug inventory in a fiscally responsible manner and is cognizant of appropriate PAR levels in all medication storage areas. Enhances personal growth and development. Participates in educational programs, in-services and meetings. Is a 

knowledge and training resource for specific areas of responsibility and routinely works to improve these areas.Participates in new employee orientation and training.Treats co-workers and organizational and departmental property and 

resources with respect. Maintains clean, orderly and stocked work environment.Works and problem solves with minimal supervision.Duties performed may include one or more of the following core functions: a) Directly interacting with or 

caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.If IV certified and scheduled to compound sterile admixtures, performs IV calculations and prepares al IV admixture using proper aseptic technique. 

Handles all intravenous chemotherapy.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of metric and apothecary systems and ability to utilize basic pharmacy equipment.Work requires attention to 

detail, ensuring adherence to safety regulations and practices.Work requires good oral and written communication skills. Work requires telephone and personal contact with various levels of internal and external personnel and 

organizations.Work requires English skills (speaking, reading, writing). Good general health and stress coping ability. Moderate physical effort: prolonged standing/walking, occasional lifting/carrying (up to 25 lbs), reaching, bending, crouching, 

etc. OSHA Category III.Work requires ability perform math reasoning.Working ConditionsWork is performed primarily in office and/or pharmacy setting.Any qualifications to be considered as equivalents in lieu of stated minimum require prior 

approval of Vice President for Human Resources Administration or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, 

disability, genetic information, citizenship status, or veteran status.

PHARMACY TECHNICIAN ADVANCED U5488 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5E8 Medical Technician-Pharm ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under supervision of Pharmacy 

Technician Coordinator, Pharmacy Technician Supervisor or Pharmacy Manager.Experience and EducationHigh school diploma or equivalent required. Minimum of four (4) years of experience as a pharmacy technician, two (2) of the years in 

area of advanced pharmacy technician concentration. Registration with Texas State Board of Pharmacy (TSBP) as a Registered Technician or Pharmacist Intern is required. National certification with Pharmacy Technician Certification Board 

(PTCB) preferred. Sterile compounding (IV) certification accredited by ACPE required in Sterile & Hazardous Compounding and Investigational Drug Services only. Current Basic Life Support (BLS) certification, course accredited by the American 

Heart Association (AHA) or American Red Cross (ARC) is required by start date. Job DutiesAdvanced Pharmacy Technician (TCPT) basic responsibilities may include:Performs job responsibilities in accordance with organizational and 

departmental policies, procedures, performance improvement objectives and environmental/infection control standards. Coordinates daily workflow in assigned area and provides leadership to other technicians.Makes good decisions, accepts 

responsibilities and maintains competency in multiple areas.Is a knowledge and training resource for specific areas of responsibility and routinely works to improve these areas.Provides prompt and courteous service by receiving incoming calls 

(patients, nurses, physicians, etc.) and prioritizing based on urgency or nature of requests (triage).Participate in teaching activities, including but not limited to, precept Pharmacy Technicians, Pharmacy Students, Pharmacists, and other 

healthcare practitioners.Actively enhances personal growth and development by participating in educational programs, in-services and meetings. Actively participates in new employee orientation and training.Treats co-workers and 

organizational/departmental property and resources with respect by maintaining a clean, orderly and appropriately stocked work environment.Audits and signs out all controlled substances in accordance with state/federal guidelines and 

organizational policies. Identifies and corrects discrepancies and reports unusual usage patterns/trends. Completes medication area inspections in a thorough and timely manner. Removes and documents expired medications 

appropriately.Consistently works (multi-tasks) and problem solves independently and effectively with minimal supervision.Spend a total of 80% of their staffed hours performing one or a combination of the below advanced pharmacy 

technician concentration areas.Performs other duties as assignedControlled Substance, Operating room, Buyer, Procurement. & Technology Optimization Advanced Pharmacy Technician activities may include:Assists with ordering, managing 

and monitoring drug inventory in a fiscally responsible manner and is cognizant of appropriate PAR levels in all medication storage areas.Proper management and handling of medications, including investigational and controlled substances 

(e.g., record maintenance, use of inventory management software, inventory and quality control, proper documentation and discrepancy resolution). Efficient operation and ability to troubleshoot specialty machinery, equipment, devices or 

software necessary in performing job functions (e.g., carousels, automated dispensing cabinets, drug delivery devices, mediciation testing).Generate and Aanalyze reports from the automated dispensing cabinets and compare to administration 

records.Temperature monitoring for room, refrigerators and freezers.Competence in rebuilding code cart trays and creating drug kits as needed.Ordering, shipping, receiving, retrieving and documenting pharmacy inventory activities. Including 

Cardinal, M&D Webportal, ION ordering, Peoplesoft, Jaggaer and other systems.Sterile & Hazardous Compounding activities may include:Accurately prepares all sterile admixtures for adults, pediatrics and neonates using proper aseptic 

technique. Safely handles all hazardous medications, including chemotherapy. Delivers medications in a timely and efficient manner.Compounding, packaging and labeling of sterile and non-sterile products in accordance to USP regulations; 

Able to perform pharmaceutical calculations in execution of tasks.Competent in terminal cleaning and utilizing PAPR unit while cleaning underpan of CACI (when applicable).Efficient operation of specialty machinery and equipment (e.g. baxa 

pump, IV compounding system, PharmTrac)Special preparations (e.g. CADD delivery device, AIM, elastomeric pumps).Proficient with understanding sterility testing systems, USP compounding standards and state board of pharmacy rules as 

they relate to sterile and hazardous compounding.Investigational Drug Services activities may include:Proper management and handling of medications, including investigational and controlled substances (e.g., record maintenance, use of 

inventory management software, inventory and quality control, proper documentation and discrepancy resolution). Accurately prepares investigational sterile admixtures for adults, pediatrics and neonates using proper aseptic technique. 

Safely handles all hazardous medications, including chemotherapy. Delivers medications in a timely and efficient manner.General understanding of research study protocols and unique requirements for each study protocol.Inventory 

management for study drug when stored inside and outside areas of IDS.Competence to work with study monitors and/or auditors for research studies.Proficient developing study procedures and troubleshooting issues that arise in 

IDS.Knowledge, Skills & AbilitiesWork requires good organizational skills.Basic computer skills, data entry, filing.English (speaking, reading, writing). Good general health and stress coping ability. Moderate physical effort: prolonged 

standing/walking, occasional lifting/carrying (up to 25 lbs), reaching, bending, crouching, etc. OSHA Category III.Working ConditionsWork is performed primarily in office area. Moderate physical effort: prolonged standing/walking, occasional 

lifting/carrying (up to 25 lbs), reaching, bending, crouching, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This 

PHARMACY TECHNICIAN COORDINATOR U5606 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 5E8 Medical Technician-Pharm ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under supervision of Pharmacy 

Technician Supervisor or Pharmacy Manager.Experience and EducationHigh school diploma or equivalent required. Three (3) years hospital Pharmacy or equivalent technician experience.Registration with Texas State Board of Pharmacy (TSBP) 

as a Registered Technician or Pharmacist Intern is required. National certification with Pharmacy Technician Certification Board (PTCB) preferred. Sterile compounding (IV) certification accredited by ACPE required in Sterile & Hazardous 

Compounding and Investigational Drug Services only. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required by start date. Job DutiesPerforms job 

responsibilities in accordance with organizational and departmental policies, procedures, performance improvement objectives and environmental/infection control standards. Coordinates technician education, schedules, training and 

orientation with pharmacy management assistance. Assists with technician evaluations.Monitors daily technician activities, training, priorities, staffing and workloads, adjusting schedules according to departmental needs. Contributes ideas 

and identifies opportunities for process improvements to better deliver prompt and safe patient care. Makes good decisions, accepts responsibilities, coordinates daily workflow in assigned area. Provides leadership to other technicians, and 

maintains competency in multiple areas.Fills all orders, floor stock, and fill lists. Performs IV calculations and prepares all IV admixture using proper aseptic technique. Handles all intravenous chemotherapy. Delivers medications. Performs 

extemporaneous compounding. Repackages bulk medications into unit dose per departmental policy and procedure. Enters charges and credits and restocks returns.Provides service by receiving incoming calls and prioritizing based on urgency 

or nature of requests.Audits and signs out all controlled substances in accordance with state and federal guidelines and organizational policies. Identifies and corrects discrepancies and reports unusual usage patterns and trends. Completes 

medication area inspections and removes and documents expired medications.Assists with ordering, managing and monitoring drug inventory in fiscally responsible manner and is cognizant of appropriate PAR levels in medication storage 

areas. Enhances personal growth and development by participating in educational programs, in-services and meetings. Participates in new employee orientation and training.Treats co-workers and organizational and departmental property and 

resources with respect by maintaining clean, orderly and stocked environment. Works and solves problems with minimal supervision.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Basic 

computer skills, data entry, filing.English (speaking, reading, writing). Good general health and stress coping ability. Moderate physical effort: prolonged standing/walking, occasional lifting/carrying (up to 25 lbs), reaching, bending, crouching, 

etc. OSHA Category III.Working ConditionsWork is performed primarily in office area. Moderate physical effort: prolonged standing/walking, occasional lifting/carrying (up to 25 lbs), reaching, bending, crouching, etc.Any qualifications to be 

considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, 

sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PHLEBOTOMIST 1619 C03 $27,725.00 $38,690.00 $49,655.00 $2,310.42 $3,224.17 $4,137.92 $106.63 $148.81 $190.98 $13.33 $18.60 $23.87 N 5E9 Medical Technician-Phleb CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED equivalent and one (1) year phlebotomy experience or a phlebotomy certification and Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job Duties1. Performs 

skillful phlebotomy procedures in timely manner.2. Greets and communicates with patient, putting them at ease.3. Confirms that appropriate paperwork is available for patient.4. Enters data of patient demographics and lab order 

instructions.5. Supplies appropriate codes and prices for patient requisitions.6. Labels patient specimens and paperwork accurately and distributes to appropriate areas of lab.7. Processes patient specimens.8. Keeps area stocked with essential 

supplies.9. Keeps work area decontaminated with proper cleaning solutions and disposal of wastes and trash in appropriate containers.10. Files patient lab requisitions.**Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHLEBOTOMIST U1619 C03 $27,725.00 $38,690.00 $49,655.00 $2,310.42 $3,224.17 $4,137.92 $106.63 $148.81 $190.98 $13.33 $18.60 $23.87 N 5E9 Medical Technician-Phleb ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible for drawing blood samples 

from a patient safely and accurately for testing and research. Submits samples of blood, urine or tissue with proper label for analysis to the laboratory.Experience and EducationEntry level phlebotomist or has completed Phlebotomy program 

in an accredited college or university.High school diploma or GED equivalentBLS and/or ACLS Certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)Job DutiesJob knowledge. Obtains blood 

specimens by venipuncture and/or capillary puncture (limited use) with minimum trauma to patient by using the Phlebotomy collection device. Instructs patients on proper collection of urine samples. Researches specimen requirements prior 

to specimen collection for esoteric or new tests. Maintains a fast and accurate specimen collection turnaround time. Use Epic Beaker to enter lab orders. Verify tests ordered on the requisition with respect to details for accurate test codes 

while processing specimens through the LIS system, maintain positive patient identification and specimen requirements/handling via Phlebotomy collection device.Quality Orientation: Helps monitor pending lists, including but not limited to 

the unreceived specimen log. Supports CLS Quality Assurance program, actively participating in performance improvement activities by Identifying process improvement opportunities and implementing as appropriate. Ensures specimen 

requirements are maintained during transportation and storage as per protocol. Ensures that specimens sent via tube system are sent successfully before leaving the area. Maintains specimen integrity at all times. Maintains positive patient 

identification for all specimens collected, using defined protocols.  Maintains patient confidentiality throughout all activities and communications. Enters data of patient  demographics and lab order instructions as needed. Labels patient 

specimens and paperwork  accurately according to established procedures, maintaining positive patient and specimen  Identification at all times. Performs Final Check at all timesCustomer Service: Provides exceptional customer service to 

patients of all ages, cultures, and backgrounds. Greets patients kindly, puts patients at ease, addresses any patient concerns, properly communicates and demonstrates compassion and respect to all patients. Answers calls/communication in a 

pleasant and professional manner. Follows up and accepts responsibility for the resolution of the caller's concerns and or gives an informed hand off to the next person of authority.Processes laboratory samples according to procedure. 

Centrifuges and prepares aliquots when needed. Maintains specimen requirements at all times according to protocol. Dispatches specimens to the main laboratory or other designated testing facility as per established procedure with fewer 

than two mislabeled specimens. Document all correct and accurate information in regard to the specimens collected to ensure best is being met daily, delivers collected specimens to the laboratory(window specimen receiving) and may receive 

specimen using Epic Beaker. May have to enter orders or look up orders in EPIC Beaker. May be required to contact the Core Laboratory for retrieval of specimens (e.g. for add-on test). Adheres to Patient Safety Goals as defined by UTSW, TJC, 

CAP, and other regulatory/accreditation agencies. Performs inventory of supplies as assigned. Provides training to other Phlebotomists as needed. May provide team leadership for other Phlebotomists in the absence of the Lead 

Phlebotomist.Ensures all tests are accounted for in the ordering system. If necessary, contacts physician's office or nurse to obtain order clarification/verification prior to collecting specimens. Tracks every specimen to ensure specimen 

integrity, accounting particularly for those samples which must be transported to other locations with fewer than three occasions of errors involving maintaining specimen batches (opening, reconciling and closing).Orders and Monitors 

supplies and ensures all are within expiration date. Ensures that expired supplies are discarded and none are in the general supply, storage or on phlebotomy carts. Phlebotomy carts need to be fully stocked with required supplies; delivered to 

the specific staging area; document daily use on current phlebotomy log. Keeps work area well organized and free from clutter, stocked with essential supplies and decontaminated with proper cleaning solutions and disposal of wastes and 

trash in appropriate containers.Utilizes the Risk Management and Process Improvement tools (Event Reports) in an accurate and timely way to identify issues concerning Quality Improvement and assists coworkers in this process as needed. 

Follows chain of command when reporting unsafe practices observed.Actively participates in the review of the monthly schedule and work assignments in conjunction with the Supervisor/Coordinator. Know daily tasks and be accountable for 

the daily workflow, including the status of the phlebotomy tracker, work flow assignments, and priority test requests. Also, acts as a liaison/problem solver for phlebotomy issues.Perform blood collections, blood cultures, and other special 

collections (Lactic acid, Ammonia, QFTs, to name a few), according to procedures defined by the LIS Collection Management with minimum errors. Attendance Reports for work on the assigned days at the assigned times. Follows procedures 

regarding requesting and using leave in manner that consistently supports effective job performance.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires internal contact with patients, nurses, physicians, and allied 

health practitioner from other departments regarding specimen collection.Work requires exercise of considerable judgment in application, evaluation, and implementation of new or revised procedures, techniques, and practices to work 

problems.Able to lift up to 10 poundsRequires constant walkingWears RFID tag to check out collection device throughout the entire shiftWorking ConditionsWork is performed primarily in laboratory area with exposure to one or more 

disagreeable elements, such as bodily fluids, infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

PHLEBOTOMIST LEAD U5444 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 5E9 Medical Technician-Phleb ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryHas the technical and skill set expertise in 

drawing blood samples from a patient safely and accurately for testing and research. Submits samples of blood, urine or tissue with proper label for analysis to the laboratory. Has strong leadership skills and work ethics, excellent customer 

service and interpersonal skills and serves as a trainer for new hires.Experience and EducationCompleted Phlebotomy program in an accredited college or university.High school diploma or GED equivalentTwo years' experience in phlebotomy. 

Phlebotomist (ASCP) or equivalent preferred.BLS and/or ACLS Certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)Job DutiesJob knowledge. Obtains blood specimens by venipuncture and/or 

capillary puncture (limited use) with minimum trauma to patient by using the Phlebotomy collection device. Instructs patients on proper collection of urine samples. Researches specimen requirements prior to specimen collection for esoteric 

or new tests. Maintains a fast and accurate specimen collection turnaround time. Use Epic Beaker to enter lab orders. Verify tests ordered on the requisition with respect to details for accurate test codes while processing specimens through 

the LIS system, maintain positive patient identification and specimen requirements/handling via Phlebotomy collection device.Responsible for providing support to other less senior laboratory staff members in regards to policies and 

procedures.Provides complex phlebotomy services for inpatients and outpatients.Quality Orientation: Helps monitor pending lists, including but not limited to the unreceived specimen log. Supports CLS Quality Assurance program, actively 

participating in performance improvement activities by Identifying process improvement opportunities and implementing as appropriate. Ensures specimen requirements are maintained during transportation and storage as per protocol. 

Ensures that specimens sent via tube system are sent successfully before leaving the area. Maintains specimen integrity at all times. Maintains positive patient identification for all specimens collected, using defined protocols.  Maintains 

patient confidentiality throughout all activities and communications. Enters data of patient  demographics and lab order instructions as needed. Labels patient specimens and paperwork  accurately according to established procedures, 

maintaining positive patient and specimen  Identification at all times. Performs Final Check at all times. Strive to improve the patient continuity of care by monitoring daily activities, troubleshooting and  documenting problems and providing 

resolution, which requires independentCustomer Service: Provides exceptional customer service to patients of all ages, cultures, and backgrounds. Greets patients kindly, puts patients at ease, addresses any patient concerns, properly 

communicates and demonstrates compassion and respect to all patients. Answers calls/communication in a pleasant and professional manner. Follows up and accepts responsibility for the resolution of the caller's concerns and or gives an 

informed hand off to the next person of authority.Processes laboratory samples according to procedure. Centrifuges and prepares aliquots when needed. Maintains specimen requirements at all times according to protocol. Dispatches 

specimens to the main laboratory or other designated testing facility as per established procedure with fewer than two mislabeled specimens. Document all correct and accurate information in regard to the specimens collected to ensure best 

is being met daily, delivers collected specimens to the laboratory(window specimen receiving) and may receive specimen using Epic Beaker. May have to enter orders or look up orders in EPIC Beaker. May be required to contact the Core 

Laboratory for retrieval of specimens (e.g. for add-on test). Adheres to Patient Safety Goals as defined by UTSW, TJC, CAP, and other regulatory/accreditation agencies. Performs inventory of supplies as assigned. Provides training to other 

Phlebotomists as needed. Training of students and mew employees.Ensures all tests are accounted for in the ordering system. If necessary, contacts physician's office or nurse to obtain order clarification/verification prior to collecting 

specimens. Tracks every specimen to ensure specimen integrity, accounting particularly for those samples which must be transported to other locations with fewer than three occasions of errors involving maintaining specimen batches 

(opening, reconciling and closing).Orders and Monitors supplies and ensures all are within expiration date. Ensures that expired supplies are discarded and none are in the general supply, storage or on phlebotomy carts. Phlebotomy carts need 

to be fully stocked with required supplies; delivered to the specific staging area; document daily use on current phlebotomy log. Keeps work area well organized and free from clutter, stocked with essential supplies and decontaminated with 

proper cleaning solutions and disposal of wastes and trash in appropriate containers. Monitors these activities are completed.Utilizes the Risk Management and Process Improvement tools (Event Reports) in an accurate and timely way to 

identify issues concerning Quality Improvement and assists coworkers in this process as needed. Follows chain of command when reporting unsafe practices observed.Actively participates in the review of the monthly schedule and work 

assignments in conjunction with the Supervisor/Coordinator. Know daily tasks and be accountable for the daily workflow, including the status of the phlebotomy tracker, work flow assignments, and priority test requests. Also, acts as a 

liaison/problem solver for phlebotomy issues.Perform blood collections, blood cultures, and other special collections (Lactic acid, Ammonia, QFTs, to name a few), according to procedures defined by the LIS Collection Management with 

minimum errors. Attendance Reports for work on the assigned days at the assigned times. Follows procedures regarding requesting and using leave in manner that consistently supports effective job performance.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires internal contact with patients, nurses, physicians, and allied health practitioner from other departments regarding specimen collection.Work requires exercise of considerable judgment in 



PHLEBOTOMY SERVICES COORDINATOR U5511 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 5E9 Medical Technician-Phleb ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma 

with 8 yrs of clinical lab experience, 5 years as a phlebotomist; OR Associates Degree with 5 yrs clinical lab experience, 3 years as a phlebotomist. Current Basic Life Support (BLS) certification, course accredited by the American Heart 

Association (AHA) or American Red Cross (ARC). Supervisory experience required. Job DutiesWorks under limited supervision to plan, coordinate, and supervise general duties and needs of Ambulatory and University Hospitals' Phlebotomy 

Services. Ensures efficient scheduling of staff to perform daily activities of area. Interviews and recommends selection of new laboratory personnel.Plans, organizes, coordinates, and supervises the Quality Assurance activities of the area. 

Provides management reports on status of QA activities. Meets deadlines in accordance with regulatory, hospital, and department guidelines. Ensures review of all daily, weekly and monthly records and data including quality control, 

temperature monitors, batch logs, recollects, and turn-around-time.Maintains personnel records; completes performance evaluations, performs and documents Competency evaluations, and trains both clerical and technical support using 

managerial skills according to department and university guidelines.Orders and allocates all laboratory supplies and materials; maintains adequate inventory to ensure efficient operation of phlebotomy services at UH St. Paul, UH Zale, & UT 

Southwestern POB Laboratory. Assists in preparation of annual budget of department. Makes sound decisions that consider cost versus benefit. Monitors expenditures for personnel, equipment and supplies.Updates policies and procedures 

when indicated complying with regulations and department guidelines.Participates in work of department as may be required by workload.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHOTOGRAPHER 8851 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H9

Prof Services-Comm & 

Mkting Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryPerforms highly skilled work with limited 

supervision for general photography in support of marketing functions.Experience and EducationBachelor's degree in photography and four (4) years photographic experience at agency, corporation or large educational facility. Proficient with 

photo related programs (such as, Photoshop, Lightroom, etc.). Flexible work schedule, occasional weekend assignments. May consider additional related years of experience in lieu of degree.Portfolio with relevant work with links and role are 

required for review on application submission.Job DutiesSet-up photographic equipment in the pursuit of photographing staff, patients, and general subjects utilizing techniques best designed to accomplish desired results to ensure that 

production deadlines are met.Proficient in Photoshop, Lightroom and other associated photo related programsMaintains schedule and works with clients directly to identify best resources to use for their project in relation to personell and 

equipment.Edits and maintains quality control checks on all out-going material being delivered to clientsOccasional basic motion capture assignments in conjunction with video team.Recommends ordering of new equipment and related 

photography supplies. Assists in maintaining existing equipmentDevelops maintain and develop best practices in relation to post production processes and intake workflows. Works with Digital Asset Manager to ensure photo assets are 

properly tagged with metadata and are handed off to clients in a timely mannerProposes new photographic features and content founded in the values of the university and based on content strategyPerforms other duties as 

assigned.Knowledge, Skills & AbilitiesAn excellent portfolio of workFamiliarity withboth studio and locationphotography and lighting techniquesCan lead a photoshoot end to end independently Understanding of photographic workflowAbility 

to be flexible and collaborate as needs changeHelp to continuously improve the studio's workflows, processes, and organizationMust have a willingness to accept new project challengesExpert Knowledge in Photoshop and LightroomAble to 

work well within a team setting and independentlyExcellent customer service and communication skillsAbility to collaborate and work cross functionally across an organizationWorking ConditionsWork is performed primarily in office 

area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

PHOTOGRAPHER JR 8852 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryPerforms skilled work with limited 

supervision for general photography in support of marketing functions.Experience and EducationBachelor's degree in photography and two (2) years photographic experience at agency, corporation or large educational facility. Proficient in 

photo related programs (such as Photoshop, Lightroom, etc.). Flexible work schedule, occasional weekend assignments. May consider additional related years of experience in lieu of degree.Portfolio with relevant work with links and role are 

required for review on application submission.Job DutiesSet-up photographic equipment in the pursuit of photographing staff, patients, and general subjects utilizing techniques best designed to accomplish desired results to ensure that 

production deadlines are met.Proficient in Photoshop, Lightroom and other associated photo related programsEdits and maintains quality control checks on all out-going material being delivered to clientsOccasional basic motion capture 

assignments in conjunction with video team.Works with Digital Asset manager to ensure photo assets are properly tagged with metadata and are handed off to clients in a timely mannerPerforms other duties as assigned.Knowledge, Skills & 

AbilitiesAn excellent portfolio of workFamiliarity withboth studio and locationphotography and lighting techniquesUnderstanding of photographic workflowAbility to be flexible and collaborate as needs changeHelp to continuously improve the 

studio's workflows, processes, and organizationMust have a willingness to accept new project challengesGood working knowledge of Photoshop and LightroomAble to work well within a team setting and independentlyWorking 

ConditionsWork is performed primarily in office area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,¿age, disability, genetic 

information, citizenship status, or veteran status.

PHOTOGRAPHER SR 8850 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H9B

Prof Services-Comm & 

Mkting Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryPerforms highly skilled work with limited 

supervision for general photography in support of marketing functions.Experience and EducationBachelor's degree in photography and six (6) years photographic experience at agency, corporation or large educational facility. Proficient with 

photo related programs (such as, Photoshop, Lightroom, etc.). Flexible work schedule, occasional weekend assignments. May consider additional related years of experience in lieu of degree.Portfolio with relevant work with links and role are 

required for review on application submission.Job DutiesSet-up photographic equipment in the pursuit of photographing staff, patients, and general subjects utilizing techniques best designed to accomplish desired results to ensure that 

production deadlines are met.Proficient in Photoshop, Lightroom and other associated photo related programsMaintains schedule and works with clients directly to identify best resources to use for their project in relation to personel and 

equipment.Development and maintenance of relationships with key internal / external stakeholders and vendors to create photography assets and support visual asset enhancement.Edits and maintains quality control checks on all out-going 

material being delivered to clientsOccasional basic motion capture assignments in conjunction with video teamRecommends ordering of new equipment and related photography suppliesAssists with maintaining existing equipmentDevelops 

maintain and develop best practices in relation to post production processes and intake workflows. Works with Digital Asset manager to ensure photo assets are properly tagged with metadata and are handed off to clients in a timely 

mannerProposes new photographic features and content founded in the values of the university and based on content strategyAssists manager in security control and inventory of equipmentPerforms other duties as assigned.Knowledge, Skills 

& AbilitiesAn excellent portfolio of workWell versed withboth studio and locationphotography and lighting techniquesCan lead a photoshoot end to end independently Understanding of photographic workflowAbility to be flexible and 

collaborate as needs changeHelp to continuously improve the studio's workflows, processes, and organizationMust have a willingness to accept new project challengesExpert Knowledge in Photoshop and LightroomAble to work well within a 

team setting and independentlyExcellent customer service and communication skillsAbility to collaborate and work cross functionally across an organizationWorking ConditionsWork is performed primarily in office area.UT¿Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

PHYSICAL THERAPIST 1222 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 E 3F7

Prof Med Services-Phys 

Therapy ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

Physical Therapy School accredited by American Physical Therapy Association and licensure by State of Texas, and no experience required.    Job Duties  Plans physical therapy programs for each patient as prescribed by physician involving use 

of one or combination of therapeutic methods and modalities.      Administers prescribed treatments, modifying such treatments as indicated by patient's reaction.       Applies diagnostic and prognostic muscle, nerve, joint, and functional 

ability tests.       Directs and aids patients in treatment programs.        Evaluates, records, and reports patients' progress fo review by supervisor or other members of rehabilitation team.       Assists with record keeping as necessary to meet 

requirements of accrediting agencies.       Participates in training medical and nursing personnel and students in physical therapy techniques and objectives.       Participates in rounds, clinics, and meetings as needed.        Duties performed may 

include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly 

affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHYSICAL THERAPIST HH341 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 E 3F7

Prof Med Services-Phys 

Therapy ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOrganizes and conducts medically 

prescribed therapy programs in the home/daycare center to restore function to the patient.Experience and EducationUndergraduate degree and one (1) to two (2) years in Physical Therapy is required. **Cardio-Pulmonary Resuscitation or 

Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Valid Texas driver's license, proof of driver's insurance and current licensure as Physical Therapist is required.** 

Preferred: Home health servicesJob DutiesDirects and aids patient in active and passive exercises, muscle re-education, and functional training using pulleys, weights, steps, and inclined surfaces.Provides instructions in therapeutic procedures 

to be continued by the patient/family.Adapts conventional physical therapy techniques to meet the needs of patients unable to comprehend verbal commands or voluntarily carry out a regime of therapeutic exercises.Designs physical therapy 

programs and sets goals for each patient.Evaluates, records, and reports on patient's progress for review by members of the care team.Maintains patient records and charts to ensure an accurate record of treatment.Responsible for monitoring 

delivery of physical therapy services in adherence to agency's clinical standards.Participates in Continuous Quality Improvement (CQI) Program.Provides supervisory visits for Physical Therapy Assistant as required by state and federal 

regulations.Responsible for participating in on-call rotation and emergency call according to agency policy.Performs other related duties as assigned or requested.Knowledge, Skills & AbilitiesWork requires ability to care for and treat patients in 

accordance with established protocols, accepted nursing standards, and instructions from physicians and/or nurses.Work requires verbal and written communication skills.Work requires interpersonal skills.Work requires contact with 

physicians, residents, fellows, secretaries, and allied health personnel to coordinate information necessary to provide optimal level of patient care.Work requires ability to stand for long periods of time.Work requires ability to lift, push, and/or 

pull up to 50 lbs.Work requires ability to read, write, and perform mathematical calculations.Work requires ability to perform under general supervision. Work requires that incumbent complete most assignments with substantial 

independence.Working ConditionsExposure to dust/dirt/fumes, exposure to disease, move and position patients, bending or reaching, driving a vehicle, more than average exposure to variable weather and road conditions, walking, annual 

physical examination, lifting over 50 pounds, available to work all shifts.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PHYSICAL THERAPIST P5719 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 N 3F7

Prof Med Services-Phys 

Therapy ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree and no 

experience is required. **Eligible for licensure in state of Texas and active Cardiopulmonary Resuscitation certification (CPR or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red 

Cross (ARC)) are required.** Preferred: One (1) year of experience. Job DutiesDemonstrates knowledge of departmental policies and procedures, and treatment specific protocols regarding patient care. Demonstrates knowledge of proper body 

mechanics for personal and patient safety. Uses and instructs others in proper body mechanics. Reviews information available from all sources, i.e. history and physical, overt and subjective complaints, etc. Utilizes appropriate testing and 

measurement procedures based on information gathered in evaluation.Identifies and records problems. Projects realistic goals with reasonable time frames. Determines if treatment is effective. Uses resulting evaluation to identify and record 

problems. Analyzes and designs treatment programs based on individual patient problems and goals. Prepares for patient discharge. Records patients' progress.Orders equipment and completes equipment prescription in full.Performs other 

duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHYSICAL THERAPIST PH341 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 N 3F7

Prof Med Services-Phys 

Therapy ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationUndergraduate degree 

and one (1) to two (2) years in Physical Therapy is required. **Cardio-Pulmonary Resuscitation or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), drivers license and 

licensed Physical Therapist is required.** Preferred: Home health services Job DutiesDirects and aids patient in active and passive exercises, muscle re-education, and functional training using pulleys, weights, steps, and inclined 

surfaces.Provides instructions in therapeutic procedures to be continued by patient and family.Adapts conventional physical therapy techniques to meet needs of patients unable to comprehend verbal commands or voluntarily carry out 

regime of therapeutic exercises.Designs physical therapy programs and sets goals for each patient.Evaluates, records, and reports on patient's progress for review by members of care team.Maintains patient records and charts to ensure 

accurate record of treatment.Monitors delivery of physical therapy services in adherence to agency's clinical standards.Participates in Continuous Quality Improvement Program.Performs other duties as assigned. **Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHYSICAL THERAPIST U5719 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 E 3F7

Prof Med Services-Phys 

Therapy ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree and no 

experience is required. **Eligible for licensure in state of Texas and active Cardiopulmonary Resuscitation certification (CPR or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red 

Cross (ARC)) are required.** Preferred: One (1) year of experience. Job DutiesDemonstrates knowledge of departmental policies and procedures, and treatment specific protocols regarding patient care. Demonstrates knowledge of proper body 

mechanics for personal and patient safety. Uses and instructs others in proper body mechanics. Reviews information available from all sources, i.e. history and physical, overt and subjective complaints, etc. Utilizes appropriate testing and 

measurement procedures based on information gathered in evaluation.Identifies and records problems. Projects realistic goals with reasonable time frames. Determines if treatment is effective. Uses resulting evaluation to identify and record 

problems. Analyzes and designs treatment programs based on individual patient problems and goals. Prepares for patient discharge. Records patients' progress.Orders equipment and completes equipment prescription in full.Performs other 

duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHYSICAL THERAPIST - PRN 1223 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 N 3F7

Prof Med Services-Phys 

Therapy ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

Physical Therapy School accredited by American Physical Therapy Association and licensure by State of Texas, and no experience required.    Job Duties  Plans physical therapy programs for each patient as prescribed by physician involving use 

of one or combination of therapeutic methods and modalities.      Administers prescribed treatments, modifying such treatments as indicated by patient's reaction.       Applies diagnostic and prognostic muscle, nerve, joint, and functional 

ability tests.       Directs and aids patients in treatment programs.        Evaluates, records, and reports patients' progress fo review by supervisor or other members of rehabilitation team.       Assists with record keeping as necessary to meet 

requirements of accrediting agencies.       Participates in training medical and nursing personnel and students in physical therapy techniques and objectives.       Participates in rounds, clinics, and meetings as needed.        Duties performed may 

include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly 

affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHYSICAL THERAPY ASSISTANT 1226 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 5F13 Medical Technician-Other ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Completion of two-

year program for Physical Therapist Assistant, which meets standards established by American Physical Therapy Association and no experience required. Must be licensed as a Physical Therapist Assistant.   Job Duties  Prepares patients, 

treatment areas, and equipment for administration of prescribed physical therapy programs.       Assists physical therapists in implementing treatment programs of patients, including therapeutic exercises, gait training and techniques, 

administration of heat, cold, electric current, and external bandages, dressings and support, and performance of goniometric physiological condition of patients.    Instructs patients and their families concerning proper wound care and therapy 

programs to be administered at home, as prescribed by physical therapist.      Assists in maintenance of records relating to treatment of patients.       Duties performed may include one or more of the following core functions:  a) Directly 

interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) 

Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

PHYSICAL THERAPY ASSISTANT U1226 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 5E13

Medical Technician-

PhysTherapy ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationSuccessful completion of 

two-year program for Physical Therapist Assistant, which meets standards established and approved by American Physical Therapy Association and no experience required. Basic Life Support (BLS) certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC) required.Job DutiesPrepares patients, treatment areas, and equipment for administration of prescribed physical therapy programs.Assists physical therapists in implementing 

treatment programs of patients, including therapeutic exercises, gait training and techniques, administration of heat, cold, electric current, and external bandages, dressings and support, and performance of goniometric physiological treatment 

of patients.Instructs patients and their families concerning proper wound care and therapy programs to be administered at home, as prescribed by physical therapist.Assists in maintenance of records relating to treatment of patients.Performs 

other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHYSICAL THERAPY ATTENDANT 1228 10 $28,600.00 $35,800.00 $43,000.00 $2,383.33 $2,983.33 $3,583.33 $110.00 $137.69 $165.38 $13.75 $17.21 $20.67 N 5E13

Medical Technician-

PhysTherapy ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

High School or GED and no experience required.  Associate¿s degree in a related field preferred. Job Duties  Performs established patient care routines such as local wound care involving removal of bandages, cleaning of wound, redressing, skin 

care, routine passive range of motion, supervision of routine active and resistive exercise programs performed by patient, gait maintenance and practice, and tilt table programs.   Applies and removes specific modalities such as hot packs, 

paraffin, and traction units.       Assists physical therapists in patient treatment by preparing and/or positioning patients for treatment as directed, assembling required supplies and equipment and getting patients in and out of hydrotherapy 

tanks and whirlpools.     Provides assistance to patients with respect to their personal needs such as dressing, bedpans, and urinals.       Transports patients to and from physical therapy sessions as requested by physical therapist or physician.       

Cleans facilities and equipment, including hydrotherapy rooms and equipment.       Assists in ordering and record-keeping of expendable supplies, such as linen, crutches, canes, paraffin, wound supplies, etc.       Performs variety of 

miscellaneous duties such as picking up and delivering hospital charts and records, relaying messages, delivering schedules, etc.      Duties performed may include one or more of the following core functions:  a) Directly interacting with or 

caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

PHYSICIAN ASSISTANT 1754 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3F8

Prof Med Services-Phys 

Assist APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryTo promote, provide, and maintain 

patient care under physician supervision and in collaboration with a multi-disciplinary healthcare team. Experience and EducationEDUCATION:Graduate of a Master's degree or higher Accreditation Review Commission on Education for the 

Physician (ARC-PA) accredited Physician Assistant program. LICENSURE/CERTIFICATION:Certification by the National Commission of Certification of Physician Assistants (NCCPA) Certification required. Licensed by the Texas Physician Assistant 

Board. Must hold and maintain current applicable life support certification(s) based on UT Southwestern guidelines for Advanced Practice Providers.EXPERIENCE:One-year relevant clinical experience preferred.Job DutiesConducts and 

documents comprehensive initial and ongoing physical examinations based on age and diagnosis, including psychological status. Synthesizes data and utilizes evidence to develop, implement, and evaluate the patient plan of care, including 

ordering and interpreting laboratory, radiology, and other diagnostic studies/results.Demonstrates proficiency in technical/procedural skills, as appropriate and based on specialty and training.Provides relevant management, referrals, 

counseling, and education to patients, families, and caregivers related to current care and preventive health measures. Facilitates/participates in quality related initiatives and/or clinical research protocols through planned group processes, 

workshops, seminars, and staff meetings, to improve clinical and system practice performance. Collaborates in research projects and protocols; and routinely applies evidence based best practices to patient care.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesAccuracy and ability to exercise considerable judgment.Ability to maintain current customer service, clinical, and technical skills.Ability to identify opportunities and provide suggestions for improvements 

in departmental policy, procedures, and protocols.Proficient use of EMR in the delivery of careWorking ConditionsWork is performed primarily in a clinical environment. The incumbent may be exposed to body fluids and infectious 

diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of 

Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status.

PHYSICIAN ASSISTANT 1754ER Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3F8

Prof Med Services-Phys 

Assist APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable ¿Experience and EducationEDUCATION:Graduate 

of a Mater's degree or higher Accreditation Review Commission on Education for the Physician (ARC-PA) accredited Physician Assistant program.LICENSURE/CERTIFICATION:Certification by the National Commission of Certification of Physician 

Assistants (NCCPA) Certification required. Licensed by the Texas Physician Assistant Board. Current applicable American Heart Association Life Support certification(s) based on UT Southwestern policy for Advanced Practice 

Providers.EXPERIENCE:One year relevant clinical experience preferred Job DutiesConducts and documents comprehensive initial and ongoing physical examinations based on age and diagnosis, including psychological status. Synthesizes data 

and utilizes evidence to develop, implement, and evaluate the patient plan of care, including ordering and interpreting laboratory, radiology, and other diagnostic studies/results.Demonstrates proficiency in technical/procedural skills, as 

appropriate and based on specialty and training.Provides relevant management, referrals, counseling, and education to patients, families, and caregivers related to current care and preventive health measures. Facilitates/participates in quality 

related initiatives and/or clinical research protocols through planned group processes, workshops, seminars, and staff meetings, to improve clinical and system practice performance. Collaborates in research projects and protocols; and 

routinely applies evidence based best practices to patient carePerforms other duties as assigned.Knowledge, Skills & Abilities of 

Position__________________________________________________________________________________________________________Accuracy and ability to exercise considerable judgment.Ability to maintain current customer service, clinical, and 

technical skills.Ability to identify opportunities and provide suggestions for improvements in departmental policy, procedures, and protocols.Proficient use of EMR in the delivery of careWorking 

Conditions________________________________________________________________________________________________________Work is performed primarily in a clinical environment. The incumbent may be exposed to body fluids and 

infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHYSICIAN ASSISTANT P1754 T26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 N 3F8

Prof Med Services-Phys 

Assist APP HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduate of an ARC-

PA accredited Physician Assistant Program. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA)   National Commission on Certification of Physician Assistants is required.    Texas Physician 

Assistant License is required.     Basic Life Support certified from American Heart Association for Healthcare Givers is requried, ACLS preferred.     Job Duties  Assists primary care physician in diagnostic and therapeutic management of patients 

by performing variety of medical or surgical tasks.      Obtains complete medical history data from patients.        Performs physical examinations to obtain physical data.        Organizes and present historical and physical data, together with 

evaluations and recommendations, to physician in such way as to permit him/her to visualize medical problem and determine appropriate diagnostic or therapeutic procedures.     Executes such diagnostic and therapeutic procedures as 

physician may assign.       Provides follow-up and health maintenance care to patients in accordance with protocols established by physician.       Instructs and counsels patients with respect to such subjects as prenatal and post partum care, 

physical activity, rehabilitation, family planning, infant and child care, diets, medications, etc.Maintains complete and accurate records of contacts with patients whether in person or by telephone.       Supervises and instructs medical 

technicians assigned to unit.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.



PHYSICIAN ASSISTANT U1754 T26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3F8

Prof Med Services-Phys 

Assist APP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryTo promote, provide, and maintain 

patient care under physician supervision and in collaboration with a multi-disciplinary healthcare team. Experience and EducationEDUCATION:Graduate of a master's degree or higher Accreditation Review Commission on Education for the 

Physician (ARC-PA) accredited Physician Assistant program. LICENSURE/CERTIFICATION:Certification by the National Commission of Certification of Physician Assistants (NCCPA) Certification required. Licensed by the Texas Physician Assistant 

Board. Must hold and maintain current applicable life support certification(s) based on UT Southwestern guidelines for Advanced Practice Providers.EXPERIENCE:One-year relevant clinical experience preferred. Job DutiesConducts and 

documents comprehensive initial and ongoing physical examinations based on age and diagnosis, including psychological status. Synthesizes data and utilizes evidence to develop, implement, and evaluate the patient plan of care, including 

ordering and interpreting laboratory, radiology, and other diagnostic studies/results.Demonstrates proficiency in technical/procedural skills, as appropriate and based on specialty and training.Provides relevant management, referrals, 

counseling, and education to patients, families, and caregivers related to current care and preventive health measures. Facilitates/participates in quality related initiatives and/or clinical research protocols through planned group processes, 

workshops, seminars, and staff meetings, to improve clinical and system practice performance. Collaborates in research projects and protocols; and routinely applies evidence based best practices to patient care.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesAccuracy and ability to exercise considerable judgment.Ability to maintain current customer service, clinical, and technical skills.Ability to identify opportunities and provide suggestions for improvements 

in departmental policy, procedures, and protocols.Proficient use of EMR in the delivery of careWorking ConditionsWork is performed primarily in a clinical environment. The incumbent may be exposed to body fluids and infectious 

diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of 

Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status.

PHYSICIAN ASSISTANT - PRN 1754P 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 N 3F8

Prof Med Services-Phys 

Assist APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides administrative supervision of 

assigned Advanced Practice Providers (APPs) such as Physician Assistants (PAs) and/or Advanced Practice Registered Nurses (APRNs) in addition to maintaining clinical practice within their designated department or specialty area. Experience 

and EducationEDUCATIONMaster's degree or higher in nursing, documentation of completion of accredited Advanced Practice Education Program. Graduate education and related Texas Board of Nursing authorization must be consistent with 

clinical practice area and patient population. &shy;- OR - Graduate of a master's degree or higher Accreditation Review Commission on Education for the Physician, inc. (ARC-PA) accredited Physician Assistant 

programLICENSURE/CERTIFICATIONLicensure as Advanced Practice Registered Nurse by Texas State Board of Nursing. Authorization for prescriptive authority by the Texas Board of Nursing - OR- Certification by the National Commission of 

Certification of Physician Assistants (NCCPA) Certification required. Licensed by the Texas Physician Assistant Board, with registered supervisor and delegation to prescribe. Must hold and maintain current applicable life support certification(s) 

based on UT Southwestern guidelines for Advanced Practice Providers.EXPERIENCEMinimum of three years of experience in advanced practice provider role required, with demonstrated increasing responsibility.Prior leadership experience 

preferred.Job DutiesOversees and manages coverage schedules for both inpatient and outpatient Advanced Practice Provider (APP), as appropriate/ applicable. Generate APP specific data surrounding the performance and productivity of 

supervised staff. Reviews current deployment of APP staff, and identifies opportunities for future optimization. Conducts annual performance evaluations of assigned APP staff, in conjunction with division chief or medical director, faculty, and 

Office of Advanced Practice.Reviews safety events or issues related to APP clinical practice quality and safety for assigned team, and as designated by leadership. Reports observed APP events affecting access, productivity, and/or clinical 

practice. Discusses any identified barriers to providing optimal care. Supports collaborative correction or remediation, where appropriate.Contributes to the development, implementation, and evaluation of quality improvement initiatives 

pertaining to the APPs and within the assigned clinical program(s). Conducts regular team meetings with APP staff to identify barriers to patient care, and lead discussions to develop resolutions to such barriers. Reviews meeting results with 

advanced practice leadership, division chief, medical director, and/or faculty, as appropriate. Promotes APP participation in departmental and institutional continuing medical education opportunities.In the clinical setting, will provide 

diagnostic and therapeutic management of patients within their scope of practice, licensure, and privileges. Conducts and documents comprehensive initial and ongoing physical examinations based on age and diagnosis, including 

psychological status. Synthesizes data and utilizes evidence to develop, implement, and evaluate the patient plan of care, including ordering and interpreting laboratory, radiology, and other diagnostic studies/results.Demonstrates proficiency 

in technical/procedural skills, as appropriate and based on specialty and training.Provides relevant management, referrals, counseling, and education to patients, families, and caregivers related to current care and preventive health measures. 

Facilitates/participates in quality related initiatives and/or clinical research protocols through planned group processes, workshops, seminars, and staff meetings, to improve clinical and system practice performance. Collaborates in research 

projects and protocols, as appropriate; and routinely applies evidence based best practices to patient carePerforms other duties as assigned.Knowledge, Skills & AbilitiesAccuracy and ability to exercise considerable judgment.Ability to maintain 

current customer service, clinical, and technical skills.Ability to identify opportunities and provide suggestions for improvements in departmental policy, procedures, and protocols.Proficient use of EMR in the delivery of careWorking 

ConditionsWork is performed primarily in a clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of 

Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PHYSICIAN COMMUNICATIONS COORD II 8981 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4B6A

Office-Phys Communicat 

Coord TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED, and two (2) years customer service experience, including at least six months UTSW CTCS call center experience, required.   Minimum typing/keyboarding speed of 35 WPM required.  One (1) year clerical/administrative 

experience preferred.   Experience in a healthcare environment preferred.   Proficiency in one or more languages in addition to English, preferred. Job Duties  1.  Provides hospital emergency services by activating response teams including, but 

not limited to code calls, rapid response, internal/ external disasters, blood borne pathogen exposure, neonatal, surveyor notifications, and APOWW.2.   Performs specialized program services including Stroke notifications, Tele stroke, LVAD, 

CATH lab, Angio, Interventional Radiology, and STEMI.3.  Assists in coordinating hospital transfers by reporting input to bed control and serving as conference leader.4.   Responsible for calls received at the switchboard.  Utilizing reference 

materials to correctly route callers to appropriate person/department/patient room.5.   Responsible for paging throughout the facility, including mobile devices, manual paging, and paging through computer messaging system for physicians 

and staff.6.  Provides check outs, pager reassignments, and places long distance calls for physicians.7.   Provides after hours answering service for all UTSW clinics including documenting telephone encounters in EPIC, and paging appropriate 

"on calls".8.   Prescreens potential tissue donors for Transplant Services by entering in national database.9.   Provides campus information, including mailing addresses, directions, and visiting hours to callers.10.  Maintains appropriate logs and 

records in accordance with established policies.11.   Provides access to telephonic interpreter services for callers with limited English proficiency.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHYSICIAN COMMUNICATIONS COORD III 8982 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 4B6A

Office-Phys Communicat 

Coord TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED and three (3) years UTSW CTCS call center experience, required.   Minimum typing/keyboarding speed of 35 WPM required.   Three (3) years clerical or administrative experience and/or three (3) years customer service 

experience, preferred.   One (1) year experience servicing or programming pagers, preferred.   Proficiency in one or more languages in addition to English, preferred. Job Duties  1.   In absence of management, may provide direction and assists 

with the daily operations of the call center. Uses computer systems to obtain information, produce reports and solve problems for patients, visitors, staff and callers.2.   Mentors new employees.3.   Provides maintenance support for 

coordinator workstations; maintains equipment by evaluating and installing equipment; develops preventive maintenance programs, calling for repairs, evaluating, and implanting upgrades.4.   Trouble-shoots, repairs, maintains, and programs 

various pagers and notification devices within the scope of the university hospitals and clinics via ServiceNow and related software.  Responds and resolves open support tickets in the CTCS ServiceNow database.5.   Replaces malfunctioning, 

lost, or damaged pagers.  Responsible for accessing and maintaining pager inventory via SPOK database.6.   Works with contractors and vendors by setting up meetings, provides on-site inspections, and requests new products.7.   Reconciles 

and resolves invoices received for all mobile notification devices issued to UTSW staff, as well as equipment not returned to vendor.8.   Provides campus information to callers.9.   Performs all duties of lower level Physician Communication 

Coordinators.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PHYSICIAN COMMUNICATIONS COORDINATOR 8976 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 4B6A

Office-Phys Communicat 

Coord ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED, and one (1) year customer service experience required. Minimum typing/keyboarding speed of 35 WPM required. One (1) year clerical/administrative experience preferred. Experience in a healthcare environment preferred. Proficiency 

in one or more languages in addition to English, preferred.Job DutiesResponsible for calls received at the switchboard. Utilizing reference materials to correctly route callers to appropriate person/department/patient room.Responsible for 

paging throughout the facility, including mobile devices, manual paging, and paging through computer messaging system for physicians and staff. Provides check outs, pager reassignments, and places long distance calls for physicians.Provides 

after hours answering service for all UTSW clinics including documenting telephone encounters in EPIC and paging appropriate "on calls".Prescreens potential tissue donors for Transplant Services by entering in national database.Provides 

campus information, including mailing addresses, directions, and visiting hours to callers.Maintains appropriate logs and records in accordance with established policies.Provides access to telephonic interpreter services for callers with limited 

English proficiency.Provides support for the emergency patient code alert operation.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

PHYSICS ASSISTANT 1127 N 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3E8 Prof Research-Lab Science Jr ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Physics Assistant will provide 

support as a member of the Medical Physics and Engineering Division in the Department of Radiation Oncology at UT Southwestern. The Physics Assistant will create adaptive treatment documents, including treatment plans; perform quality 

assurance (QA) of adaptive treatment delivery; and analyze data resulting from adaptive therapy treatments.Experience and EducationBachelor's degree in Physics, Engineering, Mathematics, or Physical Science. Master's degree and 

programming experience preferred.Job DutiesLocates from PACS and simulator systems patient CT/MR/PET images and then imports them into the treatment planning system.Registers MR, PET and/or CT images together for treatment 

planning.Prepares treatment plan documents and billing notes and uploads them into the record and verify system.Recalculates adaptive plans post treatment to provide a record of the benefit of plan adaption.Creates adaptive treatment 

documents and enters them in the record and verify system to support adaptive therapy billing.Records, collates and analyzes timing statistics for each step of adaptive treatments in order to find areas to reduce patient in-vault time.Performs 

patient specific quality assurance of treatment plans, pre-delivery for initial plans, and post-delivery for adaptive plans.Analyses and accumulates dose from each fraction of adaptive plans to provide an estimate of the delivered treatment to 

for the attending physician's review.Conduct mechanical and image quality tests for quality assurance of linear accelerators or simulators.Undertakes accelerator commissioning tasks as assigned.Conduct QA device commissioning including 

determining tests required, measurements and commissioning report.Inventories quality assurance equipment (solid water, phantoms, ion chambers, electrometers, thermometers, barometers etc). Performs other duties as 

assigned.Knowledge, Skills & AbilitiesAbility to ensure adherence to policies and procedures of university.Ability to communicate effectively with various levels of internal and external contacts.High level of skill with computers and computer 

software.Excellent interpersonal and teamwork skills.Excellent organizational and project management skills.Working ConditionsWork is performed primarily by the adaptive linac machines in the therapy console area.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

PI COORD U2307 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3J Quality Assurance Jr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  - Five years previous 

experience as a performance improvement specialist

- High school diploma is minimum. Must be able to read, write and communicate in English.

- Certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered Records Administrator (RRA) preferred.

- Strong knowledge of CMS Quality and Performance measure requirements and Qnet/CMS information and submission processes; Computer skills including working knowledge of Epic and Excel; Strong communication skills. Job Duties  1. 

Monitors CMS data submission deadline for both UT Southwestern University Hospital's Inpatient, Outpatient and Behavioral Quality & Performance Measures in a timely manner and validates all measure sets are transmitted prior to QNET 

deadlines and that all rejected cases are corrected and retransmitted.Hospital Qualitynet Security Administrator, super user. Enter both hospital's web-based measures.2. Communicates all messages/requests from CMS/QNET to manager and 

director and when necessary to Performance Improvement (PI) specialists and team.3. Backs up other performance improvement specialists as assigned and needed, in case review and communication of findings.4. Review and/or abstract 

relevant information from electronic health medical record utilizing regulatory specifications and criteria. Enters data into web based abstraction tool accurately and timely. Manage Quality Improvement applications by reporting required data 

and/or managing end users and distributing audit reports to all involved utilizing applications like Qualaris and TxHSN. Providing valuable feedback to Hospital Clinical Safety Manager in a timely manner.5. Assists in identification of trends and 

special causes and prepares reports and comparative data to manager, director and physician champion as needed to facilitate quality improvement in the measures.6. Supports assigned committees with meeting preparation, creation of 

meeting minutes if applicable and follow-up correspondence, and meeting coordination.7. Identifies physician and nursing deficiencies and follows notification procedures for such deficiency in timely manner. Work on Special Projects. Work 

with the Registry team with abstraction.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PI SPECIALIST 2315 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate's degree 

and six (6) years clinical experience, must be Licensed Medical Records Technician (ART), Licensed Vocational Nurse (LVN) or other licensed healthcare is required; OR   Bachelor's degree and three (3) years experience in medical healthcare 

setting and one (1) year experience in quality improvement, or medical records, or coding, or infection control, or risk management, or UM, or case management, or direct patient care is required.  Job Duties  Schedules and conducts office and 

facility site visits to collect information relating to provider credentialing and quality studies.       Designs and conducts quality focus studies.        Designs and implements appropriate work tools, reports, audit tools.       Prepares summary of 

results in appropriate format to report to management and Quality Committees.       Recommends quality improvement opportunities based on findings and participates in developing and implementing solutions as requested.       Supports 

Clinical Guideline Subcommittee as required.        Attends Quality Committee meetings as required.        Monitors monthly reports and data to identify opportunities and trends for improvement.       Monitors QM trends in healthcare industry 

and suggests program changes or enhancements as appropriate.       Develops departmental policies and procedures.        Performs other related duties assigned or requested.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PI SPECIALIST P2315 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3J Quality Assurance Jr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree or 

5 years related experience required. One (1) year experience in core measure or registry abstraction using electronic medical record is required. Knowledge of medical terminology.  Must be able to read, write and communicate in English.  

Registered Nurse or Medical Technologist or HIM and/or Coding Specialist , or other equivalent healthcare related experience regarding performance improvement and medical terminology. Job Duties  1. Review and/or abstract relevant 

information from electronic health medical record utilizing regulatory specifications and criteria.  Enters data into web based abstraction tool accurately and timely.2.  Assists in identification of trends and special causes and prepares reports 

and comparative data to manager, director and physician champion as needed to facilitate quality improvement in the measures.3. Supports assigned committees with meeting preparation, creation of meeting minutes if applicable and follow-

up correspondence, and meeting coordination.4. Identifies physician and nursing deficiencies and follows notification procedures for such deficiency in timely manner.5. Assists in case validation process and review to support internal or 

external audits and validation of case abstraction.6.  Maintains confidentiality of all data collected through performance improvement process.7. Keeps informed and up-to-date on quality measure methodology and changes by attending CMS 

and TJC webinars/seminars and biannual core measure user group meetings.Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for 

human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PI SPECIALIST U2315 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3J Quality Assurance Jr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree or 

5 years related experience required. One (1) year experience in core measure or registry abstraction using electronic medical record is required. Knowledge of medical terminology.  Must be able to read, write and communicate in English.  

Registered Nurse or Medical Technologist or HIM and/or Coding Specialist , or other equivalent healthcare related experience regarding performance improvement and medical terminology. Job Duties  1. Review and/or abstract relevant 

information from electronic health medical record utilizing regulatory specifications and criteria.  Enters data into web based abstraction tool accurately and timely.2.  Assists in identification of trends and special causes and prepares reports 

and comparative data to manager, director and physician champion as needed to facilitate quality improvement in the measures.3. Supports assigned committees with meeting preparation, creation of meeting minutes if applicable and follow-

up correspondence, and meeting coordination.4. Identifies physician and nursing deficiencies and follows notification procedures for such deficiency in timely manner.5. Assists in case validation process and review to support internal or 

external audits and validation of case abstraction.6.  Maintains confidentiality of all data collected through performance improvement process.7. Keeps informed and up-to-date on quality measure methodology and changes by attending CMS 

and TJC webinars/seminars and biannual core measure user group meetings.Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for 

human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PI SPECIALIST PART TIME NON EX 2315PN 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociate's degree and 

six (6) years clinical experience, must be Licensed Medical Records Technician (ART), Licensed Vocational Nurse (LVN) or other licensed healthcare is required; ORBachelor's degree and three (3) years experience in medical healthcare setting and 

one (1) year experience in quality improvement, or medical records, or coding, or infection control, or risk management, or UM, or case management, or direct patient care is required. Job DutiesSchedules and conducts office and facility site 

visits to collect information relating to provider credentialing and quality studies.Designs and conducts quality focus studies.Designs and implements appropriate work tools, reports, audit tools.Prepares summary of results in appropriate 

format to report to management and Quality Committees.Recommends quality improvement opportunities based on findings and participates in developing and implementing solutions as requested.Supports Clinical Guideline Subcommittee 

as required.Attends Quality Committee meetings as required.Monitors monthly reports and data to identify opportunities and trends for improvement.Monitors QM trends in healthcare industry and suggests program changes or 

enhancements as appropriate.Develops departmental policies and procedures.Performs other related duties assigned or requested. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

PI/QUAL COORD - EMERGENCY ROOM U5378 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3J Quality Assurance Jr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable MINIMUM QUALIFICATIONSGraduate of an 

accredited BSN nursing program either by a governmental authority, nursing board, or by a licensing authority that has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). Three to five years of RN experience. 

Experience in Emergency Room or ICU preferred. Licensure/CertificationCurrent Texas (or BNE Compact State) license. Current Advanced Cardiac Life Support (ACLS) and Basic Life Support (BLS) certification, course accredited by the American 

Heart Association (AHA). Specialty areas may have additional certification requirements as dictated by unit or standard of care.National Certification preferred (CEN, CCRN, TNCC). Completion of Trauma Registrar Course within in 1 year of hire. 

Completion of a Clinical Safety and Effectiveness course within 1.5 years of hire. ESSENTIAL FUNCTIONSJob Duties:Assists in the development of the performance improvement programs, in the Emergency Room, such as procedure standards, 

clinical pathways, and order sets. Participates in systematic, interdisciplinary, ongoing evaluation and review of PI/Quality projects. Uses data and outcomes to support the activities of the PI/Quality projects. Identifies and utilizes available 

resources to resolve problems.Reviews patient care concurrently to help provide timely and proactive feedback to teams about their performance with bundle compliance. With the intent to integrate essential information in order to prioritize 

and provide care that maximizes outcomes.Plans, coordinates and implements quality improvement educational activities to attain high quality patient care.Performs clinical chart audits. Coordinates documentation issues with staff and unit 

leaders to improve patient care (such as but not limited to: sepsis, stroke, trauma, STEMI).Generates reports regarding current PI/Quality projects to include achievements, and identified opportunities. Presents data at staff meetings, ED 

Clinical Operations Committee, or other venues identified as appropriate.Collaborates with the healthcare team in the attainment of improvement and positive outcomes based on data, research, evidence, and professional standards of 

practice.Maintains own professional development and a knowledge of clinical care through audit, self-directed and directed research, and learning.Analyzes, develops, and implements improvement activities to increase compliance rates as 

measured by nationally standardized benchmarks and definitions.Demonstrates effective communication with patients, relatives, medical staff, and all other members of the multidisciplinary team.Ability to think and work effectively under 

pressure, and accurately complete tasks within established guidelines. Prioritizes tasks and deadlines.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires proficiency with various applications of Microsoft.Work 

requires effective communication skillsWork requires demonstration of ability to function independently as well as a team player. Work requires extraordinary organizational skills with attention to detail.Work requires ability to research 

issues and make recommendations for improvement while using critical thinking. Work requires ability to read, write, and communicate in English. WORKING CONDITIONSWork will be performed in a hybrid workplace environment, combining 

both office and remote work capability.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-

sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status.

PLANNING ANALYST 9210 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H31 Prof Services-Campus Ops PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Public Administration, planning, design or related field. Equivalent work experience will be considered. Job DutiesWorks under moderate supervision to provide technical skills, assistance, and administrative support to 

planning function in administrative department or administrative unit of academic department.Develops and maintains accurate data on facilities and space.Designs and conducts surveys on space utilization.Coordinates with other 

departments any changes in space allocations affected by funding, architectural, infrastructural systems, remodeling, or conversions.Analyzes and documents need for additional space and facilities.Compiles data and generates reports on 

facilities and space utilization for accrediting agencies, consultants, state and federal agencies, and internal/external sources.Analyzes and compiles data on departmental productivity, space utilization, and space requirements.Performs 

analytical studies and data analysis on institutional planning issues.Provides staff support to university committees in areas of accreditation, space utilization, and long-range strategic planning.Provides administrative support to department 

head and administrative/executive staff on university and UT System planning projects.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of database management, word processing, writing, editing, and 

effective communication skills.Work requires contact with all levels of faculty and staff regarding space utilization issues and planning.Work requires minimal physical ability, but may require sitting, standing, or walking for long periods of 

time.Work requires ability to read, write, and set priorities to meet goals.Working ConditionsWork is performed primarily in private office or general office area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.



PLANNING ANALYST SR 9208 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3I Professional Construction PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

related field and five (5) years experience in facilities planning or project management with at least two (2) years experience using ARCHIBUS, CAFM/IWMS, or facilities management systems. Working knowledge of AutoCad preferred. Will 

accept equivalent work experience in lieu of education.Job DutiesWorks under minimal supervision to coordinate and provide effective facilities planning operations in an academic and administrative environment.Implements and maintains 

ARCHIBUS database for all university needs including ARCHIBUS modules purchased and implemented by the university; works with CAD operators to maintain integrity of campus space plans, coordinates the development of space inventory 

data, manages and maintains space data in ARCHIBUS for campus planning and space utilization purposes. Coordinates expanded use and functionality of ARCHIBUS.Provides training for departmental ARCHIBUS users; develop and maintain 

training manual for ARCHIBUS.Develops annual space inventory and develops an audit plan for all university space. Initiates and distributes surveys to collect space data including on and off campus building floor information and departmental 

room assignments in order to update the space inventory database. Conducts impact or space utilization studies for campus clients, approves space changes by departmental users related to function and type of space. Conduct building audits 

to verify that employee locations, furniture layout and room configurations are correctly noted on floor plans, verify all site as-built drawings are up to date, including: architectural, furniture, p-lines, ARCHIBUS space and occupancy data, may 

require input and maintenance of facilities plans in ARCHIBUS.Acts as a liaison with University offices, officials, personnel, and ARCHIBUS user groups regarding accuracy of space data and works with users and management to obtain 

information and develop an understanding of needs; recommends solutions utilizing technology.Responds to various requests for reports and documentation, including state and federal reporting requirements, concerning the functional use 

of facilities and space to assist University in short and long range planning. Recommends and coordinates development of new reports and/or datasets. Create site space utilization reports weekly, monthly and quarterly as determined. Creates 

and maintains highlight floor plans used for site strategic planning as well as assigning individual cubicles or work areas to business units. Provides leadership with necessary data/reports for official reporting.Keeps abreast of technological 

developments, which are related to the development or modification of computerized systems; reviews, evaluates, and recommends support tools, software and related technology.Coordinates the development of space inventory data; 

manages information to analyze current space and campus planning. Makes recommendations to integrate into master plan, strategic plan and facilities planning issues. Acts as a resource to administration in the development of space 

programming and related needs.Works with vendors, users and technical staff to develop requirements for computerized systems and procedures; coordinates education, user documentation and the handling of day to day problems. Provides 

Ad Hoc space planning analysis of current conditions, potential configurations and feasibility studies. Studies may include furniture, walls, test fits, layouts as well as occupancy reports as required.Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires proficiency with MS Excel, MS Officeand CAFM/IWMS (ARCHIBUS) systems.Work requires strong interpersonal and communication skills, both oral and written, including advanced negotiation skills.Work requires 

solid customer service acumen and interpersonal relationship skills.Work requires demonstrated team and collaboration skills.Work requires strong organizational skills.Work requires strong and proven technical aptitude.Work requires 

willingness to take ownership of requests; prioritize and meet deadlines.Work requires strong attention to detail and quality.Work requires thorough understanding of line of business (or business unit) to support the University.Work requires 

knowledge of government regulations and requirements.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

PLUMBER 5225 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 6H Mainten/Craft-Elec/Plumb Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and three (3) years journeyman level experience as plumber in a commercial, institution or healthcare setting. Must have current Texas State Board of Plumbing Examiners journeyman's licensure as a Plumber in appropriate level 

and field of work. Job DutiesInstalls, repairs and maintains piping systems and plumbing fixtures, inspecting connections and other parts for leaks; replaces defective pipe and solders and/or caulks leaks and broken pipes.Cuts, bends and 

threads pipe, fitting valves and couplings to pipe sections by screwing, bolting or soldering and wipes lead joints.Installs pipe assemblies and plumbing fixtures such as sinks, toilets, showers, emergency eye-washes, special laboratory equip- 

ment, water heaters, etc., roughing-in when needed.Clears clogged lines.Repairs autoclaves and other sterlizing equipment, hot water units, and gas heaters and checks for safe operation.Assists in estimating and maintains required time and 

material records for each job.Utilizes PPE and protects job sites from sewer line discharge/spillage.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

PLUMBER SR 5224 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 6I Mainten/Craft-Elec/Plumb Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent required. Must have a current Texas State Board of Plumbing Examiners licensure as a Master Plumber for at least six (6) years or have eight (8) years as a Journeyman in a commercial, institution or healthcare setting. Medical Gas 

OR Backflow Preventer Maintenance Certifications preferred, not required.Job Duties1. Installs, repairs, and maintains air, gas, sewer, and steam lines and systems.2. Cuts, bends, and threads pipe, fitting valves and couplings to pipe sections by 

screwing, bolting, or soldering and wipes lead joints.3. Installs pipe assemblies and plumbing fixtures such as sinks, toilets, showers, emergency eye-washes, special laboratory equipment, water heaters, etc., roughing-in when needed.4. Repairs 

and cleans sewer pipes and clear clogged lines.5. Assists in supervising and inspecting jobs on completion for compliance to work requests. Ensures installations function properly and that work areas are left in proper condition.6. Coordinates 

workflow of other plumbers and lesser skilled mechanics in the Supervisor's absence.7. May assist in developing plans and specifications on repairs, alterations and construction projects.**Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POLICE CADET 6339 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3H18

Prof Services-Pub Safety 

Ofcrs CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

graduation or GED; Must attend and satisfactory complete a Texas Police Academy, qualifying for commissioning as peace officer of the University of Texas System Police within 15 calendar days of completion of a basic Peace Officer Training 

Course. Must possess valid Texas driver's license and acceptable UT System Driver Rating.  Successful candidates must sign educational agreement that generally states that training expenses will be reimbursed to the University in event officer 

resigns prior to completion of two-year commitment. All offers of employment are contingent upon a verified negative drug screen. Job Duties  Attends classes and maintains comprehensive notebooks.  Completes homework assignments.       

Participates in physical training program, firearms training, defensive tactics program, and practical problems.  Actively participates in classroom discussions and group projects.      Complies with established rules and regulations governing the 

Police Academy.       Complies with assignments and instructions given by Director of Police, of University of Texas System, or by any members of Academy staff and/or Director/Staff of approved Academy.      Adheres to respective component 

institution policies of police department relating to personal status and attendance at Academy.      Adheres to the University of Texas System Police Code of Conduct and Rules and Regulations promulgated by Board of Regents of University of 

Texas System.      Performs other related duties as required.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POLICE COMMUNICATIONS COORDINATOR 6344 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3H19 Prof Svcs-Police Supp Staff CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryCoordinates technology, maintains 

resources and provides training for the Police Telecommunicators to effectively serve the institution and surrounding community.Experience and EducationHigh school graduate or equivalent and five (5) years of experience as a Police 

Telecommunicator and Advanced Telecommunicator Proficiency Certification from TCOLE (Texas Commission on Law Enforcement Officer Education). Associate's Degree or two years of college and three (3) years of experience as a Police 

Telecommunicator and Advanced Telecommunicator Proficiency Certification from TCOLE (Texas Commission on Law Enforcement Officer Education).All offers of employment are contingent upon a verified negative drug screen.Job 

DutiesParticipates in the operations of the Communications Center.Maintains and monitors the accuracy of all records in the Communications Center. Ensures all radio operations comply with FCC (Federal Communications Code) regulations 

and validates all entries in TCIC/NCIC.Acts as agency coordinator for the "911" emergency system.Maintains the Computer Assisted Dispatch (CAD) software.Manages all hardware, software, equipment and technology in the Communications 

Center and related radio components located on campus. Oversees the efficient operation of all radio and computer equipment in the Communications Center.Maintains the files of all computer inquiries and entry records, completes monthly 

and annual Police Communications Operator activity summaries, and conducts on-the-job training.Maintains departmental files and reports generated and/or stored in the Communications Center.Produces reports from the records 

management system for the Chief of Police and Command Staff.Serves as a Terminal Agency Coordinator for the TLETS System.Oversees the training process by coordinating and updating field training resources, manuals, programs and 

training records; provides initial field training and in-service training for all assigned to the Communications Center. Conducts needs assessments and recommends items for procurement.Keeps Patrol Supervisors informed of any updates or 

changes within the Communications Center. Assumes the role of a Police Telecommunicator lead during emergency situations requiring additional manpower and coordination of personnel.Performs other duties as assigned, include the role of 

Police Telecommunicator when necessary.Knowledge, Skills & AbilitiesWork requires ability to speak clearly at all times.Work requires ability to read and write effectively.Work requires the ability to provide effective cooperation and support 

to Communications staff. Work requires ability to think and act promptly in emergencies.Work requires ability, through training, to acquire knowledge and skill in use of police/law enforcement related radio equipment, telephones and various 

computer systems.Work requires proficiency in all phases of duties performed.Work requires physical ability to perform assigned duties as detailed above. Work requires thorough character background investigation.Work requires reviews for 

accuracy, completeness, and compliance with departmental policy/procedure and in accordance with guidelines of State and Federal guidelines.Working ConditionsMust be able to work on any assigned shift, with varying days 

off.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

POLICE FLEET COORDINATOR 6352 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3H19 Prof Svcs-Police Supp Staff CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryReporting to the Training/Logistics 

Lieutenant, the Police Fleet Coordinator is responsible for coordinating the planning, scheduling, maintenance and repair of the department's motor vehicle fleet; maintaining the operability and use of the specialized equipment assigned to the 

vehicles within the fleet; maintaining accurate records; communicating with and purchasing equipment/services from various private vendors; coordinating closely with departmental administrators, managers, supervisors and other 

personnel; database information, preparing written documents; attending meetings, researching vehicle and equipment options; and assisting in the projection development, management and implementation of fleet budgeting and 

expenditures.Experience and EducationHigh school diploma or GED supplemented by a combination of education, training, and 4 years of experience in a relevant area that provides the required knowledge, skills, and abilities for this 

position.Excellent oral and written communication skillsExcellent organizational skillsExcellent interpersonal skillsExcellent computer skills, familiar with Microsoft office suite and databases. PREFERRED QUALIFICATIONSPrevious experience in 

automotive maintenance, fleet management, or similar fieldExperience with inventory control or asset management software/databasesJob DutiesInspects the department's fleet of motor vehicles for damage or mechanical problems and 

coordinates maintenance and repair; plans and develops daily and monthly preventative maintenance schedules and repairs related to recall notices to ensure safe and efficient operation and compliance with state lawReviews vehicle usage 

reports and service requests; determines appropriate maintenance or repair action; prepares cost estimates; schedules and authorizes work ordersMaintains inventory control database for tracking vehicles, parts, equipment and other 

department assets pertaining to fleet maintenance and operationProvides reports related to daily vehicle usage, maintenance and equipment needs to support the capital planning and budget processesUses customer service skills in 

developing and maintaining relationships with vendorsKeeps immediate supervisor and designated others accurately informed concerning work progress, including present and potential fleet problems and suggestions for new or improved 

ways of addressing such problemsKeeps current and makes recommendations on fleet safety equipment and services provided by internal and external business contacts and vendorsCoordinates the appropriate disposal of fleet vehicles and 

equipmentPerforms minor repair on equipment when appropriateAssists with issuance and maintenance of department equipment by working with the Police QuartermasterPerforms other duties as assigned.Knowledge, Skills, & 

AbilitiesWork requires ability to collect and organize data from multiple sources.Work requires ability to produces reports from compiled data.Work requires ability to communicate effectively with various levels of internal and external 

contacts.Work requires the ability to work with confidential information on a daily basis.Working ConditionsWork is performed in both an office area and outdoors.Any qualifications to be considered as equivalents in lieu of stated minimum 

require prior approval of Vice President for Human Services Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POLICE OFFICER 6337 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H20 Prof Services-Police Officers CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or GED equivalent and no experience required. Successful completion of a TCLEOSE approved Basic Peace Officer Course issued by State of Texas Commission on Law Enforcement and has passed the TCLEOSE exam.  Incumbent must hold a 

Peace Officer Commission issued by the University of Texas System and a valid State of Texas driver's license not subject to suspension. Must be eligible to drive a University owned or leased motor vehicle.  Must successfully complete a 

minimum six-month probationary review period immediately following commission as a Police Officer. Failure to successfully complete such period will result in reduction to rank previously held.  Must meet certain prerequisites established 

by Office of Director of Police, Board of Regents, and Texas Commission on Law Enforcement Officer Standards and Education concerning age requirements and physical, mental, and educational standards.  Preferred: Sixty (60) college hours 

from accredited college or university. Possess Basic Peace Officer Certification from the Texas Commission on Law Enforcement Officer Standards and Education (TCLEOSE).  Successful completion of the prescribed Field Training Program. All 

offers of employment are contingent upon a verified negative drug screen. Job Duties  Enforces Rules and Regulations of Board of Regents, institutional rules and regulations and departmental policies and procedures.       Preserve the peace by 

the use of all lawful means, interceding, when authorized by law, to prevent or suppress crime.       Arrests offenders with and without warrant when authorized by law. Executes all lawful processes.       Investigates all criminal offenses to 

detect and arrest criminals and to recover lost or stolen property.       Attempts to locate missing persons.        Enforces traffic law by detecting violations, makes violator custody or issues citations or warnings. Investigates motor vehicle 

collisions.      Prepares various written reports narrating law enforcement and police activities.       Gives testimony in the criminal courts of this state and the United States.       Confers with prosecuting attorneys, preserves evidence, and 

maintains confidential information.       Confers with local law enforcement, criminal justice and emergency response agencies on matters of mutual interest.       Performs other duties as assigned.          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POLICE OFFICER 6337PD 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H20 Prof Services-Police Officers CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or GED equivalent and no experience required. Successful completion of a TCLEOSE approved Basic Peace Officer Course issued by State of Texas Commission on Law Enforcement and has passed the TCLEOSE exam.  Incumbent must hold a 

Peace Officer Commission issued by the University of Texas System and a valid State of Texas driver's license not subject to suspension. Must be eligible to drive a University owned or leased motor vehicle.  Must successfully complete a 

minimum six-month probationary review period immediately following commission as a Police Officer. Failure to successfully complete such period will result in reduction to rank previously held.  Must meet certain prerequisites established 

by Office of Director of Police, Board of Regents, and Texas Commission on Law Enforcement Officer Standards and Education concerning age requirements and physical, mental, and educational standards.  Preferred: Sixty (60) college hours 

from accredited college or university. Possess Basic Peace Officer Certification from the Texas Commission on Law Enforcement Officer Standards and Education (TCLEOSE).  Successful completion of the prescribed Field Training Program. All 

offers of employment are contingent upon a verified negative drug screen. Job Duties  Enforces Rules and Regulations of Board of Regents, institutional rules and regulations and departmental policies and procedures.       Preserve the peace by 

the use of all lawful means, interceding, when authorized by law, to prevent or suppress crime.       Arrests offenders with and without warrant when authorized by law. Executes all lawful processes.       Investigates all criminal offenses to 

detect and arrest criminals and to recover lost or stolen property.       Attempts to locate missing persons.        Enforces traffic law by detecting violations, makes violator custody or issues citations or warnings. Investigates motor vehicle 

collisions.      Prepares various written reports narrating law enforcement and police activities.       Gives testimony in the criminal courts of this state and the United States.       Confers with prosecuting attorneys, preserves evidence, and 

maintains confidential information.       Confers with local law enforcement, criminal justice and emergency response agencies on matters of mutual interest.       Performs other duties as assigned.          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POLICE QUARTERMASTER 6353 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3H19 Prof Svcs-Police Supp Staff CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryReporting to the Training/Logistics 

Lieutenant, the Police Quartermaster is responsible for coordinating and managing the department's asset management system; maintaining and issuing equipment to both sworn and non-sworn personnel; maintaining accurate records; 

communicating with and purchasing equipment/services from various private vendors; coordinating closely with departmental administrators, managers, supervisors and other personnel; database information, preparing written documents; 

attending meetings, researching equipment options; and assisting in the projection development, management and implementation of quartermaster-related budgeting and expenditures.Experience and EducationHigh school diploma or GED 

supplemented by a combination of education, training, and 4 years of experience in a similar field that provides the required knowledge, skills, and abilities for this position.Excellent oral and written communication skillsExcellent 

organizational skillsExcellent interpersonal skillsExcellent computer skills, familiar with Microsoft office suite and databases. PREFERRED QUALIFICATIONSPrevious experience in a supply and inventory control positionExperience with inventory 

control or asset management software/databasesJob DutiesEstablishes and maintains an inventory of uniforms, supplies, and equipment to be used or issued as a necessary function of department personnelIssues and controls department 

equipment and supplies including uniform shirts, pants, vests, jackets, hats, belts, etc. as well as equipment typically worn on the duty belt in furtherance of police and security servicesEnsures inventory is adequately and properly stored and 

securedMaintains detailed and thorough records of issued equipmentResearches new equipment, uniforms, and vendorsPurchases and distributes new equipment and uniformsCoordinates with vendors routinely concerning uniforms and 

equipmentDisposes of old equipment and uniformsPerforms minor repair on equipment and clothing when appropriateAssists with fleet coordination by working with the Fleet Coordinator to get vehicles in and out of the shop for 

repairPerforms other duties as assigned.Knowledge, Skills, & AbilitiesWork requires ability to collect and organize data from multiple sources.Work requires ability to produces reports from compiled data.Work requires ability to communicate 

effectively with various levels of internal and external contacts.Work requires the ability to work with confidential information on a daily basis.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of Vice President for Human Services Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

POLICE TELECOMMUNICATOR 6325 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3H19 Prof Svcs-Police Supp Staff CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate or equivalent, one year experience in customer service or related field, and aBasic Texas Commission on Law Enforcement (TCOLE) Telecommunications Operator license or is qualified to acquire a basic license required.  Applicants 

must also successfully complete a Public-Safety Telecommunication (PST) Test. The recommended testing is the International Personnel Management Association (IPMA) Public Safety Telecommunication Test or CritiCall. This testing will be 

administered by the Police Department.  All offers of employment are contingent upon a verified negative drug screen.An Associate's degree or thirty credit hours in Criminal Justice or related field and completion of FEMA ICS 100, 200, 300, 

400 and 700 series courses and one year experience in a public safety or emergency communications field preferred. Job Duties  1.  Answers emergency and non-emergency calls for service.  Receives and records information, and requests for 

police/security services in a computerized database.2.  Dispatches field personnel according to need and priority of the request for service.3.  Transmits and receives radio calls from field units via two-way radio.  The ability to speak concisely 

and distinctly.4.  Coordinate and maintain effective communications between field units and neighboring law enforcement agencies.5.  Uses a computer aided dispatch system to enter, research, and retrieve information.6.  Monitor closed 

circuit television, security, fire and radiological related alarm systems.7.  React calmly, quickly and decisively in emergency situations to obtain, summarize and relay information both orally and in written form.8.  Must be able to follow oral 

and written instructions.9.  Demonstrate the ability to handle multiple tasks, working under stressful conditions.  Activations of emergency procedures for evacuations or similar emergencies.10.  Operation of specialized communication 

networking computer terminal to access confidential and restricted law enforcement information.11.  Compile information from different sources to develop a daily briefing or a log which provides information to assist in the daily operations 

of the agency.12.  Monitors multiple radiation sources.13.  Monitors and operates complex access control system.14.  Defacto emergency management coordinator during after hours critical incidents.  **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POLICY ANALYST AND EDITOR 9012 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H31 Prof Services-Campus Ops PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableJob SummaryThe Policy Analyst and Editor will 

work under minimal supervision to support the operations of the Policy Office in maintaining the quality and currency of the Handbook of Institutional Policies and Operating Procedures, as well as the Policy Library hosted by PolicyTech, the 

policy management software used at UT Southwestern.Experience and EducationBachelor's degree in directly related field and 4 years experience in business administration or policy administration. Related experience in health care or 

academic environments strongly preferred. Technical writing experience a plus.Job DutiesSupports the maintenance of the Policy Office's scheduled review and revision cycle for the Handbook of Institutional Policies and Operating Procedures 

to ensure UT Southwestern's policies are accurate, in accord with UT System policies, internally aligned, and up to date.Performs drafting, editing, proofreading, and quality checking according to the highest editorial standards.Performs 

advanced policy research, which includes benchmarking UT System and other academic medical centers for current policy trends and best practices.Assists in preparing agenda materials for monthly meetings of the Policy Executive Committee, 

and as follow up to PEC decisions, assists in preparing recommended policies for submission to the President for his review and approval. Serves as a Document Control Administrator in PolicyTech, which includes establishing, implementing, 

and maintaining document workflows. Represents the Policy Office by attending policy drafting team meetings, PolicyTech trainings, and other related committee meetings as needed.Manages and monitors the UT Southwestern Policy 

Website. Edits, updates, and revises website content as needed. Maintains the Policy Office Access database. Updates policy metadata and important dates and notes. Develops new reports and queries as needed.Assists with designing and 

drafting Policy Office communications, such as the Policy Office listserv.Assists in developing training materials for the campus community, such as policy development guides or PolicyTech tip sheets.Develops and maintains Standard 

Operating Procedures for the Policy Office.Keeps meticulous records and maintains policy archives in accordance with current records retention policies.Performs other duties as assigned.Knowledge, Skills, and AbilitiesWork requires 

demonstrated organizational, project management, and administrative skills.Work requires extensive experience with spreadsheet, word processing, and database software; experience or training in enterprise policy management software 

preferred.Work requires strong written and verbal communication skills.Work requires ability to organize and prioritize work to meet deadlines.Work requires excellent customer service skills, including personal and telephone contact with all 

levels of internal external personnel and organizations.Work may require sitting and standing for long periods of time.Work requires ability to read, write, analyze data and develop plans, procedures, and coordinate persons and other 

resources to accomplish goals.Work requires responsibility for reviewing, developing, recommending, and implementing policies and procedures relating to assigned activity, program, or function.Work requires responsibility for maintenance 

and tracking of accounts assigned to projects or programs.Work requires ability to use common office equipment such as computer, copier, fax, etc.Working ConditionsWork is performed primarily in general office environment.Any 

qualifications to be considered as equivalents in lieu of the stated minimum require prior approval from the Vice President for Human Resources or his or her designee.This position is security-sensitive and thereby subject to the provisions of 

Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, 

the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. 

In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POLICY MANAGEMENT COORDINATOR 5552 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H17 Prof Services-Clinical Ops PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

related field and three(3) years' experience in a healthcare setting. Preferences include Bachelors of Science in Nursing (BSN) or other clinical specialty, Master's degree preferred and related experience in health care, academic, or publications 

environment strongly preferred. May have an equivalent combination of education and experience to substitute for both the education and the experience requirements. Must have current license, if applicable.Job DutiesAssist with 

coordinating, developing, evaluating, reviewing, revising, and evaluating the policies and procedures with research of evidence based practice while integrating applicable standards and regulations. Responsible for maintaining electronic policy 

and procedure repository through policy management softwareProvide assistance for ambulatory departments and clinics with policies and procedures for their respective areas. Works in collaboration with all disciplines to ensure policies, 

procedures, and practices are compliant with regulatory standards. Coordinates with policy owners to assure that no duplication or conflicts in policy exist throughout the system. Establishes and maintains collaborative relationships across 

the institution by providing responsive customer service, follow through, and communication. Assist with the Hospital Policy Committee meetings and follow-ups to ensure all policy and procedures documents are properly vetted, reviewed 

and approved.Analyze complex content information gathered from different sources into a clear and logical written policy or procedure, streamline processes and flowcharts.Maintains knowledge of applicable rules, regulations, policies, laws, 

and guidelines that impact clinical practices and patient safety. Ensures that the appropriate staff is notified of new/revised polices/procedures in a timely manner and collaborates with clinical education in identification of education needs and 

development/delivery of education content as needed. Knowledge, Skills & AbilitiesMust have excellent oral and written skills Must have good organizational skills Must be able to communicate effectively with all levels of internal and external 

personnel. Must have excellent presentation skills and personal computer skills in MS Word, Power Point, and Excel software including working knowledge of EPIC Must be able to prepare project schedules, and reports Must be able to 

evaluate for evidence of accepted best practicesWorking ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



POLICY MANAGEMENT COORDINATOR U5552 Y T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H17 Prof Services-Clinical Ops PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleU5552 - Policy Management CoordinatorSalarySalary 

Negotiable Job SummaryResponsible for the maintenance of hospital and departmental policies, assuring compliance with regulatory requirements and evaluating evidence for best practice. Coordinates with multidisciplinary leadership, policy 

owners and/or content experts throughout the institution for review and implementation of hospital policies. Coordinates and fosters the development of an evidence-based approach to clinical practice. Experience and EducationBachelor's 

degree and related experience required. Bachelor's of Science in Nursing (BSN) preferred. Master's degree preferred. Related experience in health care, academic, or publications environment strongly preferred. Must have a minimum of three 

(3) years' experience in a healthcare setting.May have an equivalent combination of education and experience to substitute for both the education and the experience requirements.Job DutiesAssist with coordinating, developing, evaluating, 

reviewing, revising, and evaluating the policies and procedures with research of evidence based practice while integrating applicable standards and regulations. Responsible for maintaining electronic policy and procedure repository through 

policy management softwareProvide assistance for all university hospital departments and clinics with policies and procedures for their respective areas. Collaborate with departmental subject matter experts to prepare and ultimately 

maintain documentation on procedures and process workflows.Assist with the Hospital Policy Committee meetings and follow-ups to ensure all policy and procedures documents are properly vetted, reviewed and approved.Analyze complex 

content information gathered from different sources into a clear and logical written policy or procedure, streamline processes and flowcharts.Maintains knowledge of applicable rules, regulations, policies, laws, and guidelines that impact 

clinical practices and patient safety. Assist with communication of new/revised polices/procedures in a timely manner and collaborates with Education Department on identified topics to ensure proper deployment. Performs other duties as 

assignedKnowledge, Skills & AbilitiesMust have excellent oral and written skills Must have good organizational skills Must be able to communicate effectively with all levels of internal and external personnel. Must have excellent presentation 

skills and personal computer skills in MS Word, Power Point, and Excel software including working knowledge of EPIC Must be able to prepare project schedules, and reports Must be able to evaluate practice for evidence of Best PracticeUT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POLICY MANAGER U5551 Y T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleU5551 - Policy ManagerSalarySalary Negotiable Job 

SummaryResponsible for the maintenance of hospital and departmental policies, assuring compliance with regulatory requirements and evaluating evidence for best practice. Coordinates with multidisciplinary leadership, policy owners and/or 

content experts throughout the institution for review and implementation of hospital policies. Coordinates and fosters the development of an evidence-based approach to clinical practice. Uses leadership, mentoring, education and role 

modeling skills to guide staff in translating evidence into practice to improve patient care and outcomes. Experience and EducationBachelor's of Science degree in Nursing (BSN) required. Master's degree preferred. Related experience in health 

care, academic, or publications environment strongly preferred. Must have a minimum of five (5) years' experience in a healthcare setting. Current Texas (or BNE Compact State) license required.Job DutiesResponsible for the management of 

the Hospital Policy and Procedure manual. Leads the process with coordinating, developing, evaluating, reviewing, revising, and evaluating the policies and procedures with research of evidence based practice while integrating applicable 

standards and regulations. Assists with drafting, formatting, new and revised policies and procedures. Coordinates the Hospital Policy Committee and oversees the review and approval process of UT Southwestern Hospital policy and 

procedures.Develops, reviews and updates policies and procedures utilized by University Hospitals and Hospital Based Clinics, using policy management software to support the process. Collaborates with the University Policy System 

Administrator on system functions, enhancements and issues. Works in collaboration with all disciplines to ensure policies, procedures, and practices are compliant with regulatory standards. Coordinates with policy owners to assure that no 

duplication or conflicts in policy exist throughout the system. Establishes and maintains collaborative relationships across the institution by providing responsive customer service, follow through, and communication. Ensures that the 

appropriate staff is notified of new/revised polices/procedures in a timely manner and collaborates with clinical education in identification of education needs and development/delivery of education content as needed. Maintains knowledge of 

applicable rules, regulations, policies, laws, and guidelines that impact clinical practices and patient safety. Manages policy staff within the department, including the evaluation of employee performance, as well as mentorship and 

coaching.Performs other duties as assignedKnowledge, Skills & AbilitiesMust have excellent oral and written skills Must have good organizational skills Must be able to communicate effectively with all levels of internal and external personnel. 

Must have excellent presentation skills and personal computer skills in MS Word, Power Point, and Excel software including working knowledge of EPIC Must be able to prepare project schedules, and reports Must be able to evaluate practice 

for evidence of Best PracticeUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, 

the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. 

In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POPULATION RESEARCH PROJ ASSOC I 4391 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3E7 Prof Research-Pop Science Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

related field and two (2) years experience in behavioral, social science or public health OR Bachelor's degree in related field and four (4) years experience in behavioral, social science or public health. Prefer bilingual fluency in English and 

Spanish. x      Job Duties  Participate in recruiting research participants.        Perform qualitative interviews and/or administer quantitative surveys to research participants.       Prepare protocols and detailed summaries for research study.        

Apply knowledge of research methodology and techniques to develop survey instruments.       Perform a variety of independent activities involved in the analysis and interpretation of collected data.       Conduct literature reviews and share 

findings with principal investigators.       Prepare written reports and analyses; prepares tables and graphs for publication and presentation.       Assist in developing and submitting grant proposals.        Supervise data collectors and data 

analyst.        Perform other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POPULATION RESEARCH PROJ ASSOC II 4392 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 5C Technicians-Research Tech Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Ph.D. in related field 

with major coursework in field of assignment OR; Masters degree in related field and four (4) years experience in behavioral, social science or public health OR; Bachelors degree in related field and six (6) years experience, social science or 

public health. Prefer bilingual fluency in English and Spanish. x     x      Job Duties  Perform qualitative interviews and/or administer quantitative surveys to research participants.       Prepares protocols and detailed summaries for multiple 

research studies.       Apply advanced knowledge of research methodology and techniques to develop more complex survey instruments; evaluate methodologies and tools and suggest modfications for improvement.      Perform a variety of 

complex and independent activities involved in the analysis and interpretation of results and the preparation of manuscripts for publication.      Contribute to reports, papers and other publications; prepare tables and graphs for publication 

and presentation.       Assist in developing and submitting grant proposals.        Supervise data collectors and data analysts.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POPULATION RESEARCH PROJ ASSOC III 4393 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 5C Technicians-Research Tech Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Ph.D. in related field 

with major coursework in field of assignment and two (2) years research experience in public health, behavioral science or social science OR; Masters degree in related field and six (6) years experience in behavioral, social science or public 

health OR; Bachelor's degree in related field and eight (8) years experience in behavioral, social science or public health. Prefer bilingual fluency in English and Spanish.   x      Job Duties  Perform qualitative interviews and/or administer 

quantitative surveys to research participants.       Prepare multiple, complex protocols and detailed summaries for multiple research studies       Apply advanced knowledge of research methodology and techniques to develop more complex 

survey instruments; evaluate methodologies and tools and make plans for the implementation of modifications for improvement.     Analyze and interpret complex data sets in conjunction with principal investigators, statisticians and other 

members of the research team.      Prepares presentations and written reports and analysis setting forth progress, trends and appropriate recommendations or conclusions.      Contribute signicantly to reports, papers and other publications; 

prepares tables and graphs for publication and presentation.       Contribute significantly to the development and submission of grant proposals.       Train lower level personnel and peers in research methodology, protocol development, survey 

development and administration and other relevant skill areas.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

POPULATION RESEARCH PROJ ASSOC SENIOR 4394 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3E7A Prof Research-Pop Science Sr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Ph.D. in related field 

with major coursework in field of assignment and four (4) years research experience in public health, behavioral science or social science OR; Masters degree in related field and eight (8) years experience in behavioral, social science or public 

health OR; Bachelors degree in related field and ten (10) years experience in behavioral, social science or public health. Prefer bilingual fluency in English and Spanish.    Job Duties  Collaborate with Research Program Manager to identify large, 

multi-disciplinary funding opportunities from federal and non-federal sources that capitalize on existing strengths and expertise.     Apply advanced knowledge to serve as content and design expert for protocol development, research 

methodology and development of complex survey instruments; evaluate methodologies and tools and implement plans for improvement.     Analyze and interpret complex data sets in conjunction with principal investigators, statisticians and 

other members of the research team.      Act as lead on preparation of presentations, written reports and analysis, setting forth progress, trends and appropriate recommendations and conclusions.      Serves as a technical resource for other 

research personnel.        Prepare written materials, charts and graphs on specialized techniques and results for publications and presentations.       Contribute significantly to the development and submission of grant proposals.       Train lower 

level personnel and peers in research methodology, protocol development, survey administration and other relevant skill areas.      Oversee quality assurance of research performed by others.        Perform other duties as assigned.          **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POPULATION RESEARCH PROJ ASST I 4390 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 5B1

Technicians-Pop Res Proj 

Assis RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field. Prefer bilingual fluency in English and Spanish.    x      Job Duties  Recruit and screen participants for multiple research projects; recruitment may take place on or off campus or via telephone.       Schedule appointments, obtain 

consent forms, explain study to participant and collect data.       Interview participants for assigned research projects; interviews may be in person, in clinical setting, subject's residence or by telephone.      Travel to recruitment sites as needed.        

Perform a variety of research duties such as library reference materials search for necessary project information.       Perform medical records abstractions, data coding and data entry.        Performs other duties as assigned.          **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POPULATION RESEARCH PROJECT ASSISTANT II 4417 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5B1

Technicians-Pop Res Proj 

Assis RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field with 1-2 years experience required. Prefer bilingual fluency in English and Spanish.     Job Duties  Recruit and screen participants for mulitiple research projects; recruitment may take place on or off campus or via telephone.       

Schedule appointments, obtain consent forms, explain study to participant and collect data.       Interview participants for assigned research projects; interviews may be in person, in clinical setting, subject's residence or by telephone.      Travel 

to recruitment sites as needed.        Compile and verify the accuracy of research information based on quality criteria; abstract, classify and code data.       Perform a variety of research duties such as library reference materials search for 

necessary project information.       Performs literature searches, document results and discuss results with supervisor.       Perform medical records abstractions, data coding and data entry.        Compile data and produce reports to be used for 

analysis of research findings.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

POPULATION RESEARCH PROJECT ASSISTANT III 4418 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5B1

Technicians-Pop Res Proj 

Assis RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

related field OR Bachelors degree and two (2) years experience in behavioral, social science or public health. Prefer bilingual fluency in English and Spanish.    Job Duties  Recruit and screen participants for mulitiple research projects; recruitment 

may take place on or off campus or via telephone.       Schedule appointments, obtain consent forms, explain study to participants and collect data.       Interview participants for assigned research projects; interviews may be in person, in 

clinical setting, subject's residence or by telephone.      Travel to recruitment sites as needed.        Compile and verify the accuracy of research information based on quality of criteria; abstract, classify and code data.       Perform a variety of 

research duties such as library reference materials search for necessary project information.       Performs literature searches, document results and discuss results with supervisor.       Perform medical records abstractions, data coding and data 

entry.        Train lower level assistants in interviewing and recruitment techniques as well as other routine tasks such as abstractions, data coding and data entry.      Compile data and produce reports to be used for analysis of research findings.       

Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POPULATION RESEARCH PROJECT ASSISTANT SR 4419 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5C Technicians-Research Tech Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

related field and one (1) year research experience in behavioral, social science or public health OR Bachelor's degree and three (3) years research experience in behavioral, social science or public health. Prefer bilingual fluency in English and 

Spanish. High school graduation with courses in basic sciences and seven (7) years experience to include one (1) year as Research Assistant I or equivalent.    Job Duties  Recruit and screen participants for multiple research projects; recruitment 

may take place on or off campus or via telephone.       Schedule appointments, obtain consent forms, explain study to participant and collect data.       Interview participants for assigned research projects; interviews may be in person, in clinical 

setting, subject's residence or by telephone.      Travel to recruitment sites as needed.        Records research data, discuss results with supervisor; maintain required record-keeping per University and funding agency requirements; compiles data 

and produce reports to be used for analysis of research findings.     Assist in the development of posters, tables and figures.        Perform medical records abstractions, data coding and data entry.        Train research staff in interviewing and 

recruitment techniques as well as other routine tasks such as abstractions, data coding and data entry.      Perform literature searches, document results and discuss results with supervisor for necessary project information.       Develop study 

protocols.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POPULATION SCIENCE DATA ANALYST I 4400 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3E7 Prof Research-Pop Science Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor degree in 

related field in behavioral, social science or clinical applied research and one (1) year experience directly related to type of database building, maintenance including experience working with and maintaining large complex database.  Data 

analysis experience, preferably in behavioral, social science or clinical applied research. Prefer bilingual fluency in English and Spanish.    Job Duties  Extract and transform raw data from multiple projects into usable forms that can be 

subsequently loaded in the database.       Assist in the writing of basic code for database access, modification and construction.       Prepare statistical reports.        Provide data analysis and management support to Population Science Project 

Coordinators and Data Analyst.       Prepare and maintain form and procedure manuals to effect implementation and continuing operation of computer application systems.      Perform other duties as assigned.        x        x        x          **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POPULATION SCIENCE DATA ANALYST II 4401 N 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3E7A Prof Research-Pop Science Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree in 

related field such as Biostatistics or Computer Science and two (2) years research data analysis experience directly related to the type of database building and maintenance including experience working with and maintaining large complex 

databases along with database analysis experience, OR; Bachelor's degree in related field such as Biostatistics or Computer Science and four (4) years research data analysis experience directly related to the type of database building and 

maintenance including experience working with maintaining large complex databases along with database analysis experience.  Job Duties  Extract and transform raw data from multiple projects into usable forms that can be subsequently 

loaded in the database.       Write more complex code for database access, modification and construction.       Prepare detailed reports for publications.        Work with Project Analysts and Project Coordinators to provide complex data analysis 

and ensure the highest quality data and utilities are produced and project needs are met in a timely manner.     Prepare and maintain form and procedure manuals to affect implementation and continuing operation of computer application 

systems.      Assist in training of Data Analysts and Project Assistants.        Performs other duties as assigned.        x        x          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

POPULATION SCIENCE DATA ANALYST III 4402 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3E7A Prof Research-Pop Science Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree in 

related field such as Biostatistics or Computer Science and two (2) years data analysis experience directly related to the type of database building, maintenance including experience working with and maintaining large complex databases.  

Database analysis experience in behaviroal, social science or clinical applied research included OR, Bachelors degree in related field such as Biostatistics or Computer Science and four (4) years data analysis experience including experience 

mentioned above. Prefer bilingual fluency in English and Spanish. Prefer bilingual in fluency in English and Spanish.      Job Duties  Extract and transform raw data from multiple projects into usable forms that can be subsequently loaded in the 

database.       Write more complex code for database access, modification and construction.       Prepare detailed reports that contribute to complex analysis for publications.       Work with Research Project Analysts and Research Project 

Coordinators to provide complex data analysis, ensure the highest quality data and utilities are produced and project needs are met in a timely manner.     Prepare and maintain form and procedure manuals to affect implementation and 

continuing operation of computer application systems.      Assist in training of Research Data Analysts I and II and Research Project Assistants.       Performs other duties as assigned.        x        x          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POPULATION SCIENCE DATA MANAGER, SENIOR 4389 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3E7 Prof Research-Pop Science Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

related field such as Biostatistics or Computer Science and four (4) years data analysis experience in behavioral, social science or clinical applied research related to type of database building and maintenance, OR  Bachelor's degree in related 

field such as Biostatistics or Computer Science and six (6) years data analysis experience including experience mentioned above. Prefer bilingual fluency in English and Spanish.   Job Duties  Write complex code for database access, modification 

and construction on multiple projects.       Construct data decomposition diagrams, provide data flow diagrams and documents the process.       Identify and report risks throughout the life of the project and provide mitigation strategy for 

those risks.       Collaborate with Principle Investigators and research collaborators to formulate plans for data analysis and management.       Make significant contributions to the analysis of complex data for presentations and publications.       

Mentor and train Population Science data analyst.        Performs other duties as assigned.        x        x          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

POPULATION SCIENCE PROJECT COORDINATOR I 4395 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3E7 Prof Research-Pop Science Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

related field and one (1) year experience in behavioral, social science or public health OR Bachelors degree in related field and three (3) years experience in behavioral, social science or public health. Prefer bi-lingual fluency in English and 

Spanish. x      Job Duties  Coordinate reporting aspects such as preparing progress reports, continuing reviews and updating records for Internal Review Board and funding agency.      Meet regularly with other staff involved in data collection 

and data analysis to ensure timelines are being met; make suggestions for improved work flow and reporting.      Assist in the development and submission of grant proposals, specifically budget and staffing proposals.       Assist in conducting 

surveys and gathering or abstracting data.        Participate in recruiting and interviewing research participants.        Assist in synthesizing and presenting research findings.        Supervise research project staff and assist in development of work 

plans.       Performs other duties as assigned.        x        x        x          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

POPULATION SCIENCE PROJECT COORDINATOR II 4396 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3E7 Prof Research-Pop Science Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

related field and three (3) years experience in behavioral, social science or public health OR Bachelor degree in related field and five (5) years experience in behavioral, social science or public health. Prefer bilingual fluency in English and Spanish. 

x      Job Duties  Coordinate reporting aspects such as preparing progress reports, continuing reviews and updating records for Internal Review Board and funding agency.      Meet regularly with other staff involved in data collection and data 

analysis to ensure timelines are being met; identify problems and formulate plans for resolution.      Contribute to the development and submission of grant proposals; create budgets and justifications, work with collaborators to ensure 

subcontractor agreements are complete and accurate and acquire administrative authorization when needed.     Assist in conducting surveys and gathering or abstracting data.        Participate in recruiting and interviewing research participants.        

Synthesize and present research findings.        Serve as liaison to other departments and/or outside entities.        Devise work plans for research staff.        Supervise research project staff by orienting, training and giving ongoing feedback.       

Performs other duties as assigned.        x          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POPULATION SCIENCE PROJECT COORDINATOR III 4397 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3E7A Prof Research-Pop Science Sr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

related field and five (5) years experience in behavioral, social science or public health OR Bachelors degree in related field and seven (7) years experience in behavioral, social science or public health. Prefer bilingual fluency in English and 

Spanish. x      Job Duties  Develop reports to assess or monitor study performance and makes recommendations for improvement of study work flow; oversees all progress reports, continuing and records for Internal Review Board and funding 

agency.     Meet regularly with other staff involved in data collection and data analysis to ensure timelines are being met; identfiy problems and formulate plans for resolution.      Collaborates in the development and submission of grant 

proposals: create budgets and budget justifications, work with collaborates to ensure subcontractor agreements are complete and accurate and acquire administrative authorization when needed.     Assist in synthesizing and presenting 

research findings.        Serve as liaison to other departments and/or outside entities.        Devise work plans for research staff.        Supervise research project staff by orienting, training and giving ongoing feedback.       Participate in selection 

process of research staff.        Performs other duties as assigned.        x        x          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

POPULATION SCIENCE PROJECT MANAGER 4398 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3E7 Prof Research-Pop Science Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

related field and six (6) years experience in behavioral, social science or public health OR Bachelors degree in related field and eight (8) years experience in behavioral, social science or public health. Prefer bilingual fluency in English and Spanish. 

x      Job Duties  Manage activities associated with large, complex research projects management to include: grant expenditure adherence, staffing, supervision of personnel, project evaluation, timeline adherence and control of equipment and 

supplies.     Provide guidance to on-going research studies and training to Population Science Project Coordinators and staff.       Maintain collaborative relationships between different departments, universities and community partners.       Edit 

grant proposals and write or provide writing support; provide comprehensive editorial review; advise investigators on proposal content and organization; assist with updates and maintenance of institutional resource template materials; 

create complex budget proposals and justifications and staffing proposals.    Participate in selection process of research staff including: recruitment and hiring processes of project staff, screening and interviewing interested candidates, 

proposing salary compensation, coordinating the completion of relevant documentation for new hires and arranging for employee needs once hired (office space, electronic and communication equipment.)   Evaluate staff performance and 

implement measures necessary to maintain quality performance and results.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.



POPULATION SCIENCE RESEARCH PROGRAM MANAGER 4399 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

related field and eight (8) years experience in behavioral, social science or public health OR Bachelors degree in related field and ten (10) years experience in behavioral, social science or public health. Prefer bilingual fluency in English and 

Spanish. x      Job Duties  Develop short and long term goals and objectives for the program in line with University goals.       Make operational and programmatic decisions that have a significant impact on the successful achievement of 

program strategies and objectives.      Edit grant proposals and write or provide writing support, provide comprehensive editorial review, advise investigators on proposal content and organization, assist with updates and maintenance of 

institutional resource template materials and create complex budget proposals and justifications and staffing proposals.    Maintain collaborative relationships between different departments, universities and community partners.       Establish 

and maintain relationships with partnering institutions.        Represent the program in various national settings.        Serve as lead research program representative and monitor all collaborative relationships between departments and with 

outside entities.      Supervise research program staff.        Participate in selection process of research staff.        Assess policies and procedures to ensure optimal operation of clinical research unit.       Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POWER PLANT OPERATOR I 5134 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 6L

Mainten/Craft-Pwr Plant 

Oper SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

diploma, GED, or vocational school and two (2) years semi-skilled level experience in operation and maintenance of mechanical, electrical, or industrial equipment is required. Preferred: Completion of certified operator program and experience 

in university physical plant environment.  Job Duties  Starts up, shuts down, and adjusts power plant and/or chilling station equipment or systems in accordance with established operational and safety procedures.      Monitors equipment and 

maintains records of equipment operational status.       Cleans and maintains equipment and work areas.        Operates control computer systems.        Performs detailed inspections of operating equipment for proper operation.       Informs 

appropriate personnel of unusual conditions, problems or deficiencies.       Identifies and reports safety hazards and equipment malfunctions.        Attends meetings and training courses.        Trains new personnel as required.        May perform 

preventative or corrective maintenance tasks incidental to operation of mechanical or electrical systems.       May complete work orders using automated maintenance program systems.       Performs other duties as assigned.          **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POWER PLANT OPERATOR II 5133 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 6L

Mainten/Craft-Pwr Plant 

Oper SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under minimal supervision to 

perform journey-level operation and maintenance of equipment and machinery in central plant environment.Experience and EducationHigh school diploma, GED, or vocational school and three (3) years experience in operation and 

maintenance of mechanical, electrical, or industrial equipment is required. Preferred: Completion of certified operator program and experience in university physical plant environment. CFC certification.Job Duties1.Starts up, shuts down, and 

adjusts power plant and/or chilling station equipment or systems in accordance with established operational and safety procedures. 2.Cleans and maintains equipment and work areas. Monitors equipment and maintains records of equipment 

operational status. 3.Modifies and changes graphics as systems change and are upgraded. 4.Operates control computer systems. Troubleshoots and analyzes problems based on equipment operation records. 5.Performs detailed inspections of 

operating equipment for proper operation. 6.Informs appropriate personnel of unusual conditions, problems or deficiencies. 7.Identifies and reports safety hazards and equipment malfunctions. 8.Supervises support staff as needed. Attends 

meetings and training courses. Trains new personnel as required. 9. May perform preventative or corrective maintenance tasks to operation of mechanical or electrical systems. 10.May complete work orders using automated maintenance 

program systems. 11.Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires ability to plan and perform unusual and difficult assignments and need to make decisions involving use of considerable ingenuity, initiative, 

and/or judgment.Work requires alertness and close attention to detail to avoid injury to self and others.Work requires proficiency in all phases of work performed.Work requires walking, bending, climbing, lifting up to 50 lbs., pulling/pushing 

equipment up to 50 lbs.Working ConditionsWorking conditions are considered acceptable but occasionally involve exposure to one or more disagreeable elements such as dust, dirt, and need to work frequently in confined spaces.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Assistant Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

POWER PLANT OPERATOR III 5132 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 6L

Mainten/Craft-Pwr Plant 

Oper SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under minimal supervision to 

perform journey-level operation and maintenance of equipment and machinery in central plant environment.Experience and EducationGraduation from high school, vocational school, or GED and five (5) years journey level experience in 

operation and maintenance in central utilities plant environment. Preferred: Completion of certified operator program and experience in university physical plant environment, CFC certification.Job Duties1.Starts up, shuts down, and adjusts 

power plant and/or chilling station equipment or systems in accordance with established operational and safety procedures.2.Monitors equipment and maintains records of operating status. Operates control computer systems. 

3.Troubleshoots and analyzes problems based on equipment operation records. Initiates process changes and implements solutions.4.Performs detailed inspections of operating equipment for proper operation.5. Informs appropriate 

personnel of unusual conditions, problems or deficiencies and takes action. 6.Initiates and completes work orders using automated maintenance program systems. Identifies and reports safety hazards and equipment 

malfunctions.7.Supervises support staff as needed. Attends meetings and training courses. Trains new personnel as required.8.May perform preventative or corrective maintenance tasks incidental to operation of mechanical or electrical 

systems.9.Covers shifts other than their shift during planned and unplanned absences in their assigned Plant or other plants where they have been cross-trained including day and night shifts.10.Prepares and implement cost effective 

Operations Schedule and major equipment maintenance schedules. 11.May be assigned to supervise projects and other maintenance activities.12.In charge with the Plant's housekeeping and security. In charge of record keeping in the 

plant.13.Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork requires ability to operate more than one plant. Work requires outstanding initiative and leadership skills.Work requires familiarity with environmental 

compliance.Work requires good overall knowledge of tools of trade, standard office eqpt & PC based automation control systems. Work may require working in manholes and tunnels, and/or extended shifts. Work requires walking, bending, 

climbing, lifting up to 50 lbs., pulling/pushing equipment up to 50 lbs.Working ConditionsWork is performed primarily in general office environment. Exposure to mechanical and electrical hazards typical to central plants, and utility 

distribution systems.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

POWER PLANT OPERATOR LEAD 5123 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 6C

Maintenance/Craft-Fac 

Foreman SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

preferred, but not required, with major coursework in field of assignment and ten (10) years of progressively responsible experience, including three (3) years as an Engineering Technician III or equivalent.   Job Duties  Performs and coordinates 

operation, repair, and maintenance of electrical infrastructure associated with campus substation/distrib ution components.      Ensures substation/distribution integrity through monthly inspections.       Performs service restoration after 

unplanned outages.        Performs Thermographic surveys on electrical infrastructure for electrical systems.       Performs all high/medium voltage switching for substation distribution, maintenance, and construction projects.       Monitors 

electrical system for operational anomalies via SCADA (Supervisory Control And Data Acquisition Systems) from worksite and on call progression for emergencies.      Supports campus thermal operations with Thermographic surveys when 

required.       Supports electrical systems design and construction projects.        Performs other job duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

POWER SYSTEMS TECHNICIAN I 5163 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation, vocational school or GED equivalent, and five (5) years experience in utilities or industrial trade, including experience in stationary IC power generators, metering, relaying and control responsibilities , general maintenance, servicing, 

and repair of diesel and other gaseous  IC engines and other electrical systems related to light and heavy duty machinery and equipment or three (3) years experience and two-year technical electrical or mechanical trade school; or military 

training/apprenticeship. Job Duties  1.Starts up, shuts down, and adjusts power generating and switching systems in accordance with established operational and safety procedures.2.Operates switchboards and synchronizes generators. 

Adjusts frequency, voltage, and loads on 13.8 kV and 4.16 kV systems.3.Assists senior power system tech on weekly, monthly and annual preventive maintenance of generators, load bank testing, emissions testing, and repairs.4.Diagnoses and 

performs necessary generator repairs, for example, radiator hoses, block heaters, battery chargers, water pumps, etc., as well as assists in the major repairs on generators. Test fuel, coolant, and oil.5.Diagnoses electrical parts on engines and 

appropriate transfer switches and interprets schematic wiring.6.Provides fueling services to all campus emergency generators after normal and emergency operation.7.Assists on installation and maintenance of all data acquisition and 

telemetry equipment.8.Monitors equipment and maintains records and logs of equipment operational status, maintenance and repairs. Including load banking and testing of the automatic transfer switch for Hospital Joint Commission and 

TCEQ/EPA compliance.9.Tests and calibrates all meters and protective devices. Repairs and modifies all control circuitry and auxiliary devices. Assist with designs and documents all retrofits of outdated equipment.10.Performs detailed 

inspections of operating equipment for proper operation.11.Informs appropriate personnel of unusual conditions, problems or deficiencies and takes appropriate action.12.Cleans and maintains all equipment and work areas. Transport and 

dispose hazardous materials.13.May complete work orders using automated maintenance program systems.14.Position is consider essential and will require attendance during emergency and other planned and unplanned events. Extended 

shifts may be required.15.Works in conjunction with trades or craft personnel in support of systems within power plant, chilling stations, utility tunnels or other underground tunnels.16.Identifies and reports safety hazards.17.Attends staff 

and training meetings, and plant operation and maintenance training courses.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

POWER SYSTEMS TECHNICIAN II 5164 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 6D2

Mainten/Craft-PowerSysTech-

NE SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation, vocational school or GED equivalent, and seven (7) years experience in utilities or industrial trade, including experience in stationary IC power generators, metering, relaying and control responsibilities , general maintenance, 

servicing, and repair of diesel and other gaseous  IC engines and other electrical systems related to light and heavy duty machinery and equipment or five (5) year experience and two-year technical electrical or mechanical trade school; or 

military training/apprenticeship. Job Duties  1.Starts up, shuts down, and adjusts power generating and switching systems in accordance with established operational and safety procedures.2.Operates switchboards and synchronizes 

generators. Adjusts frequency, voltage, and loads on 13.8 kV and 4.16 kV systems.3.Performs, oversees contractors and coordinates weekly, monthly and annual preventive maintenance of generators, load bank testing, emissions testing, and 

repairs.4.Diagnoses and performs necessary generator repairs, for example, radiator hoses, block heaters, battery chargers, water pumps, etc., as well as assists in the major repairs on generators. Test fuel, coolant, and oil.5.Diagnoses electrical 

parts on engines and appropriate transfer switches and interprets schematic wiring.6.Assists in development and implementation of the weekly, monthly, and annual preventive maintenance schedule for all generators.7.Provides fueling 

services to all campus emergency generators after normal and emergency operation.8.Installs and maintains all data acquisition and telemetry equipment.9.Monitors equipment and maintains records and logs of equipment operational status, 

maintenance and repairs. Including load banking and testing of the automatic transfer switch for Hospital Joint Commission and TCEQ/EPA compliance.10.Tests and calibrates all meters and protective devices. Repairs and modifies all control 

circuitry and auxiliary devices. Designs and documents all retrofits of outdated equipment.11.Reviews and evaluates submittal drawings of equipment. Assists in the commissioning of new generator projects and maintains in constant 

communication with contractors during the installation process.12.Performs detailed inspections of operating equipment for proper operation.13.Informs appropriate personnel of unusual conditions, problems or deficiencies and takes 

appropriate action and makes recommended corrective procedures.14.Orders, receives and maintains inventory of materials, supplies and tools. Cleans and maintains all equipment and work areas. Transport and dispose hazardous 

materials.15.May complete work orders using automated maintenance program systems.16.Position is consider essential and will require attendance during emergency and other planned and unplanned events. Extended shifts may be 

required.17.Assists with developing specification and reviewing bid tabulations of required equipment. Assists with time and material estimates required for job.18.Works in conjunction with trades or craft personnel in support of systems 

within power plant, chilling stations, utility tunnels or other underground tunnels.19.Identifies and reports safety hazards. Supervises compliance with standards of workmanship and safety.20.Attends staff and training meetings, and plant 

operation and maintenance training courses.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

POWER SYSTEMS TECHNICIAN III 5165 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 6D4

Maintenance/Craft-

PowerSysTech SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation, vocational school or GED equivalent, and ten (10) years experience in utilities or industrial trade, including experience in stationary IC power generators, metering, relaying and control responsibilities , general maintenance, 

servicing, and repair of diesel and other gaseous  IC engines and other electrical systems related to light and heavy duty machinery and equipment with some supervisory experience or seven (7) year and two-year technical electrical or 

mechanical trade school; or military training/apprenticeship. Job Duties  1.Starts up, shuts down, and adjusts power generating and switching systems in accordance with established operational and safety procedures.2.Operates switchboards 

and synchronizes generators. Adjusts frequency, voltage, and loads on 13.8 kV and 4.16 kV systems.3.Performs, oversees contractors and coordinates weekly, monthly and annual preventive maintenance of generators, load bank testing, 

emissions testing, and repairs.4.Diagnoses and performs necessary generator repairs, for example, radiator hoses, block heaters, battery chargers, water pumps, etc., as well as assists in the major repairs on generators. Test fuel, coolant, and 

oil.5.Diagnoses electrical parts on engines and appropriate transfer switches and interprets schematic wiring.6.Develops and implements the weekly, monthly, and annual preventive maintenance schedule for all generators.7.Planning, 

assigning, directing, and reviewing the work of a shift or crew of Power Generation Technicians to ensure the safe and efficient operation of the power generation systems. Supervises support staff as needed. Assist with staff 

evaluations.8.Identifies deficiencies of generator and electrical systems. Develops solution to deficiencies and manages project from start to completion. Includes developing scope, receiving bids, and managing contractors.9.Reviews codes 

related to compliance with NFPA, Joint Commission, EPA, TCEQ and NEC and other related agencies. Revises operating procedures and upgrades systems to comply with codes.10.Provides fueling services to all campus emergency generators 

after normal and emergency operation.11.Installs and maintains all data acquisition and telemetry equipment.12.Monitors equipment and maintains records and logs of equipment operational status, maintenance and repairs. Including load 

banking and testing of the automatic transfer switch for Hospital Joint Commission and TCEQ/EPA compliance.13.Tests and calibrates all meters and protective devices. Repairs and modifies all control circuitry and auxiliary devices. Designs 

and documents all retrofits of outdated equipment.14.Reviews and evaluates submittal drawings of equipment. Assists in the commissioning of new generator projects and maintains in constant communication with contractors during the 

installation process. Develops operating procedures for new equipment and systems.15.Performs detailed inspections of operating equipment for proper operation.16.Informs appropriate personnel of unusual conditions, problems or 

deficiencies and takes appropriate action and makes recommended corrective procedures.  Initiates process changes and implements solutions.17.Orders, receives and maintains inventory of materials, supplies and tools. Cleans and maintains 

all equipment and work areas. Transport and dispose hazardous materials.18.Initiates and completes work orders using automated maintenance program systems.19.Position is consider essential and will require attendance during emergency 

and other planned and unplanned events. Extended shifts may be required.20.Prepares detailed specifications and reviews bid tabulations of required equipment. Assists with time and material estimates required for job.21.Works in 

conjunction with trades or craft personnel in support of systems within power plant, chilling stations, utility tunnels or other underground tunnels.22.Identifies and reports safety hazards. Supervises compliance with standards of 

workmanship and safety. Attends staff and training meetings, and plant operation and aintenance training courses. Trains personnel on operational and maintenance issues as required.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PRE-SURG ASSESSMENT MED REC SPEC U5388 T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4B5 Office-HIM ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryAssists registered nurses and anesthesia 

team in obtaining clinical records and reports to successfully prepare patients for procedures and surgeries.MINIMUM QUALIFICATIONSHigh school diploma or equivalent2 years' experience in an office or hospital environment preferred. 

Previous experience in the handling of patient health information and/or medical records is strongly preferred EMR systems: 1-2 years (preferred)Working knowledge of Medical Terminology Detailed oriented ESSENTIAL FUNCTIONSJob Duties: 

Provide customer services support in a call center environment High call volume of contacting doctors' offices and clinicsObtain necessary documentation from outside parties as needed, e.g. cardiac reports, operative reports, progress notes 

Complete and timely scan patients electronic records Verifies patient identification on every page of each patient medical recordsRespond to requests for medical records from registered nurses and the anesthesia teamMaintain compliance 

with HIPAA guidelines Oversee storage scanning and retention of records Schedule Pre-Surgical Assessment Clinic appointments Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires the blending of job related 

education, skills and experience Work require obtaining and following up on an satisfactory level of patients records daily Work requires strong communication skills WORKING CONDITIONSWork is performed primarily in a hospital or hospital 

clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PREVENTATIVE MAINTENANCE TECHNICIAN I 5350 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school or vocational school and three (3) years skilled or journeyman level experience, which includes one (1) year experience in a skilled maintenance trade; Commercial/industrial experience preferred¿Job DutiesPerforms preventive 

maintenance on various buildings, systems, and equipment, such as electrical, air systems, deionized water system and plumbing systems, mechanical equipment, etc. and pro-actively maintains all aspects of assigned area of responsibility and 

communicates with customer and supervisor of action taken.Start up, shut down and adjust equipment or systems in accordance with established operational, safety procedures and complete all UTSW required compliance training, and 

adheres to internal controls and reporting structure.Inspects systems and equipment for proper lubrication, calibration, vibration, seal failures, etc. and performs detailed inspections of equipment for proper operation. Inform appropriate 

personnel of unusual conditions, problems or deficiencies.Support area shift coverage, after hours or extended projects as needed and assists in major maintenance repairs.Remove, repair, and install heating or cooling coils on air handling 

and/or exhaust fans.Makes recommendations in writing regarding major repairs and/or variances in frequency and type of preventive maintenance scheduled and performs preventative, predictive or corrective maintenance tasks.Successfully 

participates in the Facilities Management sponsored in-house craft trade training program and attends maintenance training courses, area staff and safety meetings.**Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PREVENTATIVE MAINTENANCE TECHNICIAN II 5351 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 6D1 Maintenance/Craft-Skilled Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school or vocational school four (4) years related work experiences are required or journeyman level experience, which includes two (2) years' experience in skilled maintenance trade (PM, DI/RO, Air, Vac); Must have working knowledge of 

specialty tools (i.e. vibration analysis, laser alignments)¿Job DutiesPerforms preventive maintenance on various buildings, systems, and equipment, such as electrical, air systems, deionized water system and plumbing systems, mechanical 

equipment, etc. and pro-actively maintains all aspects of assigned area of responsibility and consults with customers on priority of work and assume full ownership of customer problems and equipment breakdowns. Serves as liaison between 

customer and Facilities Management.Start up, shut down and adjust equipment or systems in accordance with established operational, safety procedures and complete all UTSW required compliance training, and adheres to internal controls 

and reporting structure.Inspects systems and equipment for proper lubrication, calibration, vibration, seal failures, etc. and performs detailed inspections of equipment for proper operation. Informs appropriate supervisory or managerial 

personnel of unusual conditions, problems or deficiencies and takes appropriate action.Performs duties associated with all crafts as developing skills safely allow and performs major repairs on technical systems and supporting equipment and 

performs preventative, predictive or corrective maintenance tasks as assigned and within timelines. Identifies maintenance needs and performs pro-active repairs before breakdown occurs.Support area shift coverage, after hours or extended 

projects as needed and assists in major maintenance repairs Trains and mentors new personnel in area of expertise as required. Teaches basic knowledge of codes and proper tool use. Reads and interprets and provides "marked up" blueprints 

/ drawings for corrections when needed.Makes recommendations in writing regarding major repairs and/or variances in frequency and type of preventive maintenance scheduled and performs preventative, predictive or corrective 

maintenance tasks.Successfully participates in the Facilities Management sponsored in-house craft trade training program and attends maintenance training courses, area staff and safety meetings.**Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PREVENTATIVE MAINTENANCE TECHNICIAN III 5352 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school or vocational school six (6) years related work experiences are required or journeyman level experience, which includes three (3) years' experience in all trades or crafts (PM, DI/RO, Air, Vac); Must have working knowledge of specialty 

tools (i.e. vibration analysis, laser alignments).¿Job DutiesPerforms preventive maintenance, troubleshoot, and repair various buildings systems, and equipment, reverse osmosis and de-ionized water systems, air/vacuum systems, and related 

plumbing and mechanical equipment, etc. Pro-actively maintains all aspects of assigned area of responsibility and consults with customers on priority of work and assume full ownership of customer problems and equipment breakdowns. 

Serves as liaison between customer and Facilities Management (Physical Plant).Start up, shut down and adjust equipment or systems in accordance with established operational, safety procedures and complete all UTSW required compliance 

training, and adheres to internal controls and reporting structure. Acts in a leadership role in the absence of the shop foreman.Inspects systems and equipment for proper lubrication, calibration, vibration, seal failures, etc. and performs 

detailed inspections of equipment for proper operation. Informs appropriate supervisory or managerial personnel of unusual conditions, problems or deficiencies and takes appropriate action.Performs duties associated with all crafts as 

developing skills safely allow and performs predictive, preventative or corrective maintenance tasks as assigned and within timelines. Identifies maintenance needs and performs pro-active repairs before breakdown occurs.Support area shift 

coverage, after hours or extended projects as needed and assists in major maintenance repairs and Trains and mentors new personnel in area of expertise as required. Teaches basic knowledge of codes and proper tool use. Reads and interprets 

and provides "marked up" blueprints / drawings for corrections when needed.Documents conditions found and performs minor repairs, as appropriate, following departmental guidelines and serves as primary point of contact for customers 

for all Facilities Management (Physical Plant) services.Makes recommendations in writing regarding major repairs and/or variances in frequency and type of preventive maintenance scheduled and performs major repairs on technical systems 

and supporting equipment.Successfully participates in the Facilities Management (Physical Plant) sponsored in-house craft trade training program and attends maintenance training courses, area staff and safety meetings. Leads training as 

needed to better train staff on various mechanical systems.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



PRGM MGR - HOSPICE U5569 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2

Prof Services-Pgrm/Proj 

Coord NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide leadership and vision within the Palliative Care Program for the policies, procedures, and processes surrounding the care of Hospice patients within UT Southwestern University Hospitals.Experience and EducationGraduate of an 

accredited Nursing program with BSN or higher. Current Texas (or BNE Compact State) license3-5 years' experience as a Registered Nurse with 2 years' Hospice or Palliative Care experience within the past 5 years.Current Basic Life Support (BLS) 

certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required. Job DutiesProvides leadership and vision for the policies, procedures, and processes surrounding the care of Hospice patients 

within University Hospitals, ensuring services and patient care are consistent with best practices and evidence-based care. Identifies, tracks, and supports all Hospice care provided in University Hospitals and reports findings/results at the 

Palliative Care Quality Assurance and Performance Improvement (QAPI) Committee meeting. Serves on the End-of-Life Committee and other Hospice related committees and workgroups as the Hospice subject matter expert. Responsible for 

monitoring trends in internal hospice data, considering end of life symptom management needs, dying trajectories, as well as other complex Hospice discharge needs to include but not limited to: Hi Flow Oxygen, AirVo, BIPAP, TPN or Clinimex, 

drain management, NGT to suction, wound care, dialysis, trach care, transplant medications, LVAD devices, inotropes, etc.Serves as hospice expert for Clements University Hospital and supports care coordinators who fulfill hospice referral 

orders including order for Home Hospice, IPU, GIP, NH Hospice, and Hospice informational visits. Ensures hospice referral order fulfillment includes: (1) providing patient and family education for goals of care, end of life decision-making, home 

care planning, and hospice; (2) conducting nursing assessments of the palliative care patient to triage to the appropriate level of hospice care according to Medicare criteria; (3) assisting with constructing care plans that are patient centered 

and designed to meet all their end-of-life needs; (4) providing direct communication with Hospice companies to give a direct handoff on patient care needs and goals of care; (5) following up with the patient post discharge to ensure Hospice 

arrangements and care are being delivered without delay.Coordinates and facilitates provision of educational opportunities for staff, physicians, patients, external providers of care, and the community. Identifies and pursues opportunities to 

provide information and/or services regarding hospice philosophy of care, hospice levels of care including GIP, Home Hospice and Inpatient Hospice Units, and end of life care.Serve as a liaison between UTSW and area community Hospice 

Agencies and meet regularly to review and update current and available services, troubleshoot challenging cases, address opportunities for improvement, and maintain collaborative & therapeutic relationships. Maintain current contact list for 

Hospice Agencies and their Liaisons for Clements University Hospital.Serve as a liaison between Hospice companies, Admissions, and Palliative care and oversee GIP Hospice Processes and Transitions within Clements Hospital, ensuring timely 

transitions for imminently dying patients. Provide education/training for GIP Hospice Admissions process where needed, including providing education to GIP Hospice Contracted Agencies on UTSW Process for GIP admission, expectations, and 

standards of care.Review GIP Hospice Contracts yearly with Finance office and update as needed. Responsible for staying up to date with Medicare Rules for Hospice Services and reimbursements.Address patient complaints/feedback regarding 

hospice, adverse events, hospice readmissions and other communication breakdowns directly with the Hospice Companies as a form of Hospice Process Improvement. Oversees development of appropriate policies and procedures required for 

the provision of effective and efficient hospice care. Analyzes data and coordinates implementation of practice changes as needed. In conjunction with Clinical Education and Department Managers, coordinates education and verifies 

competence of staff.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA standards, professional practice model (Shared 

governance) and care delivery model (Relationship Based Care) into the provision of safe, quality patient care. Advocate for resources and support that enhance patient safety and unit/hospital based initiatives. Participates in evaluating data 

to guide decisions regarding unit / department budget formulation and implementation.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires proficiency with various applications in MS SuiteWork requires effective 

communication skillsWork requires demonstration of ability to function independently as well as a team playerWork requires extraordinary organizational skills with attention to detail Work requires ability to research issues and make 

recommendations for improvement while using critical thinking skillsWorking ConditionsWork is performed primarily in a hospital or hospital clinic environment. Constant walking, standing, bending, turning, and stooping. Pushing and pulling 

heavy objects such as patient beds. Must be able to help lift and turn patients. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or 

his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

PRGM MGR ADVANCED PRACTICE PROVIDERS 1729 Y 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 1C Managerial APP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationFive (5) years of 

experience as an advanced practice provider preferred.ANDMaster's degree in nursing and documentation of completion of an accredited Advanced Practice education program. Graduate education and related Texas Board of Nursing 

authorization must be consistent with clinical practice area and patient population. Licensure as Advanced Practice Registered Nurse by Texas Board of Nursing. Authorization for prescriptive authority by the Texas Board of Nursing.ORGraduate 

of a master's degree or higher Accreditation Review Commission on Education for the Physician Assistant (ARC-PA) accredited Physician Assistant Program. Certification by the National Commission on Certification of Physician Assistants 

(NCCPA) Certification required. Licensed by the Texas Physician Assistant Board. Job DutiesWorks under general supervision to coordinate and align departmental Advanced Practice Provider process and quality improvement efforts with 

established Health System goals and initiatives. Provides diagnostic and therapeutic patient management in accordance with current scope of practice, licensure, and privileges. 1. Directs and coordinates activities for programmatic 

development and maintenance.2. Responsible for review, development, recommendation, and implementation related to assigned activity, program, and practice.3. Manages utilization of various resources to maintain maximum efficiency and 

meet performance objectives.4. Ensures compliance with applicable laws, regulations, policies, and procedures.5. Maintains confidentiality as appropriate.6. Define program scope, goals and deliverables that support business goals in 

collaboration with senior management and stakeholders; develop full-scale program plans and associated communications documents; communicate effectively program expectations to team members and stakeholders in a timely and clear 

fashion.7. Liaise with program stakeholders on an ongoing basis; estimate resources and participants needed to achieve program goals.8. Set and continually manage program expectations with team members and other stakeholders; delegate 

tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the program team.9. Plan and schedule program timelines and milestones using appropriate tools; track program milestones and deliverables; 

develop and deliver progress reports, proposals, requirements documentation and presentations.10. Determine the frequency and content of status reports from the program team, analyze results, and troubleshoot problem areas; proactively 

manage changes in program scope, identify potential crises and devise contingency plans.11. Define program success criteria and disseminate them to involved parties throughout program life cycle.12. Build, develop and grow any business 

relationships vital to the success of the program.13. Develop best practices program execution and management.14. In the clinical setting, will provide diagnostic and therapeutic management of patients within their scope of practice, licensure 

and privileges.15. Accurately and efficiently collects historical and physical data, synthesizes information to diagnose, develop plan of care and amend care accordingly.16. Provides follow-up and health maintenance care to patients in 

accordance with scope of practice and supervising practice agreement.17. Maintains complete and accurate records of contacts with patients whether in person or by telephone.**Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PRGM MGR AMBULATORY 2411 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position is accountable for the day-

to-day management of programs and related team(s) and/or interdisciplinary projects supporting a large clinic practice, and involving multidisciplinary stakeholders. Provides program-based analytical and clinic operations support to 

departmental leadership and Ambulatory Services Administration. Experience and EducationREQUIREDBachelor's degree in Business Administration, Health Care Administration, Public Health, Quantitative Analysis or related discipline, and five 

(5) years related clinical operations and project management experience required. Applicants without the stated preferred degree, but with significant additional related experience may be considered.PREFERREDMaster's degree in related field 

preferred. Supervisory experience. Experience with quality improvement, LEAN, Six Sigma and/or other improvement methodologies. Eligibility for, and plans to obtain, project management certification desired.Other clinical 

licensure/certifications may be required depending on assigned programmatic portfolio. Job DutiesIn collaboration with department's Clinical Operations Team and stakeholders from various departments: 1) Manage interdisciplinary projects 

and/or oversee day-to-day operations of assigned program within clinic practice, 2) Provide analytical support for designated or assigned programs related to quality improvement, patient safety and outcomes supporting clinic operations and 

goals, and 3) Serve as departmental liaison for all related clinic-related matters.Set and continually manage program expectations from department's senior leadership and other stakeholders. As appropriate and in collaboration with 

department and ambulatory leadership, develop full-scale project plans and associated analytics by performing one or more of the following:Delegate tasks and responsibilities to appropriate personnel.Identify and resolve issues and 

conflicts.Identify and manage program dependencies and critical paths.Plan, schedule and track project timelines and milestones, and develop and automate data displays using charts and reporting tables to present data.Track clinic processes 

and outcomes. Develop and deliver progress reports, proposals, requirements documentation and presentations.Conduct post project reviews and create recommendations report in order to identify successful and unsuccessful program 

elements. Define and intervally re-evaluate program success criteria and communicate progress to involved parties in a timely and clear fashion.Serve as liaison with Ambulatory Administration and departmental clinic leadership to facilitate 

consistent policies and practices, new initiatives, and reporting across ambulatory program(s). Work closely with the clinic leaders and/or ambulatory director(s) to manage grid of standard operating procedures for all clinics. Provide oversight 

and training on clinic platforms, such as EHR (e.g., Epic) or physician scheduling system (e.g., QGenda).Coordinate staff onboarding for assigned portfolio or program, to ensure training in departmental and clinic processes and expectations 

occurs in a timely manner.As appropriate, represent department as assigned to Ambulatory Administration and Health System committees. Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of computers 

and office equipment.Work requires ability to ensure adherence to all policies and procedures of university.Work requires ability to coordinate and work independently.Work requires ability to communicate effectively with internal and 

external contacts on policies and procedures.Work requires ability to maintain a positive customer service environment.Work requires excellent organizational and project management skills.Work requires effective managerial and/or 

supervisory skills. Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office/clinic area.Any qualifications to be considered as equivalent in lieu of stated 

minimums require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status.

PRGM MGR CLINICAL AND TRANSLATIONAL SCIENCE AWARDS 9048 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under minimal supervision to 

manage a variety of Clinical Translational Medicine projects.Experience and EducationBachelor's degree in Business Administration, Healthcare Administration, or related field and eight (8) years experience in the appropriate field.Job Duties1. 

Directs and coordinates activities for programmatic development and maintenance.2. Serve as project manager for the design and implementation of a university-wide electronic registry to increase recruitment into clinical research. Work 

closely with medical informatics and academic information systems teams to develop the framework for the registry, implement strategies and schedules, and increase utilization.3. Supervise personnel of the Recruitment and Retention 

Office.4. Design and maintain a web-based cohort follow-up system and process to ensure that registry metrics are collected to track success of recruitment. 5. Develop tools and resources to increase participant recruitment into university 

studies including managing implementation of a new study search that is integrated throughout the University's patient care website.6. Manage the Recruitment and Retention Office, which is the central point of contact for community 

members and patients who want more information about research studies conducted at UT Southwestern and for PIs and study teams who need assistance with study recruitment.7. Develop innovative solutions to market services of the 

Center for Translational Medicine including annual reports, expanded website content, and other marketing campaigns. 8. Define program scope, goals and deliverables that support business goals in collaboration with senior management and 

stakeholders; develop full-scale program plans and associated communications documents; communicate effectively program expectations to team members and stakeholders in a timely and clear fashion.9. Responsible for review, 

development, recommendation, and implementation related to assigned activity, program, and practice.10. Set and continually manage program expectations with team members and other stakeholders; delegate tasks and responsibilities to 

appropriate personnel; identify and resolve issues and conflicts within the program team.11. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to read, write, analyze data, develop plans and procedures, and 

coordinate resources to accomplish goals.Work requires responsibility for review, recommendation, development, and implementation of policies related to program.Work requires responsibility for development, maintenance, and tracking of 

program accounts/budgets.Work requires good organizational skills.Work requires ability to manage and direct staff.Work requires ability to monitor and maintain budget.Work requires ability to ensure adherence to policies and procedures 

of university such as FLSA, salary guidelines, accounting regulations, and internal controls policy.Work requires ability to communicate effectively with various levels of internal and external contacts concerning policies and procedures.Work 

requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PRGM MGR CLINICAL RESEARCH EDUCATION 4373 N 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

science, social science, business, or health-related (including nursing) field and six (6) years related experience to include management experience. Equivalent combination of education and relevant experience may be considered in lieu of 

degree.Job DutiesAssess the research-related education and training needs for the SCCC CRO and the UniversityAssist in the planning, development, and coordination of research staff developmentOrganize and coordinate onboarding for new 

hires and research staff in the SCCC CRO. Deliver training classes focused on development of core competencies of research staff. Creation of both cancer-specific and general training related to clinical trials. Work with quality assurance 

programs and clinical research managers to identify trends and opportunities for additional educationDevelopment of new training classes and modules as neededWork closely with the Manager and Director of Office of Clinical Research 

Personnel to develop additional tools as appropriate. May supervise education/trainers.Ensures compliance with applicable laws, regulations, policies, and procedures.Performs other duties as assigned.Knowledge, Skills & AbilitiesStrong 

leadership, organizational, and administrative skills to effectively organize and disseminate educational programs in a highly technical clinical research environment.Skilled as both a leader and excellent communicator.Administrative expertise 

including understanding of regulatory requirements related to clinical trials.Excellent verbal, written, interpersonal and listening skills.Analytical and strategic thinker.Strong Editorial and writing skills.Strong instructional and speaking 

skillsAbility to master medical research regulations and proposal development.Working ConditionsWork is performed primarily in clinical and/or office areas.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

PRGM MGR EDUCATION - OFC FOR INSTITUTIONAL OPPORTUNITY 9690 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H3

Prof Services-HR-Emp 

Relations PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryResponsible for assisting with creating, 

implementing, and coordinating education programs aligned with institutional opportunity goals. A critical function of the office is to assure that education programs across the organization are compliant with institutional strategic goals. This 

individual should have expertise in higher education and facilitation of educational exercises on a large-scale basis. Must remain current on best methods of educational approaches for similar academic institutions. This individual will assist 

with creating webinars and training modules that will be implemented live on-demand and recorded. The Program Manager will collaborate closely with the compliance educators in the Office for Access and Title IX . This position will serve as a 

resource for departments as well as staff.Experience and EducationMaster's degree and five (5) years of experience in higher education as an education developer and experience in training and education. Ph.D. preferred.Job DutiesDevelop, 

manage, and support institutional opportunity learning programs. Manage new and existing projects to ensure on time delivery. Manage queries and issues relating to existing learning programs, with an eye to continuous improvement. 

Partner with all levels of the organization and vendor partner to help identify and implement training directives.Maximize existing learning management technology, for scheduling, delivering, and recording training curriculums and 

enrollments in partnership with the training coordinator.Maintain awareness of related global issues and trends and use emerging information to embed in existing and new learning programs.Evaluate, monitor, measure and report on 

learning and development activities throughout the organization to promote continuous improvement through data analysis. Track and report key metrics.Stay abreast of new training technology, resources, tools, and strategies to move 

forward with effective and current training solutions.Collaborate with business leaders to regularly, and proactively, assess evolving needs and actively identify opportunities to determine recommendations for future needs.Collaborate with 

Office for Access and Title IX and departmental efforts to create and implement education programs to facilitate meeting institutional goals for developing the campus culture.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires ability to organize program planning.Work requires ability to implement programs.Work requires strong communication skills.Work requires the ability to manage budgets.Work requires the ability to coordinate teams.Work requires 

the ability to supervise administrative staff.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status.

PRGM MGR EMPLOYEE EXPERIENCE 9588 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H7A Prof Services-HR-OD & T Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Employee Experience Program 

Manager reports to the Assistant Vice President, Organization Development and Training, and is responsible for developing, delivering, and measuring the employee engagement and experience across the employee lifecycle for UT 

Southwestern and its University Hospitals and Clinics. In addition, this role also provides Organizational Development services to teams and individuals to develop and grow organizational effectiveness. Experience and EducationMaster's 

degree in Industrial/Organizational Psychology, business administration, human resources, or related field and eight (8) years progressively responsible experience in Learning or Leadership Development, including preferably experience in a 

healthcare or university environment, or equivalent experience. Ph.D. preferred.Job DutiesContinuously improve upon the enterprise-wide engagement strategy and programs to support ongoing organizational capability requirements, using 

robust needs assessment and program development.Implement a robust measurement process for employee experience across the entire HR lifecycle to highlight areas of strength and opportunity, and tailor solutions to unique employee 

cohorts.Assess root cause and develop programs and processes that serve to retain top talent.Implement career development and planning services across the institution to support our ability to grow and accelerate development of talent in-

house.Coordinate and conduct needs assessments for the institution to highlight areas for business & communication process improvements, learning and development solutions and curriculum, and OD / engagement interventions.Partner 

with client groups to assess root cause issues within teams and groups to develop innovative and sustainable solutions and initiatives; develop metrics to measure progress and provide recommendations to optimize performance.Provide 

executive and career coaching to physicians and leaders within the organization to further their growth and development.Facilitate key meetings and workshops in collaboration with clients to create an impactful agenda and content. This 

includes, but is not limited to, strategy facilitation, goal and role clarity workshops, and team effectiveness engagements.Support robust succession planning strategies by designing targeted development programs for specific 

populations.Maintain up-to date knowledge of best practice in Career Development, Engagement, Employee Lifecycle, and Recognition within the industry. Performs other duties as assigned.Knowledge, Skills & AbilitiesExcellent presentation 

and facilitation skills.Ability to design in-house engagement programs using sound design principles, and effectively manage the project within timeline and budget. Working knowledge of engagement and employee experience principles and 

practices, and the ability to translate complex ideas into simple, business-focused application.Strong executive presence to effectively consult with sr. leaders, and present recommendations, data and concepts with confidence and 

credibility.Demonstrated competency in large group facilitation and planning, individual and team coaching, design and delivery/facilitation of leadership and team development sessions. Ability to solve complex problems and develop a 

compelling business case based on an analysis of all relevant data and information. Must have a good sense of humor paired with strong personal accountability, and the ability to build excellent working relationships with the team, peers, and 

stakeholders.Ability to maintain a high level of confidentiality and work with highly sensitive data and information. Skill in working and communicating effectively with others across levels, functions, and remotely, while accomplishing multiple 

tasks in a matrix organization.Working ConditionsWork is performed primarily in private office or clinical care area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship 

status, or veteran status.

PRGM MGR EXPORT CONTROL 8088 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationBachelor's 

degree in related field required. Minimum of four (4) years of related experienced required. Prior experience related to basic or clinic research is strongly preferred.Job DutiesDirects, analyzes, coordinates, and evaluates program operations and 

procedures of the export control program at UTSW.Develops, cultivates, and maintains working relationships with internal/external departments and agencies involved in oversight of export control.Establishes program goals and objectives 

and directs program evaluation and quality control activities; develops and/or approves schedules, priorities, and standards for achieving goals; provides supervision to program staff.Recommends and develops new policies and procedures for 

improvement of program activities.Responsible for design, execution, and effectiveness of system and internal controls, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded.Ensures 

compliance with applicable laws, regulations, policies, and procedures.Supports research by promoting collaboration among investigators and across disciplines, departments and institutions; organizes meetings, seminars and conferences; 

manages internal and external communications of the department.Reads literature and attends functions to keep abreast of relevant regulatory, scientific and technical developments related to export control.Develops and provides 

educational programs for training and development of investigators, research personnel, and staff as necessary.Plans and coordinates special events. Participates in conferences. Presents data and program information.Serves on committees as 

representative of assigned program as appropriate.Knowledge, Skills & AbilitiesWork requires advanced PC expertise including word processing, spreadsheet, presentation and database software.Working ConditionsWork is performed primarily 

in an office setting.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

PRGM MGR HEALTH SYSTEM COMMUNICATIONS 8660 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Health System Communications 

Program Manager is an integral part of the Health System Administration and Communications team and is responsible for producing clear, concise, informative, and engaging internal communications about University Hospital, Ambulatory, 

and Medical Group operations. Reporting to the Director of Health System Communications, Rewards & Recognition, the Health System Communications Program Manager collaborates with Health System executives, physician leaders, 

managers, and staff and provides guidance on message development and tactics to effectively convey important information and build a sense of community and pride within the Health System. The person in this position must be a concise 

writer and creative thinker, as well as highly organized, diplomatic, and able to manage multiple projects under deadlines. Experience working with executives and physicians in an internal communications function at a large organization, 

especially at a health care institution, is strongly preferred. Experience and EducationA Bachelor's degree in public relations, corporate communications, journalism, or a related field. Minimum 7 years of experience in communications, public 

relations, or marketing. Experience in health care is strongly preferred.Job DutiesServes the communications needs of key leaders across UT Southwestern's University Hospital, Ambulatory, and Medical Group operations.Plans and executes 

internal communications for Health System staff and clinical faculty through a variety of print and digital platforms, including but not limited to writing/editing/disseminating messages, announcements, tip sheets, and articles. Partners with 

managers, directors, and executive leadership, recommending communications strategies for information they wish to convey.Contributes content for awareness weeks, physician and employee spotlights, Health System events/promotions, 

and newsletters.Coordinates with supervisor and members of the Communications department for consistency in messaging and timely distribution of materials. Advises on strategies to promote employees' understanding of key information 

including the UTSW mission and strategic priorities.Serves as a subject matter expert within Health System Communications on assigned administrative areas and institutional initiatives.Counsels assigned departments on how to improve 

employee communications and engagement.Performs other duties as assigned.Knowledge, Skills & AbilitiesSuperior writing and editing skills.Experience interacting with senior executives and physicians and producing effective 

communications on their behalf.Ability to think creatively and critically in problem-solving and project implementation and the ability to work independently and as part of a team, manage workflow, set priorities, and meet deadlines.Ability to 

execute efficiently and effectively under deadlines, juggle multiple projects at once, and keep up with changing task prioritization.Demonstrated skill in expressing organization policies, strategies, trainings, etc. in clear, compelling, lay 

language.Strong computer skills and experience with MS Office. Digital content management experience is a plus.Strong customer-service focus.Working ConditionsWork is performed primarily in an office environment.Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual 

orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PRGM MGR HEALTH SYSTEM DIGITAL CONTENT 8661 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H9B

Prof Services-Comm & 

Mkting Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Health System Digital Content 

Program Manager is responsible for developing, leading, and contributing to an engaging, innovative, and informative digital communications strategy for the UTSouthwestern Health System. Coordinates, writes, edits, and distributes a variety 

of internal communications across multiple digital channels and platforms, including a new employee mobile app. Strategizes and manages digital campaigns and coordinates with Communications, Marketing, and Public Affairs team to 

amplify reach, when appropriate. Tracks metrics to ensure successful digital engagement. Reports to the Director of Health System Communications, Rewards & Recognition.Experience and EducationA Bachelor's degree in public relations, 

corporate communications, journalism or a related field. Minimum 5-7 years of experience in communications, public relations, marketing, or related field. Demonstrable excellence in writing, digital communications, and editorial skills is 

required. Experience in web-based editorial development. Job DutiesPlans, develops, and publishes clear, concise, and engaging communications - including articles, e-newsletters, video, social media, and more - for a variety of audiences within 

the UTSW Health System.Coordinates an innovative content strategy for the Health System Portal and UTSouthwestern Huddle, a new employee mobile app designed to inform, engage, and build a sense a community and foster greater 

collaboration across the Health System. Provides guidance on message development and tactics to help internal clients convey important information.Serves as a key content coordinator and contributor for Health System Communications, 

managing tight deadlines.Interacts with and advises faculty and staff throughout the Health System on digital strategies to promote employee understanding of key information and crafts communications that enhance the employee 

experience and engagement.Develops content project plans in collaboration with the Health System Communications leadership. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong writing, editing, and digital 

design skills.Work requires superior project management skills. Proven ability to write in various styles (feature writing, operational) in clear, compelling, lay language.Ability to execute efficiently and effectively under deadlines, juggle multiple 

projects simultaneously, and keep up with changing task prioritization.Strong computer skills and experience with MS Office. Content management experience is a plus.Experience producing videos and interviewing subjects.Skilled in engaging 

with leadership, especially in a healthcare setting.Flexibility and diplomacy.Working ConditionsWork is performed primarily in an office environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.



PRGM MGR HEALTH SYSTEM REWARDS AND RECOGNITION 8141 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Program Manager for Health System 

Rewards & Recognition develops and deploys impactful rewards and recognition program, in collaboration with Office of Human Resources, tailored to faculty, staff, and trainees across UT Southwestern's clinical enterprise (hospitals and 

ambulatory clinics). The Program Manager is uniquely positioned to understand and recommend programs and tactics that supports in Health System workforce, values, and culture. Reporting to the Director, Health System Communications, 

Rewards & Recognition, the Program Manager will lead gratitude projects and seek opportunities for strengthening employee communication and program deployment to enhance engagement and retention. Experience and EducationA 

Bachelor's degree in business administration, public relations, corporate communications, journalism, or a related field. Minimum 5 years of experience in program/project management communications, public relations, or marketing. 

Minimum 2 years of experience in event planning. Experience in health care is a must.Job DutiesStrategically develops, implements, and evaluates the success of the Health System's Rewards & Recognition Program to increase engagement, 

enhance teamwork, and improve the employee experience across UTSW's hospitals and clinics.Administers, coordinates, plans, and executes Health System Rewards & Recognition Programs including, but not limited to, Diana and Richard C. 

Strauss Awards, Meritorious Awards, Milestone Celebrations, Nurses Week, and other Health System activities, events, or programs.Outreaches with staff and faculty across the Health System to strategize on how to continue building a 

positive workplace culture and creates informed rewards & recognition plans based on those findings.Increases the number and diversity of award nominations through effective communication and outreach. Advises on and contributes 

written and digital communications that amplify rewards & recognition.Works collaboratively with Health System leaders to identify areas for improvement, implementation of tools to increase employee engagement and retention 

outcomes.Partners with Health System communications team and cross-functional internal customers on comprehensive communications and/or major announcements, promoted across multiple platforms.Collaborates with Human 

Resources on overarching recognition strategies, tools, and programs to ensure and maintain alignment with UT Southwestern initiatives and policies as well as state requirements. Recommends and develops new training, programs, and 

activities with a focus on engagement and a commitment to teamwork.Coordinates with the Office of Human Resources and oversee the health system reward and recognition program budgets including endowments associated with the 

programs. Performs other duties as assigned.Knowledge, Skills & AbilitiesExpertise designing and leading employee rewards and recognition programs in a health care setting.Experience developing new employee awards programs and 

events.Substantial experience in internal communications, specifically writing for targeted audiences.Superior time management skills and expertise juggling multiple high priority projects simultaneouslyStrong writing background.Excellent 

project management skills. Skilled at working independently and collaboratively. Working ConditionsWork is performed primarily in general office or health care environment.Any qualifications to be considered as equivalents in lieu of stated 

minimums require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including 

discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PRGM MGR HS COMMUNICATIONS AND ADMINISTRATION MULTIMEDIA 8662 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Multimedia Program Manager is a 

key contributor to the Health System Administration and Communications team and is responsible for producing sophisticated and memorable creative collateral for Health System Affairs. Projects will include brand work for high value Health 

System campaigns, graphic ideation and creation, animations, video editing, infographics, and internal and external-facing executive-driven PowerPoint presentations. The person in this position will elevate print and digital communications, 

including for a new Health System employee mobile app, and will help to enhance Health System engagement through interactive design expertise. The Multimedia Design Manager reports to the Associate Vice President, Health System 

Administration and Communications.Experience and EducationA Bachelor's degree in fine arts, graphic design, or a related field. Minimum 10 years of experience in design, communications, or marketing. Experience in health care is strongly 

preferred.Job DutiesPlans and prepares distinctive, high-quality creative collateral - ranging from graphics packages and videos to animations, interactive infographics, and more - for Health System campaigns, events, executive 

communications, mobile app content, websites, and PowerPoint presentations. Highly skilled at using text, audio, animation, photography, video, and special effects to create informational and impactful content for targeted and general 

audiences.Engages with Health System leadership and institutional executives to provide creative direction to amplify their objectives.Consults with Health System clients on job content, holds brainstorming sessions, and executes on vision. 

Manages multiple design projects under tight deadlines.Becomes a subject matter expert to ensure creative content is effective and accurate in its messaging and advances institutional priorities.Oversees contract creative talent.Knowledge, 

Skills & AbilitiesSuperior design, photo editing, video production, and customer service skills.Specialized training in printed and non-print media.Advanced experience with Adobe Creative Suite (Premier Pro, Photoshop, InDesign, Illustrator, 

After Effects) and Microsoft applications (PowerPoint, Excel, Word).Working knowledge of HTML/CSS.Skilled in interacting with senior executives.Ability to think creatively and critically. Comfortable working independently and as part of a 

team, managing deadlines, and setting priorities.Ability to execute efficiently and effectively under deadlines, juggle multiple projects simultaneously, and keep up with changing task prioritization.Working ConditionsWork is performed 

primarily in office environment or in work locations of the programming staff, administrative users, or end users.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human 

Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status.

PRGM MGR TITLE IX 9670 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryTitle IX Program Manager: The Title IX 

Program Manager assists in the development, implementation and management of UT Southwestern's comprehensive Sexual Misconduct/Sexual Harassment education, awareness and prevention programs. Responsible for overall case 

management, intake, complaint evaluation and workplace investigations, with the goal of ensuring institutional compliance with laws and regulations addressing the elimination of sexual harassment, sexual misconduct (including sexual 

violence), and related discrimination on campus. The Title IX Program Manager also develops and implements training and educational programs regarding discrimination and sexual harassment prevention, ensuring faculty, staff and students 

understand their rights and, where applicable, responsibilities under the law. The Title IX Program Manager also supports activities and initiatives designed to foster a climate of nondiscrimination and advances diversity and inclusivity 

throughout the UT Southwestern campus community. Key Relationships: Serves as a liaison, investigator and institutional resource regarding institutional concerns of sexual misconduct, sexual harassment, dating/domestic violence, stalking, 

and sexual violence. Supports the Institutional Title IX Coordinator, Deputy Coordinators, Institutional Equity & Access staff, and other campus leaders by providing case management, record keeping, on-campus training, prompt & effective 

investigations, and related programmatic support to ensure that UTSW complies with all statutory and regulatory obligations under Title IX, Clery Act, VAWA, the Tex. Educ. Code, Regents Rules, UT System policies, UTSW policies, and any other 

applicable federal or state laws and regulations. The Title IX Program Manager works within the Office of Institutional Equity and Access, but also works closely with the Office of Legal Affairs, the Office of Human Resources, the Office of the 

Provost, UTSW's Title IX Coordinators & Deputy Coordinators, and other University administrators.Experience and EducationMINIMUM QUALIFICATIONSA baccalaureate degree from an accredited college or university with a minimum of two 

(2) years of full-time professional experience conducting EEO/Title VII/Title IX compliance investigations in a government, corporate, or higher education setting. Familiarity with Title IX, VAWA, Campus SaVE, and related federal and state laws 

is required. Experience facilitating educational and training programs regarding sexual harassment/sexual misconduct prevention is required. PREFERRED QUALIFICATIONSA Juris Doctorate degree or Master's/Ph.D. degree in HR, Counseling, or 

Social Work is strongly preferred. At least three years of experience investigating allegations of sexual misconduct and/or domestic violence is preferred, as is experience in working with victims of sexual misconduct, domestic violence, and/or 

other types of trauma in a Title IX investigator or related capacity. Job DutiesServes as a subject-matter expert on requirements of and compliance with Title IX, VAWA, Campus SaVE, and related federal and state laws.Investigates and ensures 

timely resolution of all reports of sex discrimination, sexual misconduct, sexual harassment, sexual violence, domestic violence, dating violence, and stalking involving members of the UT Southwestern community.Develops and maintains a 

comprehensive case-management system and accurately logs all reports and concerns of sexual misconduct/sexual harassment and related complaints. Independently analyzes complaints, develops investigative plans, conducts fact-finding, 

reviews documents, conducts related research, prepares any related correspondence, and submits confidential reports containing investigative findings.Independently manages the coordination and completion of any reports mandated by 

state or federal law or any external regulatory entities. Provides the analysis and/or preparation of reports indicating complaint trends based on data collected.Informal Resolution/Mediation: Meets with complaining parties and uses 

independent judgment to offer conflict resolution and problem solving alternatives, when appropriate and applicable.Assists the Title IX team in the development, publication, and monitoring of appropriate disclosures, reports, policies, 

procedures and practices designed to comply with federal and state law requiring the prompt and equitable resolution of complaints.Provides training sessions to University faculty, staff, trainees and students regarding the prevention of and 

response to sexual misconduct, sexual harassment, sexual violence, domestic violence, dating violence, and stalking.Perform related duties as assignedKnowledge, Skills, & AbilitiesMust have demonstrated experience and working knowledge in 

the following areas:EEO and Title IX laws and regulations (i.e., Title VII, Title IX of the Education Amendments of the 1972 Civil Rights Act ("Title IX"), the Violence Against Women Act Reauthorization of 2013 ("VAWA"), the Campus Sexual 

Violence Elimination Act ("Campus SaVE"), Chapter 21 of the Texas Labor Code, and other related federal and state laws)Demonstrated ability to work with individuals from a variety of backgrounds, including victims of sexual assault, domestic 

violence, or other types of traumaDemonstrated ability to oversee and manage large caseload in a manner that ensures the prompt, effective, and equitable conclusion of such mattersStrong organizational, interpersonal, writing and speaking 

skills, and the ability to communicate effectively within an academic healthcare environment Ability to work independently in a time-sensitive environmentAbility to think strategically while being detail-orientedDemonstrated facilitation and 

presentation skills Demonstrated experience developing and implementing compliance training programsAbility to establish collaborative working relationships, while performing assigned work responsibilities and dutiesEffective internal and 

external networking skills with the ability to build and sustain key relationshipsProficiency in Microsoft Office programs including: Outlook, Word, Excel and PowerPoint and PeopleSoft or comparable systemsExcellent written and verbal 

communication skills Ability to multi-task and manage multiple projectsWorking ConditionsWork is performed primarily in office setting.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of 

PRIVACY ANALYST I 1906 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

assist in and perform compliance assurance/effectiveness reviews of various functions and activities of UT Southwestern. Conducts complex assurance activities to determine departmental/clinical unit/program adherence to internal controls, 

in compliance with established policies and procedures, Health Insurance Portability and Accountability Act (HIPAA), Health Information Technology for Economic and Clinical Health Act (HITECH) and state privacy legislation. Assist, at the 

direction of the Privacy Officer and/or Assistant Privacy Officer with all activities related to the implementation and operation of the Privacy Program, including assisting with the intake and completion of patient privacy right requests. 

Experience and EducationBachelor's degree in business or healthcare administration, nursing, regulatory compliance, consulting, project management, or related area, as well as 1 year of professional experience in a healthcare-related field. 

Preferred: certification CHPC (Certification in Healthcare Privacy Compliance) or the CHC (Certification in Healthcare Compliance) from the Compliance Certification Board.  Job DutiesAssists in managing the various types of patient privacy 

rights requests that are received by the Privacy Office, including amendment requests, restriction requests, accounting of disclosures requests, break the glass requests, and PHI designee authorizations. Provides input and assists in conducting 

assurance and effectiveness reviews of Privacy Office compliance activities in accordance with appropriate standards, metrics, established compliance plan(s) and prescribed University and departmental, unit, or program policies.Provides input 

and assists in evaluating effectiveness of compliance controls used by reviewed department, unit, or program, as well as compliance with all applicable university policies and procedures.Provides input to, and assists in, drafting compliance 

reports, including development of review findings and recommendations for specific remedial or corrective actions.Prepares work papers to support work performed, as well as findings and recommendations included in compliance reports. 

Maintains documentation of Privacy Office files. Maintains effective working relationships with compliance personnel and external UTSW stakeholders to achieve objectives of assurance-related assignments.Remains abreast of current 

developments and revised laws and regulations pertaining to HIPAA Privacy compliance.Provides input and assists in developing Privacy Office compliance-related education and training materials. Provides input to the development of policies 

and procedures relating to privacy and security of patient medical information. Performs other duties, as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of privacy laws, regulations and current interpretations, particularly 

HIPAA Privacy Rule.Work requires skill in using spreadsheet applications, word processing, database applications, and ability to analyze data monitoring reports.Work requires ability to evaluate data and determine compliance with rules and 

regulations.Work requires excellent written and verbal communication skills.Working ConditionsWork is performed primarily in a general office area and also in outpatient and inpatient clinical areas.UT&iquest;Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of&iquest;race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PRIVACY ANALYST II 2055 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3K1 Regulatory Compliance Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

manage and perform compliance assurance/effectiveness reviews of various functions and activities of UT Southwestern. Conducts complex assurance activities to determine departmental/clinical unit/program adherence to internal controls, 

in compliance with established policies and procedures, Health Insurance Portability and Accountability Act (HIPAA), Health Information Technology for Economic and Clinical Health Act (HITECH) and state privacy legislation. Assist, at the 

direction of the Privacy Officer and/or Assistant Privacy Officer, with all activities related to the implementation and operation of the Privacy Program, including assisting with privacy investigations and proactive monitoring of Epic access. 

Experience and EducationBachelor's degree in business or healthcare administration, nursing, regulatory compliance, consulting, project management, or related area, as well as at least three (3) years of professional experience in a healthcare-

related field. Must have, or obtain within 12 months of hire, the Certification in Healthcare Privacy Compliance (CHPC) or the Certification in Healthcare Compliance (CHC) from the Compliance Certification Board. Job DutiesConducts complex 

assurance/effectiveness reviews of Privacy Office compliance activities in accordance with appropriate standards, metrics, established compliance plan(s) and prescribed University and departmental, unit, or program policies.Assists in 

conducting complex reviews of suspicious Epic access by UTSW workforce members.Assists in performing investigations of alleged violations of policy, misconduct, or other acts of non-compliance to determine the cause, extent of risk and 

mechanisms for prevention.Provides input to, and assists in, evaluating the effectiveness of compliance controls used by reviewed department, unit, or program, as well as compliance with all applicable university policies and 

procedures.Provides input to, and assists in, drafting compliance reports, including development of review findings and recommendations for specific remedial/corrective actions.Prepares work papers to support work performed, as well as 

findings and recommendations included in compliance reports. Maintains documentation of Privacy Office files. Maintains effective working relationships with compliance personnel and external UTSW stakeholders to achieve objectives of 

assurance-related assignments.Remains abreast of current developments and revised laws and regulations pertaining to HIPAA Privacy compliance.Provides input and assists in developing Privacy Office compliance-related education and 

training materials. Provides input to the development of policies and procedures relating to privacy and security of patient medical information. Performs other duties, as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of 

privacy laws, regulations and current interpretations, particularly HIPAA Privacy Rule.Work requires skill in using spreadsheet applications, word processing, database applications, and ability to analyze data monitoring reports.Work requires 

ability to evaluate data and determine compliance with rules and regulations.Work requires excellent written and verbal communication skills.Working ConditionsWork is performed primarily in a general office area and also in outpatient and 

inpatient clinical areas.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of&iquest;race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status.

PRIVACY ANALYST III 2056 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

manage and perform compliance assurance/effectiveness reviews of various functions and activities of UT Southwestern. Conducts complex assurance activities to determine departmental/clinical unit/program adherence to internal controls, 

in compliance with established policies and procedures, Health Insurance Portability and Accountability Act (HIPAA), Health Information Technology for Economic and Clinical Health Act (HITECH) and state privacy legislation. Assist, at the 

direction of the Privacy Officer and/or Assistant Privacy Officer, with all activities related to the implementation and operation of the Privacy Program, including privacy investigations. Experience and EducationBachelor's degree in business or 

healthcare administration, nursing, regulatory compliance, consulting, project management, or related area, as well as five (5) years of professional experience in a healthcare compliance-related field. Must have, or obtain within 12 months of 

hire, the Certification in Healthcare Privacy Compliance (CHPC) or the Certification in Healthcare Compliance (CHC) from the Compliance Certification Board. Job DutiesServes as team leader and project manager while conducting complex 

assurance/effectiveness reviews or other department projects, including the establishment of goals, objectives, timelines and quality measures for the team's work and deliverables.Independently performs investigations of alleged violations of 

policy, misconduct, or other acts of non-compliance to determine the cause, extent of risk and mechanisms for prevention.Conducts complex assurance/effectiveness reviews of Privacy Office compliance activities in accordance with 

appropriate standards, metrics, established compliance plan(s) and prescribed University and departmental, unit, or program policies.Monitors and evaluates effectiveness of compliance controls used by reviewed department, unit, or 

program, as well as compliance with all applicable university policies and procedures.Assist in drafting compliance reports, including development of review findings and recommendations for specific remedial or corrective actions.Prepares 

work papers to support work performed, as well as findings and recommendations included in compliance reports. Maintains documentation of Privacy Office files. Maintains effective working relationships with compliance personnel and 

external UTSW stakeholders to achieve objectives of assurance-related assignments.Remains abreast of current developments and revised laws and regulations pertaining to HIPAA Privacy compliance.Develops and maintains Privacy Office 

compliance-related education and training materials and conducts training sessions on compliance-related topics. Monitors effectiveness of training. Provides guidance to development of policies and procedures relating to privacy and security 

of patient medical information. Monitors and evaluates electronic medical data transmission process and/or electronic data surveillance to assure compliance with HIPAA Privacy Rule and related state privacy requirements (or University 

policy).Performs other duties, as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of privacy laws, regulations and current interpretations, particularly HIPAA Privacy Rule.Work requires skill in using spreadsheet applications, 

word processing, database applications, and ability to analyze data monitoring reports.Work requires ability to evaluate data and determine compliance with rules and regulations.Work requires excellent written and verbal communication 

skills.Working ConditionsWork is performed primarily in a general office area and also in outpatient and inpatient clinical areas.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of&iquest;race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PROCUREMENT ASSISTANT 4118 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4D Office-Contracts ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

graduation or GED and one (1) year of experience within a Purchasing environment.     Job Duties  Receives and reviews requisitions; applies appropriate procurement procedures; solicits telephone and written bids; develops specifications and 

issues purchase orders equal to or less than $5,000.     Accesses PeopleSoft Purchasing System to process department requisitions and inquire into accounting and receiving systems to track status of purchase orders.      Communicate with 

vendors to resolve discrepancies between purchase orders and invoices and/or problems involving delivery dates, delays, damages, shortages, incorrect merchandise, incomplete orders, non-deliveries, rejection status inquiries to satisfaction 

of involved parties.  Review and request status inquiries from receiving and accounting. Review and amend PO's accordingly in reference to Match Exceptions, communicating changes to appropriate personnel. Develops in-depth knowledge of, 

and procurement expertise in, one or more designated procurement areas in order to function as specialist in area of procurement.      Contacts, advises, and/or assists personnel of own or other departments with respect to requisitions, 

delivery dates, sole justifications, specifications, substitutions, supply sources, etc., concerning any aspect of purchase orders originated by incumbent.    May assist Buyers in resolving purchasing discrepancies.        May periodically supervise 

work groups for special projects as assigned.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

PROCUREMENT ASSISTANT U4118 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4D Office-Contracts ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma or 

GED equivalent. Must have one year experience within purchasing environment OR equivalent combination of education and experience.Job Duties1. Oversees the Return to Vendor (RTV) process for all goods being returned from University 

Hospitals and Hospital Based Clinics.2. Assists Buyers with resolving Purchasing Department discrepancies in the three way match process with the Receiving Department and the Accounts Payable Department.3. Assist Materials Management 

Operations team with the return of goods to vendors.4. Acts as liaison with Purchasing department for RMA's and Vendor Returns (RTV).5. Acts as liaison with the Accounts Payable department for RMA's and Vendor Returns (RTV).6. Acts with 

urgency and communicates promptly with staff regarding vendor returns.7. Reviews Return to Vendor requests on a daily basis to proactively resolve any open and outstanding RTVs.**Other Duties: Performs other duties as assigned. 

KNOWLEDGE, SKILLS, & ABILITIESWork requires exercise of moderate judgment in application and interpretation of policy, procedures, or precedents to problems of well-defined nature.Work requires personal contact with others outside 

department to effect final determination of problems of recurring but non-routine nature.Must possess effective personal computer skills.WORKING CONDITIONSAbility to lift up to 40 lbs. Adaptable to varying environmental temperatures and 

humidity.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to 

the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

PROFESSIONAL DEVELOPEMENT SPECIALIST U6109 P37 $62,495.00 $91,330.00 $115,104.00 $5,207.92 $7,610.83 $9,592.00 $240.37 $351.27 $442.71 $30.05 $43.91 $55.34 E 3A29 Spclzed RN-Unit Based Edu PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to Lead 

Clinical Nurse Educator or Manager.Experience and EducationBachelor's degree in a related health care field. Must obtain a Master's degree in a related healthcare field within 3 years of hire. Five (5) years' experience in health care field, 

preferably a hospital setting. Licensure as required by discipline, a current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesFacilitate initial and ongoing 

competency process for the assigned department. Establish plans for their educational needs and follow up as needed. In conjunction with the managers, directors, and clinical leaders, assess, develop, and implement immediate and future 

learning needs of the unit/department/organization. Model behaviors that reflect life-long learning at the local/national level: welcoming students/instructors and identify resources for them, coach staff through clinical advancement 

processes, fostering the use of evidence-based practice. Serves as a resource to clinical leaders by identifying educational needs of staff, as they relate to changes in service, equipment, or technique. Implements programs to meet educational 

needs, which may include identifying available internal and external resources. Fosters competence and professional growth of staff by facilitating the adoption of practice and policy changes and serving as a role model for interdisciplinary care 

and education of the patient and family. Provides an appropriate environment for learning. Facilitates adult learning principles by planning and presenting educational activities in a variety of styles. Demonstrate continuous performance 

improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets. Performs other duties as assigned.Work is performed in any UT Southwestern Pharmacy or campus building.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas 

Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.Working ConditionsKnowledge, Skills & AbilitiesSelf-directed and able to organize and manage multiple tasks/projects 

simultaneously. Work requires high level of effective written, verbal, and interpersonal communication skills. Work requires interdisciplinary collaboration between nursing, physicians, and allied health professionals to develop evidence-based 

education.

PROG MGR EPILEPSY U9108 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationThree (3) - Five (5) years 

of experience in the field of Nursing.Bachelor's Degree in Nursing Current Nursing licensure in the State of TexasJob DutiesAssure continuous compliance with all relevant CMS, State, accreditory and other regulatory affiliates and standards at 

all times. Assess and monitor all hospital and department policies, procedures, and activities for compliance with regulatory, accreditation, licensure, and professional standards as it relates to the program. Evaluates appropriate corrective 

action in partnership with relevant management to ensure that appropriate documentation is completed and maintained in accordance with regulations. Recommend and, as appropriate, implement educational efforts for orientation and in-

services as needed.Participates in strategic planning activities for the service line, completes assigned goals as part of the process; demonstrates support for and participates as requested in achieving UTSW and the programs service line goals. 

Leads and directs achievement in the provision of quality care to the programs patient specific patient population. Participates in the development of appropriate policies and procedures required for the provision of effective and efficient care 

of programs patient population. Analyzes data and coordinates implementation of practice changes as needed. In conjunction with Clinical Education and Department Managers, coordinates education and verifies competence of staff 

performing care within the program patient population.Coordinates and facilitates in collaboration with the education department and medical director the provision of educational opportunities for staff, physicians, patients, external 

providers of care, and the community. Identifies and pursues opportunities to provide information and/or services to the community to promote UT Southwestern and this patient specific population and Program. Identifies relevant areas for 

nursing research, initiates projects and participates on research team outcomes. Works closely with leadership to assure accurate and timely documentation, outcome reports for interpretation, and presents data along with patient 

satisfaction data, to management team and staff with recommendations for areas to improve. Drafts policies and procedures as necessary to meet standards and objectives and presents them to the management team for approval. Serves as 

liaison for the program and is active in coordinating and presenting data to outside quality improvement groups/activities and/or educational opportunities. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good 

interpersonal and customer service skills.Work requires excellent oral and written communication skills.Work requires good organizational skills and ability to manage multiple projects.Work requires demonstrated skills and/or knowledge in 

management, financial analysis, decision-making, problem solving on a variety of complex and clinical matters and escalating issues when needed. Work requires demonstrated ability to exercise solid judgment and independence.Work 

requires ability to develop and bring to conclusion new patient service programs.Work requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires independent work, initiative and 

skills to adapt quickly to changes in work requirements and assignments.Working ConditionsWork is performed primarily in general office area. Heavy physical effort (lift/carry up to 50 lbs.): prolonged, extensive, or considerable standing/ 

walking; lifts, positions, pushes and/or transfers patients.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance 

with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; 

and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROG MGR O'DONNELL BRAIN INSTITUTE 9822 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, healthcare administration, or related field and five (5) years of experience/proven success with employee engagement and internal/institutional communications, identifying and engaging disparate audiences or 

different cultures, developing/managing programs and evaluating success measures. Someone who has run campaigns and has experience with health care and/or neuroscience would be a plus.Job DutiesIn collaboration Center Leadership and 

Communications, Marketing, and Public Affairs (CMPA) team, develops and implements initiatives that promote the mission of the O'Donnell Brain Institute (OBI) within UT Southwestern.Collaborates with CMPA, Development and other 

departments to develop ideas forOBI Newsletter, Science Caf&eacute;, OBI grand rounds, and other programs as identified.Matrix with CMPA to leverage events across institutional channels and to identify collaborative opportunities to share 

the OBI message. In collaboration with OBI clinical program leads, may lead the development and management of patient/family advisory councils.Collaborate on an OBI "Annual report" that can be shared with internal and external 

audiences.Partners with key stakeholders to build new programs within the institute.Ensures clear communication among all groups involved in successful delivery of programs. Identifying and engaging stakeholders, developing/managing 

programs; evaluating success measures.May lead the development and production of key seminars and/or symposiums, engaging OBI departmental staff and faculty as appropriate.May supervise staff in performance of duties.Preforms other 

duties as assignedWORKING CONDITIONSWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or 

his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



PROG MGR SCC QUALITY & REGULATORY COMPLIANCE U1605 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Nursing (BSN) or related clinical science required; Master's degree in a related field preferred (MSN, MHA, MBA, MPA).  Two (2) years of quality or regulatory compliance experience required.  Experience in a clinical setting strongly preferred. 

Job Duties  1. Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.2. Meets or exceeds financial goals and objectives of the 

department.3. Reviews, evaluates, and investigates patient safety events reported through the event reporting program in conjunction with Assistant Director of Quality, Safety and Compliance. Takes responsibility for seeking and achieving 

professional growth and continued education.4. Assures regulatory readiness and compliance with JCAHO, ACoS, NAPBC, CMS, infection control, safety and other regulatory standards, including privacy and security of health information (PHI). 

Assists with collecting, analyzing and preparing data reports for performance improvement and safety related activities across the Cancer Center.  Collaborates with others to ensure appropriate follow-up of patient safety events, 

documentation of event review and response, for tracking and trending purposes.5. Demonstrates continuous improvement in targeted areas of responsibility in alignment with overall Cancer Center performance improvement plan and 

initiatives. Monitors problems, associated quality and safety concerns, and complaint reports to identify needs for improvement; implements corrective actions and monitors.6. Monitors key quality indicators monthly to detect problems and 

opportunities for improvement.  Serves on process improvement teams as assigned, documents progress, and monitors ongoing status. Reviews all UGSW and Simmons Cancer Center policies, procedures, guidelines, and standard operating 

procedures (SOPs) to ensure compliance with best practices and regulatory standards, ensuring each are kept current by reviewing timely and submitting to the appropriate Policy and Procedure Committee with any revisions needed.Duties 

performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, 

releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROGRAM COORD PART TIME NON EX 8105PN Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3H13 Prof Services-Gov Affairs ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor degree in 

Business Administration, Health Care Administration, Education/Social Science, or related field, and at least five (5) years experience in appropriate field required. Job Duties  Analyzes, coordinates, and evaluates program operation and 

procedures.       Develops or oversees development of budget for program.        Develops, cultivates, and maintains working relationships with internal/external departments/agencies and other organizations associated with and/or receiving 

benefit from program.      Establishes program goals and objectives and directs program evaluation and quality control activities; develops and/or approves schedules, priorities, and standards for achieving goals.Plans and coordinates special 

events.  Participates in conferences. Presents data and program information.       Responsible for design, execution, and effectiveness of system of internal controls, which provides reasonable assurance that operations are effective and 

efficient, assets are safeguarded, and financial information is reliable.     Ensures compliance with applicable laws, regulations, policies, and procedures.       Reads literature and attends functions to keep abreast of relevant scientific and 

technical developments related to program.       May provide supervision to staff members.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

PROGRAM COORDINATOR 8105 N 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H2

Prof Services-Pgrm/Proj 

Coord ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor degree in 

Business Administration, Health Care Administration, Education/Social Science, or related field, and at least five (5) years experience in appropriate field required. May consider additional years of experience in lieu of education.Job 

DutiesAnalyzes, coordinates, and evaluates program operation and procedures.Develops or oversees development of budget for program.Develops, cultivates, and maintains working relationships with internal/external departments/agencies 

and other organizations associated with and/or receiving benefit from program.Establishes program goals and objectives and directs program evaluation and quality control activities; develops and/or approves schedules, priorities, and 

standards for achieving goals.Plans and coordinates special events. Participates in conferences. Presents data and program information.Responsible for design, execution, and effectiveness of system of internal controls, which provides 

reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.Ensures compliance with applicable laws, regulations, policies, and procedures.Reads literature and attends functions 

to keep abreast of relevant scientific and technical developments related to program.May provide supervision to staff members.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

PROGRAM COORDINATOR U8105 N T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H2

Prof Services-Pgrm/Proj 

Coord ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor degree in 

Business Administration, Health Care Administration, Education/Social Science, or related field, and at least five (5) years experience in appropriate field required. May consider additional years of experience in lieu of education.Job 

DutiesAnalyzes, coordinates, and evaluates program operation procedures.Develops or oversees development of budget for program.Develops, cultivates, and maintains working relationships with internal/external departments/agencies and 

other organizations associated with and/or receiving benefit from program.Establishes program goals and objectives and directs program evaluation and quality control activities; develops and/or approves schedules, priorities, and standards 

for achieving goals.Plans and coordinates special events. Participates in conferences. Presents data and program information.Responsible for design, execution, and effectiveness of system of internal controls, which provides reasonable 

assurance that operations are effective and efficient, assets are safeguarded, financial information is reliable.Ensures compliance with applicable laws, regulations, policies, and procedures.Reads literature and attends functions to keep abreast 

of relevant scientific and technical developments related to program.May provide supervision to staff members.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

PROGRAM COORDINATOR SR 8102 N 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H2

Prof Services-Pgrm/Proj 

Coord ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor degree in 

Business Administration, Health Care Administration, Education/Social Science, or related field, and seven (7) years experience in appropriate field required. Two (2) years in supervisory capacity preferred. Additional related work experience 

may be considered in lieu of stated minimum education on a year for year basis.Job DutiesDirects, analyzes, coordinates, and evaluates program operation and procedures.Develops and/or oversees development of budget for 

program.Develops, cultivates, and maintains working relationships with internal/external departments/agencies and other organizations associated with and/or receiving benefit from program.Establishes program goals and objectives and 

directs program evaluation and quality control activities; develops and/or approves schedules, priorities, and standards for achieving goals.Recommends new policies and procedures for improvement of program activities.Plans and 

coordinates special events and participates in conferences; presents data and program information.Responsible for design, execution, and effectiveness of system of internal controls, which provide reasonable assurance that operations are 

effective and efficient, assets are safe-guarded, and financial information is reliable.Ensures compliance with applicable laws, regulations, policies, and procedures.Coordinates training and development of staff as necessary.Reads literature and 

attends functions to keep abreast of relevant scientific and technical developments related to program.Serves on committees as representative of assigned program as appropriate.May provide supervision to staff members.**Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROGRAM COORDINATOR SR U8102 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H2

Prof Services-Pgrm/Proj 

Coord ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor degree in 

Business Administration, Health Care Administration, Education/Social Science, or related field, and seven (7) years experience in appropriate field required. Two (2) years in supervisory capacity preferred. Additional related work experience 

may be considered in lieu of stated minimum education on a year for year basis.Job DutiesDirects, analyzes, coordinates, and evaluates program operation and procedures.Develops and/or oversees development of budget for 

program.Develops, cultivates, and maintains working relationships with internal/external departments/agencies and other organizations associated with and/or receiving benefit from program.Establishes program goals and objectives and 

directs program evaluation and quality control activities; develops and/or approves schedules, priorities, and standards for achieving goals.Recommends new policies and procedures for improvement of program activities.Plans and 

coordinates special events and participates in conferences; presents data and program information.Responsible for design, execution, and effectiveness of system of internal controls, which provide reasonable assurance that operations are 

effective and efficient, assets are safe-guarded, and financial information is reliable.Ensures compliance with applicable laws, regulations, policies, and procedures.Coordinates training and development of staff as necessary.Reads literature and 

attends functions to keep abreast of relevant scientific and technical developments related to program.Serves on committees as representative of assigned program as appropriate.May provide supervision to staff members.**Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROGRAM MANAGER - CDRCC 4365 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1D Supervisor RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableExperience and EducationMaster's degree is 

required, and 10 years of experience in related field. Job DutiesManages, coordinates, and directs the Center for Depression Research and Clinical Care (CDRC), including development, implementation, and oversight of various projects, 

programs, and procedures. This includes regular meetings with CDRC personnel to review status of studies and creation/review of reports regarding study deliverables (e.g., recruitment, retention, and timelines). Study Project Directors report 

directly to this position. Conflict management, resource management, and personnel management for the group are monitored by this position.Assists the CDRC Director with the directional development for the CDRCC, including developing 

future directions, identifying resources needed to accommodate future goals, and planning and implementing systems. Assists Center Director with personnel management including contributing to performance evaluations/promotions and 

management of time and duties for CDRCC personnel. Maintains organizational chart of study personnel and advises Center Director and CDRCC personnel regarding hiring/termination of personnel as determined by the Center 

workflow.Maintains knowledge of the financial status of funded studies. Works closely with Division Administrator to monitor billing, sourcing, and expenditures associated with CDRCC research studies.Monitors and manages operational 

processes including performance improvement initiatives, process standards, and ensuring faculty and staff have the necessary resources to perform tasks. Directs the facilitation of program activities and services to assure standardization of 

research activities and program oversight, as well as documentation for compliance purposes monitor space and personnel needs. Ensures proper training for research requirements, regulations, and guidelines. Performs other duties as 

assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires good organizational skills.Work requires excellent written communications skills.WORKING CONDITIONSWork is performed primarily in office area.Any qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

PROGRAM MANAGER - HEALTH SYSTEM EMERGING STRATEGIES 9254 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Program Manager of Health System 

Emerging Strategies is an integral contributor to UT Southwestern Health Systems mission; providing thought leadership, project management expertise, analytical insights, and operational execution that advances the strategic imperatives for 

the health system. This leader will partner closely with health system information resources, marketing, operations, and other business partners around our healthcare system to execute on emerging strategies program growth opportunities 

and optimizations. Experience and EducationBachelor's degree in a related field and four (4) years of relevant experience required. Master's degree in a related field or experience in a healthcare setting preferred. Completion of administrative 

residency or fellowship may be considered in lieu of experience. Job DutiesIn collaboration with senior management owners and stakeholders from various departments, lead the implementation of Health System Strategy initiatives and 

approved business plans. Develop full-scale implementation plans and associated communications documents; communicate effectively strategy expectations to team members and stakeholders in a timely and clear fashion.Work closely with 

stakeholders and departments on an ongoing basis; estimate resources and participants needed to achieve project goals. Assess needs for additional staff and/or resources and communicate recommendations to senior management.Set and 

continually manage expectations with team members and other stakeholders; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the workgroup in collaboration with senior 

management; identify and manage risks, dependencies and critical paths.Plan and schedule timelines and milestones using appropriate tools; track milestones and deliverables; develop and deliver progress reports, proposals, requirements 

documentation and presentations.Build, develop and grow any relationships vital to the success of the project with internal and external stakeholders Develop dashboards, presentations, reports, and other documents to communicate 

progress toward established goalsIdentify process improvement opportunities at an initiative, imperative and organizational levelGathers and analyzes large data sets and turns these into actionable insights through data driven decision 

makingDrafts potential business scenarios/plans, based on assessments of current and future trends, for consideration/evaluation by executive leadershipKnowledge, Skills & AbilitiesWork requires an agile, proactive individual with strong 

executive presence, presentation creation, storytelling, and delivery skillsWork requires a self-starter who demonstrates a high level of independent judgement and individual initiative. Work requires a detail-oriented and highly organized 

structured thinker with proven organizational skills and the ability to manage multiples tasks simultaneously in a fast-paced, complex work environment. Work requires strong strategic thinking, an ability to convert strategy into actions, and 

the ability to partner with cross-functional teams without direct reporting authority over the varied stakeholders.Work requires a persistent drive on doing the right things for our patients, providers, and staff.Work requires a strong level of 

rigor and discipline in using data analytics to problem-solve and drive sustainable operational solutions.Work requires an individual with proven ability to work with ambiguity.Work requires outstanding working knowledge of change 

management principles and performance evaluation processesWork requires exceptional leadership, time management, facilitation, and organizational skillsProven ability to execute via successful internal partnerships with other 

organizationsWork requires the ability to influence peers with diverse points of view and build consensusWorking ConditionsWork is performed with a hybrid model of in office and virtual. Any qualifications to be considered as equivalents in 

lieu of stated minimums require prior approval of the Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROGRAM MANAGER - PATIENT ASSISTANCE OFFICE 2029 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUnder minimal supervision, primarily 

responsible for Patient Assistance Office support of Medical Risk Management/Legal Affairs in review of grievances, potential risk management issues, Patient Safety Events and patients' legal claims. Performs the Patient Assistance Office's 

review of hospital and professional coding, billing and claims follow up related to Risk/Legal concerns, ensuring optimal efficiency and maximization of reimbursement for all services rendered, with emphasis on compliance review with 

established federal and managed care coding guidelines. Experience and EducationHigh school diploma or equivalent and seven (7) years of experience in physician practice plan or medical facility, healthcare, or medical insurance environment 

to include previous exposure to hospital or physician billing, with strong emphasis on Coding/Billing Compliance. Certified Professional Coder (CPC), Certified Coding Specialist (CCS), Certified Medical Auditor (CMA), Certified in Healthcare 

Compliance (CHC), or other similar certification required. Bachelor's degree and professional or hospital billing or customer service experience preferred. Equivalent combination of education and relevant experience may be considered in lieu of 

experience.Job DutiesReviews details of hospital and professional coding; works with UTSW Billing Compliance staff to ensure charges are coded appropriately. Reviews hospital and professional billing to ensure all charges are billed and 

processed accurately and in a timely manner. Creates spreadsheets for account review for Risk Management and Legal Affairs.Maintains an advanced understanding of billing compliance, hospital and professional billing, insurance 

contracts/regulations and revenue cycle operations used in resolving issues identified during account and/or Risk/Legal review.Assists with billing/coding review of service recovery files.Works with Associate Director in recommending billing 

compliant resolutions pertaining to grievances and potential risk management issues reviewed by Medical Risk Management and Legal Affairs. Monitors and reports on outstanding account issues.Interacts with Risk Management/Legal, PAO, 

clinical, revenue cycle and administrative staff regarding results of account reviews, and departmental/institutional policies and procedures. Assists Risk Management in review/editing of billing/coding/financial aspect of letters to 

patients.Maintains understanding of policies and procedures pertaining to maximization of reimbursement for all services rendered in compliance with established federal and managed care guidelines.Designs and compiles financial reports for 

management to include analysis of revenue and medical service activity. Reports on trends.Analyzes issues pertaining to self-pay collections and customer service processes and procedures. Identifies key areas for potential process 

improvement.Completes root cause analysis for review with appropriate manager(s) in an effort to improve services and/or processes. Assists the Associate Director in addressing identified issues with appropriate clinical and/or revenue cycle 

management. Communicates with appropriate billing area to facilitate adjustments, reimbursements, corrections, etc. that impact claims and/or statements. Acquires and maintains thorough knowledge of Federal and State Legislative and 

Administrative action affecting physician reimbursement. Provides updates to members of the department. Interacts with MSP, PFS and Revenue Cycle Directors, Managers, Supervisors and Staff, Department billing office staff and 

management, University Risk Management, Legal and Compliance Staff, and Administration. Serves as a back up to the Associate Director of the Patient Assistance Office, and in regard to review of service recovery files.Duties may include 

speaking with patients regarding their billing complaints. Addresses issues that can be handled on the spot and explains the Institution's process for investigating concerns. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires heavy work experience in coding/billing compliance, claims follow-up, Revenue Cycle Operations.Work requires demonstrated financial analysis experience.Work requires proven leadership and communication skills, verbal and 

written.Work requires knowledge of regulatory issues affecting medical specialty.Work requires working knowledge of coding and billing in EPIC System.Work requires ability to analyze problems, develop solutions, and implement new 

procedures.Work requires ability to translate directives into work programs.Work requires computer mainframe and PC application skills, including high level of proficiency in use of spreadsheet software.Working ConditionsWork is performed 

primarily in general office/clinic area. Remote or on-site location for this position is based on the needs of the department.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, national 

origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PROGRAM MANAGER - PHYSICAL MEDICINE & REHABILITATION 8143 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the direction of the Clinical 

Department Administrator to manage PM&R programs in research, clinical, and/or administrative areas.Experience and EducationBachelor's degree in related field plus five (5) years' experience in business or administrative operations and/or 

project management. Advanced degree preferred.Job DutiesResponsible for optimization, growth, and performance in research or administrative outcomes in Physical Medicine and Rehabilitation.Works with research, administrative, or clinical 

leadership to develop new program performance improvement metrics and develop solutions to operational and financial concerns.Identifies gaps between current and best practice workflows and educates staff and faculty on performance 

improvement.Assists Clinical Department Administrator with development and implementation of operational plans to grow the department programs.Directs, analyzes, coordinates, and evaluates program operations and procedures in 

assigned program areas.Establishes program goals and objectives and directs program evaluation and quality control activities; develops and/or approves schedules, priorities, and standards for achieving goals.May provide supervision to 

program staff.Responsible for managing contracts and agreements related to assigned program areas.Oversees the financial and administrative resources available for assigned program areas.Develops and implements best practices for 

compliance, quality and assurance; creates standard operating procedures and updates policies as needed.Abstracts and reconciles data inconsistencies and performs analysis; presents reports on program progress to PM&R 

leadership.Provides the leadership framework for planning, directing, coordinating, and completing projects in assigned program areas.Estimates and maintains working relationships with organization peers, serves on committees, ensures the 

department responds to institutional requests and completes projects in a timely fashion.Communicates with staff, faculty, and PIs to provide feedback on strategic goals, and monitors workflow.Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires good organizational skills.Work requires excellent written and verbal communications skills.Work requires excellent interpersonal skills.Work requires ability to make independent judgments with excellent 

attention to detail.Working ConditionsWork is performed primarily in office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

PROGRAM MANAGER - QUALITY & OPERATIONAL EXCELLENCE 9802 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Program Manager, Quality & 

Operational Excellence, reports to the leadership of the Quality Office and is responsible for developing, delivering, and measuring the effectiveness of multiple, related projects and navigating complex activities that span functions, 

departments, organizations, and to align program results with organizational goals. This position will focus on high reliability program development.Experience and EducationMaster's degree in Business Administration, Health Administration, 

Public Health, Management Science, Engineering, Nursing, Social Sciences, or similar degree and five (5) years' of relevant experience in healthcare required. Applicants without the stated preferred degree but with significant additional related 

experience may be considered. Plans to obtain PMP or PgMP training or certification within 2 years of hire, if not already acquired.Job DutiesDevelop a program's objectives and strategy and assess how it will impact the department and 

organization. Define, plan, and oversee the individual projects or scope of work needed to reach the targeted program goals.Act as the architect to create the structure for a program and provide governance for overseeing the timely delivery of 

the program's output/s. Collaborate, communicate, and coordinate with clinical program leader, executive leadership/sponsor to ensure that the program vision, strategic goals, and needs are being met.Develop timeline and metrics to track 

and measure progress and provide recommendations to optimize performance of the program.Develop the content of status reports, analyze results and troubleshoot problem areas; proactively manage changes in program scope; identify 

potential crises and devise contingency plans.Implement strategic tasks that align new programs with the Quality Department's business strategy and goals. Facilitate key meetings and improvement activities in collaboration with stakeholders 

to create an impactful agenda and content. Use evidence-based research and best practices to plan and monitor program execution.Coordinate and manage project interdependencies and resources.Manage the program's budget and/or 

resources.Identify and address problems and risks.Document the program details.Communicate, negotiate and problem solve with clinicians and other stakeholders.Align or realign deliverables with program outcomes.Supervise and/or 

mentor staff in the performance of duties.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires a detail-oriented and highly organized structured thinker with proven organizational skills and the ability to manage 

multiples tasks simultaneously in a complex work environment. Work requires strong strategic thinking, an ability to convert strategy into actions.Work requires high levels of independence, coordination, and delegation.Work requires 

computer skills in MS Office, Excel, Word, and Project.Work requires excellent presentation and facilitation skills.Work requires working knowledge of program management principles, and practices and the ability to translate complex ideas 

into simple, business-focused application.Work requires strong executive presence to effectively consult with senior leaders and present recommendations, data and concepts with confidence and credibility.Work requires ability to solve 

complex problems and develop a compelling business case based on an analysis of all relevant data and information. Work requires the ability to maintain a high level of confidentiality and work with sensitive data and information. Work 

requires skill in working and communicating effectively with others across levels, functions, and remotely, while accomplishing multiple tasks in a matrix organization.Working ConditionsWork is performed primarily in private office or clinical 

care area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

PROGRAM MANAGER AMBULATORY PROJECT MANAGEMENT 9888 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide the day-to-day management of the Ambulatory Project Management team and its interdisciplinary project portfolio supporting UTSW Ambulatory Services. Provides program-based analytical and operational support to Ambulatory 

Services Administration, departmental leadership, and other Health System stakeholders.Experience and EducationREQUIREDBachelor's degree in Business Administration, Health Care Administration, Public Health, Quantitative Analysis, or 

related discipline, and five (5) years of related experience in healthcare, clinical operations, and/or project management. Applicants without the stated preferred degree but with significant additional related experience may be 

considered.PREFERREDMaster's degree in Health Care Administration, Business Administration or other related field. Supervisory experience, experience with quality improvement, LEAN/Six Sigma and/or other improvement methodologies. 

Eligibility for, and plans to obtain, project management certification desired.Job DutiesLeadershipLeads and actively manages the Ambulatory Project Management Team including workload, annual appraisals, career growth, hiring and 

performance, etc. Delegates tasks and responsibilities to appropriate personnel; identifies and resolves issues and conflicts within the project team in collaboration with senior management; identifies and manages project dependencies and 

critical paths.Estimates resources and participants needed to achieve project goals. Assesses needs for additional staff and/or resources and communicate recommendations to senior management.Develops best practices and tools for project 

execution and management. Trains staff members on these tools and best practices.Confidently conducts stakeholder meetings with the poised presence to represent Ambulatory Services Executive Team. Project 

Execution/ManagementOptimizes intake of assigned projects to define project scope, goals, and deliverables to support Health System Performance Improvements. Develops full-scale project plans, milestones, success criteria, and associated 

communication documents; communicates effectively project expectations to team members and stakeholders in a timely and clear fashion; proactively manages changes in project scope to identify potential crises and devise contingency 

plans.Reviews staff project plans and aids in execution of plans. Ensures all projects include current state analysis with operational processes and data analysis, future state creation including pilots with proven success metrics, and detailed 

execution.Conducts post project reviews and creates recommendations report in order to identify successful and unsuccessful project elements.Provides support to Ambulatory executives and leaders as requested for various 

initiatives.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment. Work requires a detail-oriented and highly organized structured thinker with proven organizational skills and the ability 

to manage multiples tasks simultaneously in a fast-paced, complex work environment. Work requires strong strategic thinking, an ability to convert strategy into actions, and the ability to partner with cross-functional teams without direct 

reporting authority over the varied stakeholders.Work requires outstanding working knowledge of change management principles and performance evaluation processes.Work requires exceptional leadership, time management, facilitation, 

and organizational skills. Work requires an agile, proactive individual with strong executive presence, presentation creation, storytelling, and delivery skills.Work requires computer skills in Microsoft Excel, Word, and Project.Work may require 

working supervision of staff in lower grade.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion/.



PROGRAM MANAGER CLINICAL INFORMATICS U3150 T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

support the dynamic needs of the clinical communication application at the UT Southwestern Campuses. Experience and EducationBachelor's Degree in Nursing, Nursing Informatics, Business Administration, Information Technology, health 

related field or equivalent required. Master's Degree in Nursing, Nursing Informatics or Healthcare Business (MBA or MHA) preferred. 7+ years' healthcare IT (HIT) or IT application experience required.One or more of the following certifications 

preferred: Project Management, HIMSS, ANCC (Informatics), Green Belt, Black Belt or Lean Six Sigma. Demonstrated success in delivering excellent customer support.Job DutiesAnalyzes, coordinates, and evaluates program operation 

procedures.Develops and/or oversees development of budget for programs.Develops, cultivates, and maintains working relationships with internal/external departments/agencies and other organizations associated with and/or receiving 

benefit from programs.Participates in conferences. Presents data and program information.Manage risks and issues that might arise over the course of the program life cycle and take measures to correct them when they occur.Coordinate the 

program and interdependencies between the various projects and programs.Responsible for design, execution, and effectiveness of system of internal controls, which provides reasonable assurance that operations are effective and efficient, 

assets are safeguarded.Ensures compliance with applicable laws, regulations, policies, and procedures.Keeps relevant with technical, functionality and other program updates.Develops sustainable goals for the programs that are 

supported.Evaluate and assess the programs' strengths and weaknesses.Oversee workflow management of program; design, build and test existing / new workflows for various units and departments throughout UTSW.Directly reports to the 

Director of Nursing Informatics.Hires, trains, motivates and coaches employees.Evaluates employee performance and provides feedback and training opportunities.Collaborate with vendor to develop and administer end user satisfaction 

programs, including regular end user satisfaction surveys.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires to oversee direct reports and multiple programs/projects.Work requires strong leadership and managerial 

skills.Work requires the ability to work with a wide range of individuals.Work requires being extremely detail oriented with the ability to design, implement and execute effective processes resulting in accurate data generation and 

reporting.Work requires having excellent written / verbal communication skills with the ability to provide timely written reports and documentation.Work requires having exceptional problem solving skills under pressure while providing great 

customer service.Work requires being passionate about customer service with a focus on listening skills, outgoing / interpersonal skills, and a record of executing closed-loop communication.Work requires being an independent worker and the 

ability to ensure goals and objectives are delivered.Work requires strong project management experience with large complex projects.Skilled in project management, delivering presentations, and developing/managing 3rd party 

partnerships.Excellent communication, interpersonal, leadership, coaching and conflict resolution skills.Able to work under pressure with clinical staff and administration.Highly proficient with MS Office.Flexible work hours (i.e. ability to 

provide after-hours support both Remote and On-Site).Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PROGRAM MANAGER CONTINUING EDUCATION 8906 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H24 Prof Svcs-Stu/Edu Svcs Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOversees planning, implementation, and 

measurement of Accredited Continuing Education programs, and develops processes to assure alignment with accreditation entity requirements. Develops and monitors processes to assure delivery of independent CME that accelerates 

learning, change, and improvement in healthcare.Experience and EducationMaster's degree in related field and five (5) years of managing accredited continuing professional education programs or progressively responsible experience in CME 

practical and administrative experience, preferably in a university or independent academic medical center. Certified Healthcare CPD Professional (CHCP) preferred.Job DutiesManages oversight of planning and accreditation compliance of all 

proposed Continuing Education educational activities. Maintains ACCME accreditation standards for educational programs, proposing new and updated procedures and practices as needed to maintain such. Provides guidance for program 

evaluation processes, including outcomes measurement for accredited educational activities. Oversees planning of onsite and offsite CME activities, including conferences/symposia, Grand Rounds, and online activities. Works in collaboration 

with the Director of Office of Continuing Education, providing education and accreditation guidance to staff, including but not limited to maintenance of required documentation, learning management system updates and development of 

program budgets and reports. Manages Program Coordinator staff, including performance management, staff satisfaction, and conflict management. Continuously improve upon the enterprise-wide strategy and programs to support ongoing 

development of clinical knowledge, performance and competence of physicians and other healthcare professionals.Partner with key stakeholders to design and implement processes for the development of accredited continuing education 

programs for interprofessional healthcare teams.Coordinate and conduct needs-assessments for the institution to highlight areas for business & communication process improvements.Partner with client groups to assess root cause issues 

within teams and groups to develop innovative and sustainable solutions and initiatives; develop metrics to measure progress and provide recommendations to optimize performance.Keeps abreast of, and has current working knowledge of, 

all statutes, regulations and policies related to the accredited continuing education programs. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good verbal and written communication and interpersonal skills.Work 

requires ability to review, recommend, develop, and implement project plans.Work requires ability to develop, track and manage program/project budgets.Work requires strong attention to detail.Work requires demonstrated ability to lead a 

team.Excellent presentation and facilitation skills.Ability to facilitate day-long leadership development programs to large audiences in an interactive and highly engaging way.Ability to solve complex problems and develop a compelling business 

case based on an analysis of all relevant data and information. Working ConditionsWork is performed in a hybrid office model, with the reservation to move to primarily in office at any point.Any qualifications to be considered as equivalents in 

lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PROGRAM MANAGER DIGITAL HEALTH AND VIRTUAL CARE 2024 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableJob SummaryThe Program Manager of Digital 

Health and Virtual Care is an integral contributor to UT Southwestern Health Systems mission; providing thought leadership, project management expertise, analytical insights, and operational execution that advances the digital health and 

virtual care programs at UT Southwestern. This position oversees the management of all activities and projects associated with new digital health and virtual care solutions implemented within the health system. This leader will partner closely 

with health system information resources, marketing, operations, and other business partners around our healthcare system to execute on program growth opportunities and optimizations. Experience And EducationBachelor's degree in 

Business Administration, Health Care Administration, Public Health, or related discipline, and five (5) years related clinical operations and project management experience, required. Master's degree in related field strongly preferred. 

Completion of a Residency or Fellowship Program in an academic or multi-site healthcare setting may be considered as a substitute for the required years of experience.Job DutiesAccountable for the day-to-day management of multiple digital 

health and virtual care programs and interdisciplinary projects involving stakeholders across the UTSW campus Serve as a subject matter expert and primary point person for assigned programs Develop and maintain patient facing resources 

and marketing collateral for assigned programs; conduct and maintain training targeted at internal and external stakeholders Partner with internal stakeholders to develop a clear understanding of program challenges and requirements as 

needed; analyze, evaluate, and overcome program risks, and produce reports for management and stakeholdersIdentify program improvement opportunities - develop hypotheses and deliver analysis by identifying and translating complex 

data sets into meaningful insights and presenting recommendations to key decision makers; develop and implement optimization or enhancement plans aligned with strategic goals for assigned programs Develop and maintain relationships 

and set clear expectations with key internal and external stakeholdersMaintain external content management systems and platforms for assigned programs; conduct quality assurance testing of virtual care and digital health program solutions 

and technologyEnsure that lessons-learned from previous programs are incorporated into new programsPerform other duties as assigned Knowledge, Skills & AbilitiesWork requires an agile, proactive individual with strong executive presence, 

presentation creation, storytelling, and delivery skillsWork requires a self-starter who demonstrates a high level of independent judgement and individual initiative. Work requires a detail-oriented and highly organized structured thinker with 

proven organizational skills and the ability to manage multiples tasks simultaneously in a fast-paced, complex work environment. Work requires strong strategic thinking, an ability to convert strategy into actions, and the ability to partner 

with cross-functional teams without direct reporting authority over the varied stakeholders.Work requires a persistent drive on doing the right things for our patients, providers, and staff.Work requires a strong level of rigor and discipline in 

using data analytics to problem-solve and drive sustainable operational solutions.Work requires an individual with proven ability to work with ambiguity.Work requires outstanding working knowledge of change management principles and 

performance evaluation processesWork requires exceptional leadership, time management, facilitation, and organizational skillsWork requires ability to ensure adherence to all policies and procedures of university.Work requires ability to 

effectively interpret and apply organizational policies, procedures, and systems.Work may require video, telephone, and personal contact with all levels of internal and external personnel and organizationsWorking ConditionsWork is 

performed with a hybrid model of in office and virtual.UT SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community.¿ As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.To learn more, please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

PROGRAM MANAGER EH&S 8119 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

basic or applied science, engineering, safety, industrial hygiene or related field required; Master's degree preferred.  Board Certification as a Certified Safety Professional (CSP) is preferred.  Two (2) years of supervisory experience. Job Duties  

1.Develops, implements, and interprets safety policies, procedures, and programs campus wide, which includes two hospitals; to increase employee safety awareness and reduce work related injuries.2.Identifies potential safety and health 

hazards and discrepancies with safety policies, regulatory agency standards, and national guidelines, and develops strategies or implements control measure to ensure a safe environment.3.Prepares reports for submission to supervisors 

and/or managers, which identify the potential hazard(s) and/or program discrepancies found, and provides recommendations for control and compliance.4.Prepares various types of reports including submissions to safety committees and 

activity reports.5.Evaluates existing buildings and construction plans and projects to identify safety concerns and present recommendations.6.Participates in or leads in the conduct of accident/incident investigations.7.Participates in the 

development and delivery of campus safety training.8.Supervises staff and manages Human Resources activities including recruiting and selection, hiring and termination, training, professional development, mentoring, counseling, 

performance evaluations.9.Stays abreast of environmental, health, and safety regulations and practices and summarizes changes.10.Maintains required records and documentation.11.Assists in preparing for and responding to emergencies 

including hazardous materials incidents. Participates in emergency drills including fire drills.12.Individual may be on-call or emergency situations may require the individual to respond at times outside of set work schedule.13.This position is 

designated as essential.  Personnel in designated essential positions are expected to report to work as required in the event of an emergency to sustain institutional services or protect assets.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROGRAM MANAGER GLOBAL HEALTH 8167 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  BA/BS in Business 

Administration, Healthcare Administration, Public Policy or related field and five (5) years experience in higher education administration, a global health agency, or non-governmental organization required.  Master's degree preferred or 

previous experience in higher education administration, international experience, and public health knowledge desired. Job Duties  1.Provide administrative/financial management to the Office of Global Health, including:

a.Manage the financial/budget and accounts payable function of the Office of Global Health, working with the Provost Financial Affairs Office for reporting.

b.Supervise Global Health Staff2.Facilitation and coordination of faculty global health engagement, in collaboration with the School of Medicine, Graduate School of Biomedical Sciences, and the School of Health Professions.3.Work with 

international partners to advance institutional global health programs at UT Southwestern partner sites.4.Work with the Global Health Student Affairs Committee, and Internal Advisory Committee to develop agenda in concert with Associate 

Dean for Global Health and Associate Deans for Student Affairs. Track progress and move forward key priorities in partnership with faculty and key stakeholders.5.Engage with internal and external stakeholders to facilitate the implementation 

of key projects, ensuring that projects are proceeding according to timelines, meeting targets and expectations.6.Participate in the development and implementation of the Global Health Strategic Plan for education and research, providing 

project management expertise and evaluation of the institution's complex programmatic initiatives.7.Participate in the development and implementation of global health education curricula for students and postgraduate trainees.8.Assist with 

support and development of mentorship programs for faculty mentors.9.Coordination and development of assessment and reporting of outcomes of the Office of Global Health initiatives, including course evaluations, partnership activities, 

faculty activities and student experiences.10.Interact with students seeking to participate in Global Health activities.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

PROGRAM MANAGER HUMAN RESEARCH - HRPP 8135 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

science, healthcare administration, or related field, and four (4) years related experience in research administration or healthcare. Master's degree preferred.  Requires advanced PC expertise including word processing, spreadsheet, 

presentation and database software.  Prior experience related to human subject research is strongly preferred. Job Duties  The Human Research Program Manager is responsible for review, management, coordination and promotion of human 

subject research in the Human Research Protections Program (HRPP) at UTSW.  This position works under minimal supervision to direct operation of the program, exercising independent judgment and authority as required.1.Directs, analyzes, 

coordinates, and evaluates program operations and procedures of the HRPP at UTSW.2.Develops, cultivates, and maintains working relationships with internal/external departments and agencies involved in oversight of human subject 

research.3.Establishes program goals and objectives and directs program evaluation and quality control activities; develops and/or approves schedules, priorities, and standards for achieving goals; provides supervision to program 

staff.4.Recommends and develops new policies and procedures for improvement of program activities.5.Plans and coordinates special events.  Participates in conferences.  Presents data and program information.6.Responsible for design, 

execution, and effectiveness of system of internal controls, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded.7.Ensures compliance with applicable laws, regulations, policies, and 

procedures.8.Supports research by promoting collaboration among investigators and across disciplines, departments and institutions; organizes meetings, seminars and conferences; manages internal and external communications of the 

department.9.Develops and provides educational programs for training and development of investigators, research personnel, and staff as necessary.10.Reads literature and attends functions to keep abreast of relevant regulatory, scientific 

and technical developments related to human subject research.11.Serves on committees as representative of assigned program as appropriate.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROGRAM MANAGER INFORMATICS 1985 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryManages, coordinates, and directs 

activities, programs, and special initiatives for the Master of Science in Health Informatics program in the Clinical Informatics Center. Position will manage all administrative aspects of the in-person, evening Master of Science in Health 

Informatics program and serve as the primary point of contact for program including prospective and current students.The Program Manager will also work closely with staff, faculty, and deans at the graduate school and is responsible for the 

following tasks. The Program Manager will be an Ambassador and Contact for prospective students and faculty.Manages all administrative aspects of the Master of Science in Health Informatics program including, but not limited to the 

following areas:Communications and marketingRecruitment, admissions, international affairs, enrollment, student affairs, and graduationCourse management/curriculum delivery and oversightFinancial management and oversight of student 

billingFaculty recruitment and onboardingProgram policy development adherenceReporting and special projectsProgram complianceTracks students' performance and compliance with assigned tasks such as the Capstone project.Develops an 

Alumni networkAssists the Administrative Manager, Program Chair, and Center Director with a wide range of administrative responsibilities and support activities related to the following:Academic Programs including AdministrationTraining 

Grant AdministrationFellowshipData and Record AdministrationFaculty ServicesConferences and Special ProjectsOutreachHuman ResourcesSpace and Facilities ManagementExperience and EducationRequired:Bachelors in Informatics, 

Information Technology, Health Information Technology, Business Administration, Healthcare Administration, Public Policy or related field and five (5) years relevant work experience. Preferred:Master's degree in Informatics, Information 

Technology, Health Information Technology, Higher Education, Business Administration, Healthcare Administration, Public Policy or related field and seven (7) years relevant work experience preferred.Job DutiesWorks closely with the Program 

Director and the Clinical Informatics Center leadership to define program scope, goals, and deliverables that support business goals; develop full-scale program plans and associated communications documents; and effectively communicate 

program expectations to team members and stakeholders in a timely and clear fashion. Analyzes, coordinates, and evaluates program operation procedures. Assures compliance with all institutional and regulatory requirements.Develops 

and/or oversees development of budget for programs. Projects and monitors budget for each activity, program, or special initiative. Manages billing, sourcing, and expenditures. Develops, cultivates, and maintains working relationships with 

internal/external departments/agencies and other organizations associated with and/or receiving benefit from programs. Develops, cultivates, and maintains working relationships with staff, students, and faculty.Edits documents, provides 

comprehensive review for grant proposals, and provides ongoing management of awarded grants for activities, programs, and special initiatives.Participates in conferences. Designs and maintains a system for data collection and creates 

process to ensure that academic measures and/or metrics are collected to track and evaluate achievement of program goals. Presents data and program information. Manages risks and issues that might arise over the course of the program 

life cycle and takes measures to correct them when they occur. Coordinates the program and interdependencies between the various projects and programs. Responsible for design, execution, and effectiveness of system of internal controls, 

which provides reasonable assurance that operations are effective and efficient, assets are safeguarded. Ensures compliance with applicable laws, regulations, policies, and procedures. Keeps relevant with technical, functionality and other 

program updates. Develops sustainable goals for the programs that are supported. Evaluates and assesses the programs' strengths and weaknesses. Oversees workflow management of program; design, build and test existing / new workflows 

for various units and departments throughout UTSW. Maintains collaborative relationships between different departments, universities, and community partners.Hires, trains, motivates, and coaches employees. Evaluates student and 

employee performance and provides feedback and training opportunities. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent project management skills.Work requires excellent written and verbal 

communications skills.Work requires ability to perform well under pressure and consistently meet deadlines. Work requires flexible work hours and the ability to provide after-hours support both remote and on-site.Ability to be flexible, 

collaborative in a team, and generally willing to support and uplift team members.Willingness to cross train with others in the Clinical Informatics Center to assure continued operation.Work requires strong leadership and managerial 

skills.Work requires the ability to work with a wide range of individuals.Work requires strong detail oriented with the ability to design, implement, and execute effective processes resulting in accurate data generation and reporting.Work 

requires having exceptional problem solving skills. Work requires being passionate about customer service with a focus on listening skills, outgoing / interpersonal skills, and a record of executing closed-loop communication.Work requires 

being an independent worker and the ability to ensure goals and objectives are delivered.Work requires strong project management experience with large complex projects and managing 3rd party partnerships.Skilled in project management, 

delivering presentations, and developing/managing. Excellent communication, interpersonal, leadership, coaching, and conflict resolution skills.Able to work under pressure with students, staff, and administration.Working ConditionsWork is 

performed primarily in office environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is 

PROGRAM MANAGER IT SERVICE MANAGEMENT 9428 Y 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 1C Managerial TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe IT Service Management (ITSM) 

Program Manager is responsible for leading the ITSM Program across Information Resources at the University of Texas Southwest Medical Center. This role manages all aspects of the IT Service Management program, including developing and 

executing on the program roadmap, developing service strategies and design, coordinating and overseeing service transitions, establishing service operation standards, and identifying continuous improvement projects as well as maturing the 

overall service delivery capability. The ITSM Program Manager works closely with the IT Service Management Board, Service Owners and the CIO providing status reports and escalating issues as required. Experience and EducationBachelor's 

degree in related field and seven (7) years related project management, business analysis, business strategy or IT experience, or Master's degree with five (5) years related experience. Supervisory experience required. Equivalent related 

experience may be used in lieu of degree. PMP certification and Masters degree preferred.Job DutiesWorking with the CIO and the Assistant Vice President for Operations and Compliance, define the ITSM short-term and long-term roadmap 

and drive the maturity of IT Service ownership across the Information Resources organization. Identify and catalog services, map processes related to these services, and work to optimize and re-imagine services processes to improve service 

levels and delivery. Develop performance indicators and ensure the Service Level Agreements (SLAs) and Service Level Objectives (SLOs) are published and metPromote and champion the benefits of Incident, Problem, Change, Request, 

Knowledge Management, CMDB and other IT Service Management processesSupports IT Service Management in the areas of incident, problem and change management as well as request fulfillment. Also supports service level management 

and the service catalog.Lead continual service improvement, ongoing process improvement, and maturity through regular reviews of the process, tools, and stakeholder engagementDrive an improved user experience and measure customer 

satisfaction across all ITSM platform stakeholdersWork with internal customers & all IT teams to ensure collaboration and meet service management goals and objectivesEnsure all service management processes enable service agilityWork 

closely with team members, customers, colleagues, vendors, and other stakeholders to continually improve performance and increase efficiencies.Oversees the annual strategic review of services as well as the regular review of IT Service 

Management process and procedures.Provides ITSM leadership and expertise, coaching staff as needed. Provide expertise and "best practice" guidance on process and service design. Set direction and reviews key program deliverables for 

quality. Monitor process adoption and maturity levels for key service management processes. Create a transparent reporting process to foster accountability and service culture. Advise the IT Service Management Board and CIO of progress 

against program goals and objectives.Measures program effectiveness and adjusts roadmap as necessary.Perform other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to manage and direct staff.Work requires deep 

understanding of IT Service Management (Incident, Problem, Change, Request Fulfillment, Service Level Management and Service Catalog) and ITIL 4. Work requires ability to monitor and maintain budget.Work requires ability to ensure 

adherence to all policies and procedures of university.Work requires the ability to identify problems, mediate issues, develop solutions, and implement a course of action including demonstrated ability to facilitate conflict resolution and 

negotiations.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems. Ability to digest institutional needs/requests and articulate clear IT system solutions.Work requires good, organizational, 

supervisory, and analytical skills.Work requires demonstrated ability to manage multiple projects and exercise decision-making and problem-solving skills.Work requires excellent oral and written communication skills, and the ability to 

collaborate with all levels of internal and external personnel.Work requires strong writing skills, ability to develop strategic options for evaluation by Leadership.Work requires the ability to effectively adapt to rapidly changing technologies and 

methodologies.Work requires a working knowledge of multidisciplinary technical knowledge.Work may require ability to lead committees as appropriate.Working ConditionsWork is performed primarily in general office environment. Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas 

Education Code 51.215.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. Asan equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,age, disability, genetic information, citizenship status, or 

veteran status.

PROGRAM MANAGER OFC ACCESS & TITLE IX 3146 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Program Manager is responsible for 

coordinating the development and administration of various programs that are implemented by the Office for Access & Title IX (OAT9) at UT Southwestern Medical Center. This position is charged with being a lead facilitator for the office's 

outreach and compliance training efforts. This position also assists with employee accommodation requests and investigations of complaints of discrimination and harassment pursuant to federal, state, and local EEO laws and UT 

Southwestern Medical Center's Equal Opportunity Policies. Moreover, the position will have significant responsibility in ensuring institutional compliance with state and federal affirmative action obligations, while partnering with institutional 

leaders to develop and implement initiatives that promote the adoption of inclusive strategies to enhance the recruitment and retention of diverse populations, individuals with disabilities, and protected veterans.Experience and 

EducationRequiredA baccalaureate degree from an accredited college with a minimum of two (2) years of HR/legal/compliance experience or any equivalent combination of education, and training and experience.Preferred Education:Master's 

degree or above, or Juris Doctorate from an accredited law schoolCertification in human resources (SHRM-CP or equivalent) Job DutiesCollaborate with Office for Institutional Opportunities to implement Institutional programs.Develops 

training with regards to accessibility, equal opportunity, Title IX, Executive Order 11246, and related topics for the university and healthcare systems. Will also directly train, facilitate, and secure other trainers regarding these issues. Oversees 

OAT9's campus outreach programs.Provides technical assistance, advice, coaching, and consultation to individuals and groups regarding cross-cultural conflicts and disputes, as well as policies and practices that might have an adverse impact 

on a particular group(s). Provides consultation to all directors and managers as cross-cultural conflict and issues arise.Supports the development and administration of the university's Affirmative Action Program (AAP). Assists in collecting and 

monitoring transactional data for AAP planning (i.e. hiring, promotion, termination, etc.) and generating AAP-related reports for management. Summarizes affirmative action data into information designed to support strategic diversity plans 

and recruitment and retention efforts.Partners with institutional leaders to develop and implement initiatives that promote the adoption of inclusive strategies to enhance the recruitment and retention of diverse populations, individuals with 

disabilities, and protected veterans.Assists with the coordination and completion of any reports mandated by external regulatory entities. Provides guidance and counseling to employees and managers regarding Equal Employment 

Opportunity (EEO) matters.Assists with the evaluation and investigation of claims of discrimination, harassment, retaliation, and other EEO related concerns, as needed by the Office for Access & Title IX.Leads investigations and audits into EEO 

and AAP related concerns and oversees the investigations and audits of other office staff. Assists with EEO related case-management.Meets with individuals and uses independent judgment and initiative to provide conflict resolution and 

referral options.Uses independent judgment in analyzing ADA accommodation requests to determine eligibility for accommodation in accordance with University policy and the Americans with Disabilities Act (ADA); manages the request for 

accommodations including providing requestors with procedural information, working with managers in the interactive process, and communicating accommodation decisions to requestors and management. Performs other duties as 

assigned.Knowledge, Skills & AbilitiesMust have demonstrated experience and working knowledge in the following areas:Work requires effective communication skills, both verbal and written, and the interpersonal skills necessary to interface 

at all levels of the organization.Work requires strategic planning skills and the demonstrated ability to be successful with project implementation.Work requires effective and high impact facilitation skills. Must be a change agent.Work requires 

the ability to understand, interpret data, and perform analysis related to key metrics.Work requires strong presentation skills in large or small group settings.Work requires the ability to work in a fast paced and demanding environment and 

multi-task/manage multiple projects.Work requires knowledge of EEO laws and OFCCP regulations (i.e., EO 11246, Title VII, Title IX, FLSA, FMLA, ADA).Work requires the ability to create, implement, and monitor affirmative action plans, and 

related recruitment strategies. Work requires a solid understanding of data analysis techniques, database structures, HRIS and statistical data management including current HR technologies and reporting tools.Work requires an advanced 

knowledge of statistical analysis, metrics & data, and research methodology; and the ability to simplify that knowledge to articulate it to others.Work requires the ability to be detail oriented.Experience with development and implementation 

of compliance training programs.Sound knowledge of human resources management with "generalist" human resources experience or a legal background. Establish collaborative working relationships, while performing assigned work 

responsibilities and duties.Effective internal and external networking skills with the ability to build and sustain key relationships.Proficiency in Microsoft Office programs including Outlook, Word, Excel and PowerPoint and PeopleSoft or 

comparable systems.Excellent written and verbal communication skills.Ability to multi-task and manage multiple projects.Working ConditionsWork is performed primarily in an office setting.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



PROGRAM MANAGER PUBLIC EDUCATION - COMMUNITY OUTREACH 6061 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Program Manager, Public Education 

and Community Outreach will work to develop, implement, and administer educational and outreach programs.Experience and EducationBachelor's degree in Business Administration or related field with six (6) years of experience in public 

education, community work, project/program management, or related field. Master's in related field preferred.Job DutiesManages the creation and execution of an overall plan for public education and community outreach. Creates 

partnership pathways for individuals and organizations that align with the program mission and vision.Coordinates various projects, programs, and production in line with patient/public education and outreach goals.Fosters positive and 

collaborative relationships with community residents, organizations, businesses, etc. Oversees analysis, reporting, and program improvements. Oversees budget expenditures for office, specifically related to outreach and educational activities. 

Coordinates and executes key community engagement activities.Represents the program(s) in community initiatives and at events that support goals and strategies.Responsible for design, execution, and effectiveness of a system of internal 

controls, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.Ensures compliance with applicable laws, regulations, policies, and procedures.Maintains 

strict confidentiality and HIPAA compliance with respect to research participants, collaborators, sponsors, and other stakeholders.Works closely with UTSW Foundation and development staff to identify opportunities for community outreach 

for education and collaborative partnerships.Assists with strategic development of new research programs and initiatives.May supervise and coach professional and support staff.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires advanced oral, written, and analytical skills.Work requires experience with community outreach and education.Work requires intrapersonal skills. Demonstrates the ability to work well with colleagues, clients, and 

external organizations.Work requires demonstrated ability to drive tasks to completion, managing tight deadlines and exercising resilience and influence.Work requires demonstrated ability to prioritize own work and multi-task.Working 

ConditionsWork is performed primarily in an office and clinical setting. May travel locally. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources 

Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, 

or veteran status.

PROGRAM MANAGER REHABILITATION P9106 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 N 3H2

Prof Services-Pgrm/Proj 

Coord PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's Degree or 

higher in related field of study and 3-5 years experience in the field of Nursing, Physical, Occupational or Speech Therapy having worked in a variety of clinical settings with at least 2 yrs. being in rehabilitation. Current Nursing, Physical, 

Occupational or Speech Therapy licensure in the State of Texas is required.Job Duties1. Assure continuous compliance with all relevant CMS, State, CARF and TJC standards at all times. Assess and monitor all hospital and department policies, 

procedures, and activities for compliance with regulatory, accreditation, licensure, and professional standards as it relates to the Rehabilitation Units. Evaluates appropriate corrective action with relevant management. Ensures appropriate 

documentation is completed and maintained in accordance with regulations. Recommend and, as appropriate, implement educational efforts for orientation and in-services as needed. Recommend approaches to integrate compliance with 

performance reviews, performance improvement plans, and other management activities.2. Participates in strategic planning activities for the service line, completes assigned goals as part of the process; demonstrates support for and 

participates as requested in achieving UTSW and the Rehabilitation Service line goals.3. Maintain personal expertise, a data base and reference library of current initiatives being taken by regulatory and accrediting agencies through timely 

review of regulatory guidelines, journals and newsletters, relationships with agency representatives, and attendance at agency educational programs. Obtain and disseminate standards and regulations to management as needed. Develop 

(through personal expertise, consultation with internal and external resources) and disseminate definitive interpretations of standards in relationship to UTSW functions.4. Provides CARF and TJC support to the Rehabilitation department and 

leadership team from all relevant areas. Develop and implement a compliance evaluation process such as a "mock survey" to support departments in achieving and exceeding continual compliance.5. Works closely with PPS Coordinator to 

assure accurate and timely documentation, outcome reports for interpretation, and presents data along with patient satisfaction data, to management team and staff with recommendations for areas to improve. Drafts policies and procedures 

as necessary to meet standards and objectives and presents them to the management team for approval. Serves as liaison for Rehabilitation Units in coordinating and presenting data to outside quality improvement groups/activities and/or 

educational opportunities.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other 

duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROGRAM MANAGER REHABILITATION U9106 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2B
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Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's Degree or 

higher in related field of study and 3-5 years experience in the field of Nursing, Physical, Occupational or Speech Therapy having worked in a variety of clinical settings with at least 2 yrs. being in rehabilitation. Current Nursing, Physical, 

Occupational or Speech Therapy licensure in the State of Texas is required. Job Duties  1.  Assure continuous compliance with all relevant CMS, State, CARF and TJC standards at all times. Assess and monitor all hospital and department policies, 

procedures, and activities for compliance with regulatory, accreditation, licensure, and professional standards as it relates to the Rehabilitation Units. Evaluates appropriate corrective action with relevant management. Ensures appropriate 

documentation is completed and maintained in accordance with regulations. Recommend and, as appropriate, implement educational efforts for orientation and in-services as needed. Recommend approaches to integrate compliance with 

performance reviews, performance improvement plans, and other management activities.2.  Participates in strategic planning activities for the service line, completes assigned goals as part of the process; demonstrates support for and 

participates as requested in achieving UTSW and the Rehabilitation Service line goals.3.  Maintain personal expertise, a data base and reference library of current initiatives being taken by regulatory and accrediting agencies through timely 

review of regulatory guidelines, journals and newsletters, relationships with agency representatives, and attendance at agency educational programs.  Obtain and disseminate standards and  regulations to management as needed.  Develop 

(through personal expertise, consultation with internal and external resources) and disseminate definitive interpretations of standards in relationship to UTSW functions.4.  Provides CARF and TJC support to the Rehabilitation department and 

leadership team from all relevant areas.   Develop and implement a compliance evaluation process such as a "mock survey" to support departments in achieving and exceeding continual compliance.5.  Works closely with PPS Coordinator to 

assure accurate and timely documentation, outcome reports for interpretation, and presents data along with patient satisfaction data, to management team and staff with recommendations for areas to improve.  Drafts policies and 

procedures as necessary to meet standards and objectives and presents them to the management team for approval.  Serves as liaison for Rehabilitation Units in coordinating and presenting data to outside quality improvement 

groups/activities and/or educational opportunities.Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research 

participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROGRAM MANAGER RESEARCH SECURITY 9047 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

provide management of UTSW's research security program.Experience and EducationBachelor's degree in related field required. Minimum of four (4) years of related experienced in research administration, security management, regulatory 

compliance, public policy, grants administration/management, or business process development required. Prior experience related to basic or clinic research is strongly preferred. Certification in Healthcare Research Compliance (CHRC), Export 

Control, IACUC Administration (CPIA), or research administration is preferred. Job DutiesDirects, analyzes, coordinates, and evaluates program operations and procedures of the research security program at UTSW.Develops, cultivates, and 

maintains working relationships with internal/external departments and agencies involved in oversight of research security.Establishes program goals and objectives and directs program evaluation and quality control activities; develops 

and/or approves schedules, priorities, and standards for achieving goals; provides supervision to program staff.Recommends and develops new policies and procedures for improvement of program activities.Responsible for design, execution, 

and effectiveness of system and internal controls, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded.Ensures compliance with applicable laws, regulations, policies, and procedures.Supports 

research by promoting collaboration among investigators and across disciplines, departments, and institutions; organizes meetings, seminars, and conferences; manages internal and external communications of the department.Reads 

literature and attends functions to keep abreast of relevant regulatory, scientific and technical developments related to research security. Incorporate new information into the research security program to ensure that no gaps 

emerge.Develops, provides, and manages documentation for educational programs for training and development of investigators, research personnel, and staff, as necessary.Plans and coordinates special events. Participates in conferences. 

Presents data and program information.Supports the Research Security Steering Committee or other assigned committees as appropriate.Supports or serves as research security point of contact for UTSW.Manages and updates internal and 

external sources of information and documentation on Research Security ProgramDevelops novel mechanisms to support research security and risk management objectives. Serves on committees as representative of assigned program as 

appropriate.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires advanced PC expertise including word processing, spreadsheet, presentation, and database software.Knowledge of current federal funding agency efforts 

around research security.Work requires knowledge of course development and education methodology.Work requires the ability to work with internal and external individuals from different disciplines and different levels of training. Work 

requires self-motivation with the ability to work effectively in a team environment. Work requires strong organizational, technical and communication skills.Work requires flexibility and adaptability in dynamic environment.Working 

ConditionsWork is performed primarily in general office environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PROGRAM MANAGER TRAUMA U5339 P41 $63,079.00 $105,932.00 $132,388.00 $5,256.58 $8,827.67 $11,032.33 $242.61 $407.43 $509.18 $30.33 $50.93 $63.65 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under general supervision to 

provide leadership and vision to the UTSW Trauma Program.MINIMUM QUALIFICATIONSGraduate of an accredited Nursing program with BSN or higher. Must be able to read, write and communicate in English.Current Texas (or BNE Compact 

State) license3-5 years' experience as a Registered Nurse with 2 years' Emergency Room experience within the past 5 years.Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American 

Red Cross (ARC) is required.         Current Advanced Cardiac Life Support (ACLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required. Current Emergency Nurse Pediatric Course 

(ENPC), or current Pediatric Advanced Life Support (PALS) course accredited by American Academy of Pediatrics (AAP) is required. Completion of a course which provides essential information on structure, process, organization, and 

administrative responsibilities of a Process Improvement (PI) program (e.g.) Trauma Outcomes and Performance Improvement course (TOPIC), or Trauma Coordinators Core Course (TCCC) within 1 year of hire. Completion of a course in injury 

severity scaling (e.g.) Association for the Advancement of Automotive Medicine (AAMC) course to be completed within one year of hire, American Trauma Society (ATS) Trauma Registrar Course to be completed within one year of hire. Current 

Trauma Nurse Core Curriculum (TNCC) or Advanced Trauma Course for Nurses (ATCN) required, or a Department of State Health Services (DSHS). Professional certification in a nursing organization is preferredESSENTIAL FUNCTIONSJob Duties: 

Provides leadership and vision for the Trauma Program in terms of operations, services and patient care, consistent with best practices and evidence based care. Serves as an active member of University Hospitals Core Trauma Team 

overseeing coordinated care of the trauma patient in terms of health prevention, health promotion, and rehabilitation.Identifies, tracks, and supports all trauma care provided in University Hospitals and reports findings/results at the 

Performance Improvement and Patient Safety (PIPS) meetings. Responsible for the ongoing trauma data input into the State of Texas Trauma Registry. The data collected meets compliance with the National Trauma Data Standards 

(NTDS).Coordinates and facilitates provision of educational opportunities for staff, physicians, patients, external providers of care, and the community. Identifies and pursues opportunities to provide information and/or services to the 

community to promote the UTSW Trauma Program.Oversees development of appropriate policies and procedures required for the provision of effective and efficient trauma care. Analyzes data and coordinates implementation of practice 

changes as needed. In conjunction with Clinical Education and Department Managers, coordinates education and verifies competence of staff performing trauma care.Develops and maintains collaborative partnerships with physicians, staff and 

peers to support the implementation, and on-going evaluation of care delivery. Interfaces with other hospital departments and other service lines on trauma measure guidelines for the trauma patient. Serves and attends scheduled meetings 

as the UTSW committee member to the North Texas Trauma Regional Advisory Committee (NTTRAC) as the Liaison. Serves as a member of the UTSW Disaster Management Committee.Adheres to appropriate hospital and/or Department of 

Nursing policies, procedures, clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA standards, professional practice model (Shared governance) and care delivery model (Relationship Based Care) into the 

provision of safe, quality patient care. Nursing care is based on current literature and researchAdvocate for resources and support that enhance patient safety and unit/hospital based initiatives. Participates in evaluating data to guide decisions 

regarding unit / department budget formulation and implementation.Responsible for monitoring trauma patient care from Emergency Room (ER) admission, operative care if necessary, ICU care, stabilization, rehabilitation care, and discharge, 

including the trauma PI program.Performance Improvement: Accountable for quality/safety initiatives related to trauma patients. Trauma Coordinator completes concurrent reviews of medical records and registry input for accuracy. 

Additionally, conducts and participates in in activities which will enhance optimal trauma care. Reviews feedback provided for transfers to a higher level of care trauma center and communicates feedback and develops appropriate action plans 

for improvement and communicates positive feedback.Shares professional and technical information with colleagues and students. Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires proficiency with various 

applications in MS SuiteWork requires effective communication skillsWork require demonstration of ability to function independently as well as a team playerWork requires extraordinary organizational skills with attention to detail Work 

requires ability to research issues and make recommendations for improvement while using critical thinking skillsWORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Constant walking, standing, 

bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

PROGRAM MANAGER WORKPLACE VIOLENCE PREVENTION 3145 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryFacilitates the development and 

implementation of our Work Place Violence Prevention Program at UTSW. This program Manager will be the primary point of contact from the Health System Patient Safety Department to work in alignment with the Office of Safety and 

Business Continuity for employee and patient safety efforts related to workplace violence. This program development will be a multiple year, ongoing program that will reuquire coordination with teams across the health system.Experience and 

EducationBachelor's degree in healthcare related field and five (5) years of experience in nursing, other healthcare discipline, quality improvement, or risk management required. Previous experience in program development required. De-

escalation and behavioral management training certification required within 60 days of hire. Master's degree preferred.Formal training in root cause analysis, Six Sigma, or Lean desirable. Formal training in TeamSTEPPS, Just Culture, Crucial 

Conversations, and Influencer Model or equivalent highly desirable. Job DutiesAt the direction of the Director of Health System Patient Safety and the Health System Safety Officer, facilitate development of workplace violence prevention 

program to include workflows, procedures, and standards of care. Participates in systematic, interdisciplinary, and ongoing evaluation and iterative improvements of the program.Uses data and outcomes to support the activities of the 

workplace violence prevention program.Identifies and utilizes available resources to resolve problems. Oversees the review selected patient care concurrently to help provide timely and proactive feedback to teams about their performance 

specifically related to workplace violence prevention. Oversight and participation (in) of the de-escalation and behavioral management training program. Manages and facilitates our Behavioral Response Team that participates in patient care as 

appropriate and within scope of practice to integrate essential information in order to prioritize and provide care that maximizes outcomes.Coordinates, assists, and leads workplace violence prevention committees and conferences where 

appropriate.Collaborates with the healthcare team in the attainment of improvement and outcomes based on data, research, evidence, and professional standards of practice.Work collaboratively with leadership to develop and implement 

strategies to eliminate harm to patients. Through collaboration and partnerships with caregivers, implement programs and services that produce measurable improvements in processes and practices that affect patient safety, ultimately 

resulting in a decrease in numbers, costs and severity levels of healthcare associated harm incidents. Identify Champions on clinical units/ in clinical departments as resources. Develop and support staff to cascade information and provide on-

going education and training. Maintain own professional development and a knowledge of clinical care through audit, self-directed and directed research and learning.Demonstrate effective communication with medical staff, and all other 

members of the multidisciplinary team.Implement effective practices designed to reduce error, create reliable systems, identify improvement opportunities, mitigate risk, and improve patient outcomes related to the Workplace Violence 

Prevention Program. Manages continuous performance improvement initiatives in targeted areas of responsibility by supporting, advancing and executing the overall comprehensive patient safety plans. Proactively and reactively address 

patient safety issues utilizing data from Root Cause Analysis, Patient Safety Culture surveys, internal reporting systems, information from facility and system Patient Safety Committees, Executive Rounding and other national and state reports 

and alerts to analyze issues, determine their root causes, and implement effective and reliable solutions. Participate in the development of system-wide action plans to ensure that lessons learned are spread across the entire organization so 

that problems resolved in one area of the organization do not reappear elsewhere. Ensures safe care to patients, staff, and visitors; adheres to all UT Southwestern policies, procedures, and standards within budgetary specifications including 

time management, supply management, productivity, and quality of service. Manages staff to meet established productivity targets as appropriate. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to make 

independent judgments with excellent attention to detail.Work requires high emotional intelligence. Work requires the ability to work with internal and external individuals from different disciplines and different levels of training. Work 

requires self-motivated with the ability to work effectively in a team environment. Work requires strong organizational, technical and communication skills.Work requires flexibility and adaptability in dynamic environment.Work requires 

knowledge of course development and education methodology preferred.Work requires demonstration of knowledge of adult teaching principles and their application.Work requires the ability to effectively assess and prioritize educational 

and clinical skill needs.Work requires ability to analyze large data sets and design processes to identify solutions. Work requires proficiency in Microsoft Office.Working ConditionsWork is performed primarily in office area.Any qualifications to 

be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PROGRAM MANAGER, COMMUNITY ENGAGEMENT 6053 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Health Care Administration, Public Relations/Marketing, Public Health, or related field and at least five (5) years related experience.Job DutiesWorks under minimal supervision to manage community engagement for 

the Moncrief Cancer Institute. Facilitates relationships with the community to promote community good will.Plans, organizes, and manages community engagement for the Institute. Represents and serves as a liaison with community-based 

organizations and educational institutions.Establishes relationships with community leaders and coordinates programs that promote positive collaboration and community good will toward the organization.Organizes and directs 

administrative and business functions which may include establishing, reviewing, and revising policies and procedures.Develops and implements community engagement strategies to promote the Institute's cancer screening programs and 

special events.Serve as account manager with advertising agency on program development initiatives; formulate written project documentation and manage key stakeholder input; work with agency to assign and meet key project milestones; 

serve as the key contact for all client-related issues; manage the presentation and evaluation of each phase of the creative process. This would include copywriting/editing, proofing, and ensuring consistent design utilizing MCI & UTSW brand 

standards.Responsible for the development and support of digital and social media marketing strategies that support the Institute's community engagement initiatives. Serve as a content manager for www.moncrief.com, Facebook, Instagram 

and Twitter accounts.Media planning, negotiation and placement for print, radio, digital, advertising in over 35 counties North Texas.Encourage media "gate keepers" to bring UTSW/MCI's events, experts and programs to their audiences.Work 

collaboratively with all departments at UTSW to ensure complimentary brand articulation.Designs, executes and maintains effective system of internal controls which provides reasonable assurance that operations are effective and efficient, 

assets are safeguarded and financial information is reliable.Ensures compliance with applicable laws, regulations policies and procedures and complies with JCAHO rules.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires effective verbal and written communication skills, supervisory skills, and excellent customer service skills.Work requires recommendation, revision, and implementation of policies and procedures.Work requires good organizational 

skills.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROGRAM MANANGER INFO RESOURCES TRANSFORMATION 9437 Y 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 1C Managerial TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general direction to manage 

development and delivery of recommendations defined in the Information Resources Transformation Plan (IRTP). Responsible for project management and oversight of the IRTP program directed at improvement initiatives across the 

organization. Responsible for working with a small team of program and change management analysts and collaborating with internal IR departments as well as Business Affairs and other central administrative leadership teams 

frequently.Experience and EducationBachelor's degree in related field and seven (7) years related business strategy or IT experience; or Master's degree with five (5) years related experience. Supervisory experience required. Equivalent related 

experience may be used in lieu of degree. PMP certification and Masters degree preferred.Job DutiesChampion, manage and ensure the completion of the IR Transformation Plan, a collection of specific recommendations to transform and 

mature the Information Resources organization. Coordinate with IR Business Analysts, Project Managers, and Change Managers to monitor cost, schedules, and strategic alignment with business objectives and deliverables in performance of 

their duties.Liaise with program/project stakeholders and manage customer relationships. Set and continually manage project expectations with team members and key stakeholders. Delegate tasks and responsibilities to appropriate 

personnel. Identify and resolve issues within project teams. Oversee IRTP program quality and status for all assigned projects. Estimate resources and participants needed to achieve program goals. Draft and submit budget proposals and 

recommend budgetary changes when necessary.Develop and cultivate necessary business relationships vital to the success of the IRTP Program, including collaborating with other department AVP's, Directors, and managers to obtain required 

personnel from within the institution. Assess needs for additional staff and/or consultants and take necessary steps to recruit personnel during program execution. Determine frequency and content of status reports from program and project 

teams, analyze, present results, and troubleshoot problem areas. Proactively manage changes in program scope, identify potential issues that may arise with those changes, and develop appropriate contingency plans. Develop best practices 

and tools for execution and management for multi-armed and related projects.Demonstrate multidisciplinary technical knowledge and ability to recognize and develop opportunities with potential partners.Guide the development and 

participates in the implementation of effective change management and communication strategies to ensure stakeholder involvement and participation.Serve as a liaison for collaborative projects to help set goals, expectations, and ensure 

that team dynamics and activities are coordinated and effective to manage collaborative project performance.Ensure departmental compliance with applicable laws, regulations, policies, and procedures. Maintain confidentiality as 

appropriate.Manage internal user expectations through regular communications and updates.Manage utilization of various resources to maintain maximum efficiency and meet performance objectives. Perform other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires ability to manage and direct staff.Work requires ability to monitor and maintain budget.Work requires ability to ensure adherence to all policies and procedures of university.Work requires 

ability to work with confidential information on a daily basis.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems. Ability to digest institutional needs/requests and articulate clear IT system 

solutions.Work requires good interpersonal, organizational, supervisory, and analytical skills.Work requires demonstrated ability to manage multiple projects and exercise decision-making and problem-solving skills.Work requires ability to 

read, write, develop plans, procedures, and coordinate persons and other resources to accomplish goals.Work requires strong writing skills, ability to develop strategic options for evaluation by Leadership.Work requires a working knowledge 

of multidisciplinary technical knowledge.Work may require ability to lead committees as appropriate.Work may require telephone and personal contact with all levels of internal and external personnel and organizations.Working 

ConditionsWork is performed primarily in general office environment. UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, 

genetic information, citizenship status, or veteran status.

PROGRAM MGR HLTH SYSTEM PATIENT SAFETY 3141 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryFacilitates development and 

implementation of patient safety projects for the health system.Experience and EducationBachelor's degree in healthcare related field and three (3) years of experience in nursing, other healthcare discipline, quality improvement, or risk 

management, required. Masters degree preferred. Certified Professional in Patient Safety preferred. Additional years of experience may be considered on a year for year bases in lieu of required education. Formal training in root cause analysis, 

Six Sigma, A3, or Lean desirable. Formal training in TeamSTEPPS, Just Culture, Crucial Conversations, and Influencer Model or equivalent highly desirable. Job DutiesServe as primary data resource for individual unit patient safety 

representatives seeking to engage in focused patient safety projects. Encourage collaboration with other areas as appropriate. Provide education on Safety Science, including Human Factors and Reliability, to councils, units and departments as 

requested. Maintain data reports and summaries of patient-safety-related occurrences and make appropriate analyses and reports for internal and external customers such as agencies. Implement effective practices designed to reduce error, 

create reliable systems, identify improvement opportunities, mitigate risk, and improve patient outcomes. Manages continuous performance improvement initiatives in targeted areas of responsibility by supporting, advancing and executing 

the overall comprehensive out-patient safety plans Assist in the development and, implementation, of educational patient safety programs. Work collaboratively with leadership to develop and implement strategies to eliminate harm to 

patients. Through collaboration and partnerships with caregivers, implement programs and services that produce measurable improvements in processes and practices that affect patient safety, ultimately resulting in a decrease in numbers, 

costs and severity levels of healthcare associated harm incidents. Proactively and reactively address patient safety issues utilizing data from Root Cause Analysis, Patient Safety Culture surveys, internal reporting systems, information from 

facility and system Patient Safety Committees, Executive Rounding and other national and state reports and alerts to analyze issues, determine their root causes, and implement effective and reliable solutions. Participate in the development of 

system-wide action plans to ensure that lessons learned are spread across the entire organization so that problems resolved in one area of the organization do not reappear elsewhere. Data management of High Reliability Team events 

including simulations and workshops. Co-facilitate meetings, develop agendas and document the proceedings of the assigned area patient safety committee. Ensure follow through on action items.Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires good organizational skills.Work requires excellent written and verbal communication skills.Work requires excellent interpersonal skills.Work requires ability to make independent judgments with excellent 

attention to detail.Work requires ability to analyze large data sets and design processes to identify solutions through root-cause analysis, failure mode, and effects analysis.Work requires proficiency in Microsoft Office.Working ConditionsWork 

is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby 

subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance 

with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; 

and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



PROGRAM MGR INFORMATION RESOURCES 9322 Y 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 1C Managerial TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

and seven (7) years managing medium size information technology related projects; plus ten (10) years working within a technology project team.  Equivalent related experience may be used in lieu of degree.  

-PMP certification and Masters degree preferred. Job Duties  1.   Manage multiple related projects within the project portfolio or assigned areas that are managed toward common strategic business objectives.2.   Supervise constituent Project 

Managers to monitor cost, schedules, and strategic alignment with business objectives.3.   Liaise with program/project stakeholders and manage customer relationships.  Set and continually manage project expectations with team members 

and key stakeholders.  Delegate tasks and responsibilities to appropriate personnel.  Identify and resolve issues within project teams.4.   Oversee project quality and status for all assigned projects.  Estimate resources and participants needed 

to achieve project goals.  Draft and submit budget proposals and recommend budgetary changes when necessary.5.   Collaborate with other department managers to obtain required personnel from within the institution.  Assess needs for 

additional staff and/or consultants and take necessary steps to recruit personnel during project cycles.6.   Determine frequency and content of status reports from project teams, analyze results, and troubleshoot problem areas.  Proactively 

manage changes in project scope, identify potential issues that may arise with those changes, and develop appropriate contingency plans.7.   Develop and cultivate necessary business relationships vital to the success of the project.8.   Develop 

best practices and tools for execution and management for multi-armed and related projects.9.   May supervise staff in performance of duties.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

PROGRAM MGR NURSING PROFESSIONAL DEV U5348 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryWorks under limited supervision to 

identify and maintain nationally accredited provider unit. Organizations designated by the American Nurses Credentialing Center's Commission on Accreditation as accredited providers of nursing continuing professional development (NCPD) 

must have a clearly identified Provider Unit (PU) that is accountable for all aspects of planning, implementing, and evaluating NCPD activities.MINIMUM QUALIFICATIONSPossess a current Texas (or enhanced licensure compact [eNLC] RN 

license in good standing, with a minimum of a graduate degree, with either the BSN or MSN in nursing from an ACEN or CCNE accredited nursing program. Certification as a Nursing Professional Development (NPD) Specialist is preferred. 

Experience as an Accredited Provider Program Director for an American Nurses Credentialing Center Accredited Provider Unit preferred. Five (5) years' experience in the healthcare field, preferably in a hospital setting; Two (2) years 

management experience preferred.  ESSENTIAL FUNCTIONSJob Duties:Leads the UTSW Provider Unit (PU) and has responsibility and authority to ensure compliance with ANCC Accreditation Program criteria for all aspects of planning, 

implementing and evaluating nursing continuing professional development (NCPD) activities. Coordinates the APU application, self-study, re-accreditation, and annual reports. Ensures adherence to ANCC Accreditation Program criteria for 

operations of the PU. Selects and orients the organization's Nurse Planners. Implements structures and processes to ensure Nurse Planners understand and comply with ANCC Accreditation Program criteria.Maintains current working 

knowledge of accreditation criteria as well as federal, state, and local requirements for nursing continuing professional development and continuing competency. Engages in continuous improvement process to evaluate the effectiveness of the 

Provider Unit (PU) in delivering quality NCPD activities and influencing nurse learners' professional development.Oversees Nursing Clinical Ladder.Meets or exceeds financial goals and objectives of PU. Develops and monitors Professional 

Development budget.Serves as primary point of contact to the ANCC Accreditation Program Office.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESSelf-directed and able to organize and manage multiple tasks/projects 

simultaneously.Work requires high level of effective written, verbal and interpersonal communication skills.Work requires interdisciplinary collaboration between nursing, physicians and allied health professionals WORKING CONDITIONSWork 

is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for 

Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

PROGRAMMER ANALYST I 9327 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3D4B Prof Svcs-IR Prog/Bus Anlys Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryWorks under minimal direction to 

provide technical skills required to analyze and define business and/or scientific problems of limited complexity for computer solution and to prepare, modify, and maintain programs for handling of such problems.Experience and 

EducationHigh school graduation or GED plus successful completion of vocational training in computer programming and three (3) years experience in computer operation and/or programming, including at least one (1) year experience in 

computer programming. College degree in related field may be used in lieu of experience.Job DutiesDefines and analyzes problems of limited complexity or assists user personnel in analyzing and defining such problems for computer 

solutions.Determines methods or approaches; creates designs of computer system to accomplish job or selects or modifies existing programs program systems; decides flow of data or information through system.Documents procedures for 

system, computer programmers, and users.Assists in implementation of systems and job streams.Develops efficient, fast programming techniques and performs moderately complex programming and debugging.Assists in estimating 

resources required for project and planning purposes.Performs other duties as assigned. Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums 

require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PROGRAMMER ANALYST I PART TIME NON EX 9327PN Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3D4B Prof Svcs-IR Prog/Bus Anlys Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED plus successful completion of vocational training in computer programming and three (3) years experience in computer operation and/or programming, including at least one (1) year experience in computer programming. College 

degree in related field may be used in lieu of experience.Job DutiesDefines and analyzes problems of limited complexity or assists user personnel in analyzing and defining such problems for computer solutions.Determines methods or 

approaches; creates designs of computer system to accomplish job or selects or modifies existing programs program systems; decides flow of data or information through system.Documents procedures for system, computer programmers, 

and users.Assists in implementation of systems and job streams.Develops efficient, fast programming techniques and performs moderately complex programming and debugging.Assists in estimating resources required for project and 

planning purposes.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROGRAMMER ANALYST II 9326 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D4B Prof Svcs-IR Prog/Bus Anlys Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryWorks under minimal direction to 

provide technical skills required to analyze and define business and/or scientific problems of moderate complexity for computer solution and to prepare, modify, and maintain programs for handling of such problems.Experience and 

EducationHigh school graduation or GED plus successful completion of vocational training in computer programming and five (5) years of experience in computer operation and/or programming, including at least one (1) year as Programmer 

Analyst I or equivalent. College degree in related field may be used in lieu of experience. Job DutiesDefines and analyzes problems of moderate complexity or assists user personnel in analyzing and defining such problems for computer 

solutions.Designs computer system to accomplish solution of each problem, integrating computer capabilities with user requirements.Reanalyzes problem if computer cannot handle original design effectively; makes modifications as 

necessary.Selects or modifies existing programs or program systems as applicable and structures data formats for solution of problems.Implements systems or job streams.Estimates resources required for project and planning 

purposes.Schedules computer hardware to effect more economical use of existing equipment.Performs other duties as assigned. Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as 

equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

PROGRAMMER ANALYST III 9325 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

supplemented by successful completion of vocational training in computer programming and seven (7) years experience in computer operation and/or programming, including at least one (1) year as Programmer Analyst II or equivalent. 

College degree in related field may be used in lieu of experience.Job DutiesDefines and analyzes business and/or scientific problems of most complex type or assists user personnel in analyzing and defining such problems for computer 

solutions.Designs computer systems to accomplish solution of each problem, integrating computer capabilities with user requirements.Reanalyzes computer programming problems from original design and makes modifications as 

necessary.Selects or modifies existing computer programs or applicable program systems and structures data formats for solution of problems.Implements or leads implementation of systems or job streams.Assists in estimating required 

project resources.Provides technical advice and guidance to other computer professionals for solution of work problems.Performs other duties as assigned. Working ConditionsWork is performed primarily in general office area.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion

PROGRAMMER ANALYST IV 9323 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

computer science, business, or a related field, andsix (6) years of progressively responsible experience in computer operation and/or programming, including at least three (3) years as a Programmer Analyst III or equivalent.Job DutiesDefines 

complete operation workflow and documents customer business requirements for computer solutions.Analyzes business and/or scientific problems of most complex type with ability to develop computer solutions either through modification 

of existing systems or development of new systems.Designs computer system to accomplish solution of each problem, integrating computer capabilities with user requirements.Reanalyzes computer programming problems from original 

design and makes modifications as necessary.Selects or modifies existing computer programs or applicable program systems and structures data formats for solution of problems.Implements or leads implementation of systems or job 

streams.Assists in estimating required project resources.Provides technical advice and guidance to other computer professionals for solution of work problems.Performs other duties as assigned. **Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROGRAMMER/ARCHITECT LEAD 9867 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business administration, computer science, or other related fields and seven (7) years business systems and/or project experience with exposure to systems to project development and testing, installation and including at least one (1) year as 

Programmer Analsyt III or equivalent.  Job Duties  Acts as advanced technical manager of applications including system design, development and testing; designs all proposed technical changes to system architecture.      Oversee upgrade of 

major applications to ensure system integrity.        Lead major capital IT projects with overall accountability for completing project on-time and on-budget.       Defines and analyzes business and/or scientific problems of most complex type of 

assists user personnel in analyzing and defining such problems for computer solutions.      Designs computer system to accomplish solution of each problem, integrating computer capabilities with user requirements.       Reanalyzes computer 

programming problems from original design and makes modifications as necessary.       Selects or modifies existing computer programs or applicable program systems and structures data formats for solution of problems.      Implements or 

leads implementation of systems or job streams.        Assists in estimating required project resources.        Provides technical advice and guidance to other computer professionals for solution of work problems.       Performs other duties as 

assigned.        x          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROJ MANAGER RESEARCH EDUCATION AND DEVELOPMENT 9052 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryReporting to Division or Department 

administrative leadership, and with input form the Division Chief, working under minimal supervision, manages programmatic support for faculty/learner-based education for research development programs. Coordinates effectively with 

division administraiton, as well as other parts of the institution by establishing effective working relationships with organizational peers. Implements departmental and divisional policies and procedures.Experience and EducationBachelor's 

degree in Business Administration, Healthcare Administration, or directly related field, and six (6) years related experience, including a minimum of two (2) years of supervisory experience required. Additional progressively responsible related 

experience may be allowed on a year for year basis in lieu of degree, for a total of ten (10) years of related experience. Masters degree strongly preferred.Job DutiesOversight and management of research education and development 

programs/activities of a large division, multiple divisions, or department, with at least 50 faculty with research and/or clinical trial effort.Fosters positive and collaborative relations with learners, faculty and/or multiple research faculty 

programs. Oversees analysis, reporting and program improvements.Oversees budget expenditures specifically related to educational activities/program(s).Responsible for design, execution and effectiveness of a system of internal controls, 

which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.Ensures compliance with applicable laws, regulations, policies and procedures.Maintains strict 

confidentiality and HIPAA compliance with respect to research participants, collaborators, sponsors and other stakeholders.Assists with strategic development of new research programs and initiatives.May supervise and coach professional 

and support staff.Oversee other special programs and initiatives as designated by the Department or Division ChiefPerforms other related duties as assigned. Knowledge, Skills & AbilitiesAbility to monitor and maintain budget.Ability to ensure 

adherence to policies and procedures of university such as accounting regulations, and internal controls policy.Excellent oral and written communication skills, and ability to collaborate with faculty and staff at all levels of the 

organization.Excellent interpersonal and teamwork skills.Excellent organizational and project management skills, and ability to delegate tasks.Working ConditionsWork is performed primarily in an office area.Any qualifications to be considered 

as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

PROJ MANAGER SR ADVANCEMENT OPERATIONS 8182 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary Salary Negotiable Job Summary Under minimal supervision, the 

Senior Project Manager (PM) oversees key internal and customer-facing Advancement Operations projects and initiatives for the Office of Institutional Advancement. This position will provide guidance to other project professionals, ensuring 

continuity in project methodology across the department. Experience and Education Bachelor's degree in related field and eight (8) years of progressively responsible project management experience required. Project Management Professional 

(PMP) and/or Scrum Master (CSM) certification, required. Experience managing full life-cycle mid- to large-scale technical projects strongly preferred. Four (4) additional years of related operational experience may substitute for degree.Job 

Duties Oversees mid- to large-scale projects and initiatives with campus-wide impact to ensure they stay within budget and on schedule.Collaborates with stakeholders in Academic Affairs, Business Affairs, and Health System Affairs 

organizations and connects with project sponsors to ensure their goals and needs are met.Communicates to leadership project timelines, budgets, changes, and/or requests additional funding requirements when needed.Documents project 

scope, objectives, goals, milestones, benefits, deliverables, required resources, systems, constraints, standards of performance, risks, and success criteria for all assigned projects and strives to stabilize every aspect impacting the established 

life cycle iteration.Determines project boundaries and establishes goals and objectives that align with the business case from the perspective of the sponsor and/or stakeholders. Creates detailed schedules to sequence activities or mediate 

sprints that include accurate durations and resource requirements. Evaluates personnel needs to establish the basis for project team selection, training and or recruitment. Writes and determines frequency for both project status and project 

progress reports. Systematically defines and mitigates risks through an appropriate and approved risk management plan. Establishes minimum performance requirements for the project team and performs quality checks to assess the health 

of assigned projects.Expeditiously resolves issues and exercises sound judgment to keep projects on target. Develops a methodology for each project to identify and resolve schedule slips, cost overruns, scope creep, and new risks that deviate 

from the predefined baselines established during the planning process.Develops and continually manages project expectations with stakeholders by delegating responsibilities and identifying and resolving issues. Monitors status of projects 

coordinated by lower-level project managers and provides appropriate guidance to ensure successful and timely implementations. Identifies, pitches, and manages tradeoffs with stakeholders and sponsors when variances are identified to 

bring projects back into alignment with the primary constraint and/or institutional objectives.Defines formal processes for each project to identify issues, assign resources to close issues, and escalate resolution of issues in the event they are 

not addressed in a timely manner.Develops best practices and tools for project execution and management. Trains staff members on these tools and best practices. Supervises and/or mentors staff in performance of duties. Provides advice and 

guidance to lower-level project managers and specialists as needed. Performs other duties as assigned. Knowledge, Skills & Abilities Work requires exercise of considerable judgment. Work requires strong analytical/problem solving skills.Work 

requires demonstrated advanced written and verbal communication skills.Work requires ability to prioritize and organize work to meet deadlines.Work requires strong familiarity with project management software such as Microsoft 

Project.Work requires computer skills in Microsoft Excel, Word, and Project. Work requires working supervision of staff in lower grade.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

PROJ MGR - PEDIATRIC SERVICES 9439 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree 

required, with classes in finance, management, health law, and health care preferred. Five (5) years progressively responsible, related experience required. Advanced degree may be used in lieu of years of experience.Job DutiesManages a 

portfolio of projects and completes/coordinates complex reports that directly support and involve the pediatric faculty practice at UT Southwestern and broader pediatric-related initiatives.Defines project scopes, goals, timelines, and 

deliverables. Works directly with key stakeholders to successful completion of projects. Relieves director of a wide variety of tasks, which require thorough understanding of the functions, programs, operations, and policies of UT Southwestern 

and the affiliated institutions with which UT Southwestern collaborates to provide pediatric services.Regularly drafts, edits, and reviews documents, presentations, and spreadsheets for consistency, accuracy, and applicability.Develops 

relationships and communicates with department leadership to understand and evaluate concerns with clinical operations and relationships with external third parties.Assists in the planning, negotiating, and problem-solving involved in 

entering agreements with external third parties.Conducts data gathering, assimilation, and analysis. Performs financial analysis and utilizes problem-solving methodologies to improve operations and coordination of services.Responsible for 

design, execution, and effectiveness of system of internal controls, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.Ensures compliance with applicable 

laws, regulations, policies, and procedures.Maintains confidentiality as appropriate.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to ensure adherence to all policies and procedures of university.Work 

requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires ability to work to garner consensus and acquiescence among various stakeholders.Work requires proven customer service, 

teamwork, and written and verbal communication skills.Work requires proven ability to handle multiple complex assignments.Work requires knowledge of personal computers.Work requires ability to plan, organize, coordinate, and oversee 

work of others as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to work with confidential 

information as appropriate.Work may require ability to monitor and maintain a budget.Working ConditionsWork is performed primarily in general office environment. Any qualifications to be considered as equivalents in lieu of stated 

minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROJ MGR - RESCH SUPPORT 9046 N 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableExperience and EducationBachelor's degree with at 

least six (6) years in research, research/regulatory compliance, or related experience. Conducting research (basic or clinical) and project management is preferred. Master's degree is highly preferred. Job DutiesManages multiple 

interdepartmental projects that foster research regulatory compliance and risk management review including establishing the project scope and deadlines.Ensures on-time deliverables for projects and associated regulatory filings; develops 

any necessary ongoing policies and procedures that result from managed projects.Develops and maintains project work plans that measure and manage progress against project goals and deadlines.Facilitates project meetings with 

stakeholders and project leaders and manages stakeholder and project leadership relationship.Manages departmental communications and media, including web site maintenance and communication material development.Manages 

intradepartmental processes to ensure consistency and timely work, examples include Standard Operating Procedure (SOP) management.Maintaining a deep understanding of new and existing regulations and staying current with ongoing 

research activities across UTSW to ensure project goals are appropriate and contribute to UTSW's research mission.Facilitate research collaborations and relationships between UTSW and external institutions such as support for components of 

UTSW's Clinical Translational Science (CTSA) Award.May assist in reviewing grant funds/budget.May interact with affected agencies and federal and state regulatory personnel.Performs other duties as assigned.**Other Duties: Performs other 

duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROJ MGR - UNIV HOSP U1201 Y T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide project management expertise for planning, directing, and coordinating initiatives to meet the needs of University of Texas Southwestern Hospitals.Experience and EducationBS or BA in Business, Finance or Related Field or Three (3) 

years project planning and analysis preferably in a health care environment. Must be able to read, write and communicate in English. Proficient in spreadsheets, planning software.Job DutiesProvide the leadership framework for planning, 

directing, coordinating, and improving projects that are responsive to the needs of University of Texas Southwestern Hospitals.Assumes project hand-offs from Health System Planning team for all approved and funded projects.Assist in the 

development and implementation of strategic initiatives, budget preparation and business plans within the service-line.Communicate issues identified by front line staff related to new administrative or departmental initiatives.Undertake 

special projects at the request of the service-line leadershipSupport, execute and monitors Six Sigma/Lean/Process Improvement projects.Work collaboratively to ensure consistent quality of clinical care throughout the system.Coordinates and 

manages expectations of multi-disciplinary project stakeholders.Participate as a member of the service-line team in implementing short and long-term plans designed to enhance University of Texas Southwestern Hospital's competitive 

position in the marketplace.Manages the clinical projects for both the Ambulatory Practice and University Hospitals to ensure that the project budget and target schedule are met.Assist in cost consolidation, product standardization 

initiatives.Develop scorecards and metrics to evaluate performance and contribute to high patient and customer satisfaction.Ensure all regulatory and compliance standards are met.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires integration of service-line goals into the project scope and deliverablesDevelopment of metrics to track progress towards goalsWork requires exercise of considerable judgment. Work requires possessing knowledge of 

product application Work requires effective communication and interpersonal skillsWork requires computer skills in Microsoft Excel, Word, and Project.Work requires problem-solving sillsWork requires time management skillsWorking 

ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice 

President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, 

religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

PROJ MGR ACADEMIC AFFAIRS 9898 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and four years of project management/construction experience required.  Master's degree and Project Management Certifications preferred. Related operational experience may substitute for Master's degree. Job Duties  1.Assists 

in the management and strategic development of major campus wide projects and new campus-wide programs and initiatives.2.Develops and maintains project work plans to measure and manage progress against the budget/plan.3.Acts as a 

liaison from departments to Provost Administration.4.Coordinates for interdisciplinary project teams to resolve project team conflicts and builds consensus. Ensures that the projects stays on schedule and within budget.5.Exercises decision-

making and problem solving skills to meet project target deadlines and budgets.6.Manage and direct staff in matrix organization.7.Assists with development of project scope and budget for all projects.8.Communicates to executive leadership 

project timelines, budget, and any changes in scope.9.Manages approved projects to ensure that the budget and target schedule are met.10.Coordinates and manages expectations of multi-disciplinary project stakeholders (Faculty, 

Department Administrators, Physical Plant, Senior Leadership, Interior Design Committee, Information Resources, and Central Administration etc.).11.In consultation with project stakeholders, creates work plans, time schedules, and 

responsibilities for each project. Attends and facilitates project team meetings according to project schedule.12.Resolves conflicts and/or develops potential solutions for meeting project goals.13.Completes all administrative tasks to launch 

and review projects.14.Works with Provost Administration on funding issues as applicable. Manages communications among all project stakeholders to ensure expectations are met.15.Provides reports to executive leadership as needed.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



PROJ MGR FACILITIES 5005 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 6B1 Maintenance/Craft-Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general direction of the 

Director of Renovation Program to provide Project Management services for renovation projects up to $4M and occasionally projects of greater value. The primary purpose of the Project Manager position is to provide project management 

expertise for multiple assigned projects. Experience and EducationBachelor's degree in Architecture, Engineering, and Construction Management preferred with a minimum of four (4) years of project management/construction experience 

required or equivalent industry related experience and knowledge without a degree. Design and Construction experience with academic healthcare and/or research facilities and/or project management/construction management experience 

with a focus in healthcare, academic, and/or research facilities preferred. Job DutiesResponsible for overall project management to include scope definition, budgets, change orders, schedule, contractor GMP's, contract management and 

quality control in compliance with industry and institutional standards.Must have strong organizational skills for managing multiple projects and compiling project data. Must have strong written and verbal skills for project reporting including 

to Executive leadership of the organization.Manages less complex major capital projects up to $4M and occasionally projects of greater value.Ensures that projects are successfully completed on schedule, within the approval budget and in 

accordance with applicable quality standards.Guides and manages the Project Team (customers, General Contractor/Construction Manager, Consultants, CIP Construction Services internal resources and Facilities Management groups) to yield 

productive actions through conflict management and use of good written and verbal communication to ensure a successful project completion.Manages A/E teams, construction teams, internal and external project management teams, 

internal teams, third party consultants, etc. to ensure compliance with design specifications, schedules, and contractual commitments as it pertains to the project.Manages contractual compliance and relationships for the assigned projects. 

Defines & implements contractual and financial strategies. Coordinate approval procedures with the BOR, and THECB and associated State Agencies. Works collaboratively with Purchasing in the preparation of necessary documentation for 

contract award. Supports the ROCIP (as required) and HUB program on the selected projects.Develops and manages project documentation, record keeping, financial and activity status reports that are accurate, up-to-date, clear and complete 

in support of the decision making, issue solving and informing processes of a project.Ensures that the project documentation records are organized and stored properly.Ensures compliance with, and adheres to, current institutional and 

industry standards.Close out projects to ensure documents are uploaded to eBuilder and properly issued to Facilities Management.Monitor the status of project permits and inspections to ensure that they are completed and properly 

documented.Address and manage critical issues impacting project quality and safety.Demonstrate strong leadership in managing all consultants, contractors, and project teams internal and external.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment. Work requires possessing knowledge of construction processes, product application and building/infrastructure component assembly.Work requires 

contact with general contractors, designers and end users. Work requires computer skills in Microsoft Excel, Word, and Project.Work requires knowledge of electrical, plumbing, and carpentry trades. Work may require experience as estimator 

or job superintendent.Work may require working supervision of staff in lower grade.Working ConditionsWork is performed on job sites with frequent exposure to disagreeable and/or hazardous elements such as noise, dust, radiation, noxious 

fumes, etc.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PROJ MGR HEALTH SYSTEM AFFAIRS 9820 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableSummaryWorks under minimal direction to 

provide project management expertise in management of one or more assigned projects in Health System Affairs. The Project Manager will lead system-level process and performance improvement initiatives at the department, service line or 

organizational level.Experience and EducationBachelor's degree in Business Administration, Public Health, Management Science, Engineering, Nursing, Social Sciences, or similar degree. Master's in related field or experience in a healthcare 

setting preferred. Four (4) years of relevant experience required. Eligibility for and plans to obtain project management certification desired. Advanced degree may be used in lieu of years of experience.Job Duties1. In collaboration with senior 

management owners and stakeholders from various departments, define project scope, goals and deliverables that support Health System performance improvement goals; develop full-scale project plans and associated communications 

documents; communicate effectively project expectations to team members and stakeholders in a timely and clear fashion.2. Work closely with project owners/stakeholders on an ongoing basis; estimate resources and participants needed to 

achieve project goals. Assess needs for additional staff and/or resources and communicate recommendations to senior management.3. Set and continually manage project expectations with team members and other stakeholders; delegate 

tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project team in collaboration with senior management; identify and manage project dependencies and critical paths.4. Plan and schedule 

project timelines and milestones using appropriate tools; track project milestones and deliverables; develop and deliver progress reports, proposals, requirements documentation and presentations.5. Help determine the frequency and 

develop the content of status reports from the project team, analyze results and troubleshoot problem areas; proactively manage changes in project scope; identify potential crises and devise contingency plans.6. Define project success criteria 

and disseminate them to involved parties throughout project life cycle.7. Build, develop and grow any relationships vital to the success of the project.8. Conduct post project reviews and create recommendations report in order to identify 

successful and unsuccessful project elements.9. Develop best practices and tools for project execution and management.10. May supervise staff in performance of duties. Provides advice and guidance to other project managers and 

specialists.**Other Duties: Performs other duties as assigned. Knowledge, Skills, & AbilitiesContent Knowledge and Technical Skills  Recognized within the immediate organization as "a person to ask" when difficult questions arise regarding 

areas of expertise Consistently provides practical/relevant ideas and perspectives on process or practice improvements which may easily be implemented Capable of coaching others in the application of this competency Participate in sernior 

level discussions regarding this competency Assist in the development of reference and resource materials in this competency Skilled with Microsoft Office applications  Knowledgeable on project management methodologies and tools 

Managerial Skills (includes Organizational Skills) Maintains and tracks multiple, concurrent project and initiatives Develops and maintains project schedules Provides project updates Coordinates and plans projects and initiatives Problem 

Solving/Critical Thinking Effectively utilizes analytical skills for issue resolution, enhancement, and development with limited oversight Team Building/Relationship Management Leads teams towards achieving organizational goals  Interacts 

with members in a tactful, pleasant, and effective way. Effective team player. Understands and makes effective use of team resources. Shares knowledge and ideas. Builds trust and rapport across stakeholders and quality initiatives based on 

mutual dependence and understanding Can be counted on to achieve results and meet deadlines Coaching/Mentoring/Development Develop self through self-study and formal training. Fosters relationships between self and mentors. Seeks 

mentoring relationships as role broadens. Works with mentors on development opportunities. Provides mentoring and guidance to less experienced staff. Leadership Exhibits confidence and poise when facing tough situations. Handles tough 

situations with emotional maturity. Communicates clearly and concisely. Uses sound reasoning and logical thinking to effectively persuad. Excels in solving critical problems and defining solutions. Supports department decisions surrounding 

policies and procedures among staff. The following is the acronym, "PACT", and is fundamental to all non clinical positions at UT Southwestern Medical Center: P-Problem Solving: Employees take ownership in solving problems effectively, 

efficiently, and to the satisfaction of customers, or managers. They show initiative in addressing areas of concern before they become problems. A-Ability, Attitude and Accountability: Employees exhibit ability to perform their job and conduct 

themselves in a professional and positive manner reflecting a professional environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who are our Customers? Anyone 

who requests our help, needs our work product, or receives our services. Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely delivery and communication. 

Sharing ideas with others helps expand our contribution to department goals.Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work product and customer service, and 

in maintaining a satisfying, caring environment for each other.Working ConditionsWork is performed on job sites with frequent exposure to disagreeable and/or hazardous elements such as noise, dust, radiation, noxious fumes, etc.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas 

PROJ MGR HUMAN RESOURCES 9501 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Human Resources or related field and six (6) years of human resource related project management experience required.  MBA preferred.  PMP or similar project management certification preferred. Job Duties  1.In collaboration with Vice 

Presidents, senior management, HR leaders and stakeholders from various functions and departments, assists with defining the project scope, goals and deliverables that support UT Southwestern human resource function's priorities and 

objectives; leads and manages projects after developing full-scale project plans and associated communications documents; accountable for delivery of project goals; effectively communicates project expectations to team members and 

stakeholders in a timely and clear manner.2.Works closely with project task owners/stakeholders on an ongoing basis; estimates resources and participates as needed to achieve project goals. Assesses needs for additional staff and/or 

resources and communicates recommendations to senior management.3.Sets and continually manages project expectations with team members and other stakeholders; delegates tasks and responsibilities to appropriate personnel; identifies 

and resolves issues and conflicts within a project team in collaboration with senior management; identifies and manages project dependencies and critical paths.4.Plans and schedules project timelines and milestones using appropriate tools; 

tracks project milestones and deliverables; develops and delivers progress reports, proposals, requirements documentation and presentations.5.Helps determine the frequencies and develops the content of status reports from the project 

team, analyze results and troubleshoots problem areas; proactively manages changes in project scope; identifies potential crises and devises contingency plans.6.In partnership with senior management owners and stakeholders, defines 

project success criteria and disseminate them to involved parties throughout project life cycle.7.Builds, develops and grows any relationships vital to the success of the project.8.Conducts post project reviews and creates recommendations 

report in order to identify successful and unsuccessful project elements.9.Develops best practices and tools for project execution and management.10.Provides coaching and support as necessary to Human Resources teams, as well as other UT 

Southwestern departments.11.May supervise staff in performance of duties.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

PROJ MGR OFFICE OF CLINICAL RESEARCH ADMINISTRATION 2037 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Project Manager is responsible for 

implementation and ongoing operational support of Research across all UT Southwestern premises. Implementation will include assessment of hardware and training needs and understanding and addressing person and process challenges in 

Research. The Project Manager must have in-depth training and extensive experience with electronic health records (EHR) and experience building collaborative relationships with research staff and leaders and supervise others. This Project 

Manager serves as the primary point of contact between the Office of Clinical Research leadership and the managers of all IR teams and will require minimal supervision. The Project Manager is also accountable for working with and facilitating 

processes to accomplish program and project objectives, managing change and resolving complex issues that span project teams and departments. This is accomplished by planning, organizing, directing and supervising program activities in a 

standardized, cost effective and productive manner to achieve customer satisfaction. This position relies on extensive experience and judgment to plan and accomplish goals on issues where analysis of situations or data requires an in-depth 

evaluation of variables. Experience and EducationBachelor's degree in related field plus six (6) years experience in a healthcare setting, including at least two (2) years experience in formal or informal project management. Master's degree in 

Business Administration preferred and or PMP certification preferred.Job DutiesManages a portfolio of research projects and completes/coordinates complex reports that directly support and involve the leadership and broader department-

related initiatives.Define project scope, goals and deliverables that support business goals in collaboration with manager and leadership; develop project plans, timelines, and associated communications documents; clearly and timely 

communicate project expectations to team members and management.Performs financial analysis and utilizes problem-solving methodologies to improve operations and coordination of services.Manages clinical research applications, along 

with the integration of business and financial systems. Set and continually manage project expectations with team members and other principals; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and 

conflicts within the project team; identify and manage project issues. Estimate resources and participants needed to achieve project goals, and secure buy-in from necessary participants. Compose, edit, or delegate responsibilities to create 

policy, procedure, and form documents based on project outcomes. Align business processes with systems changes and provide a mechanism to deliver information to staff and/or faculty as necessary.Regularly drafts, edits, and reviews 

documents, presentations, and spreadsheets for consistency, accuracy, and applicability.Conducts data gathering, assimilation, and analysis. Develop best practices and tools for project execution and management. Responsible for design, 

execution, and effectiveness of system of internal controls, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.Ensures compliance with applicable laws, 

regulations, policies, and procedures.Maintains confidentiality as appropriate.May supervise staff in performance of duties.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to ensure adherence to all policies 

and procedures of university.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires ability to work to garner consensus and acquiescence among various stakeholders.Work 

requires proven customer service, teamwork, and written and verbal communication skills.Work requires proven ability to handle multiple complex assignments.Work requires knowledge of personal computers.Work requires ability to plan, 

organize, coordinate, and oversee work of others as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of internal and external personnel and organizations.Work may require 

ability to monitor and maintain a budget.Working ConditionsWork is performed primarily in general office environment. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for 

Human Resources Administration or his/her designee.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

&iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender 

expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

PROJ MGR OFFICE OF COMMUNICATIONS, MARKETING, & PUBLIC AFFS 8169 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and six (6) years project management experience.  PMP or similar project management certification preferred. Job Duties  1.  Sets and implements strategy for successful completion of new and on-going projects. This includes 

project delivery timelines; identifying project risks and developing risk mitigation plans; and managing changes in project scope and providing alternate solutions.2.  Serves as owner for internal time tracking and project management, includes 

analyzing, designing, and managing enhancement requests. Deftly balances priorities so not only the most urgent work is completed, but also the most important.3.  Act as the project manager on larger and more complex projects.4.  Ensures 

clear communication among all groups involved in successful delivery of projects. This includes day-today communication with clients; coordination with other client services groups, vendors and partners; and communicating project 

milestones to internal and external stakeholders.5.  Possesses Strong relationship-management skills and the ability to address and resolve conflict while preserving key relationships6.  Provides training, technical support, and troubleshooting 

for the project management application.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROJ MGR QUALITY SCCC U1891 Y T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree in 

Nursing or other healthcare-related field required.  Master's degree and/or RN licensure preferred.Two (2) years of clinical operations experience, including at least two (2) years of EHR or other clinical information systems experience required.  

Additionally, a minimum of two (2) years of progressively responsible experience managing or coordinating clinical project management/performance improvement initiatives required.  Advanced degree may be considered in lieu of years of 

experience on a year for year basis.Must complete UTSW Clinical Safety and Effectiveness Course within one (1) year of hire. Job Duties  1.Collaborate with senior management and key stakeholders to help define project scope, goals and 

deliverables supporting UTSW Simmons Comprehensive Cancer Center Quality and Patient Safety initiatives and outcomes.  Integrate into teams of clinicians and administration using clinical knowledge and administrative experience.2.Develop 

full-scale project plans and associated communications documents; set and continually manage project expectations with team members and other stakeholders; delegate tasks and responsibilities to appropriate personnel.3.Estimate 

resources and participants needed to achieve project goals.  Assess needs for additional staff and resources, and communicate recommendations to management.  Identify and resolve issues and conflicts within the project team in 

collaboration with senior management.4.Establish project timelines and milestones using appropriate tools; track and report project milestones and deliverables; develop and deliver progress reports, proposals, requirements documentation 

and presentations; identify and manage project dependencies and critical paths.5.Define project success criteria and disseminate them to involved parties throughout project life cycle.8.Collaborate with Lean Six-Sigma, Performance 

Improvement, Hospital Quality, Ambulatory Quality, Information Resources and Clinical Informatics groups on project initiatives.9.Advocate the practice of project management, and work to demonstrate the value-added benefits of project 

management as a vehicle for organizational change.6. Establish and grow internal and external relationships vital to the success of a project. Conduct post project reviews and create recommendations reports identifying project successes and 

opportunities for improvement.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROJECT COORD - MED EQUIPMENT 5382 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SUMMARYWorks under general supervision to 

Director Medical equipment planningMINIMUM QUALIFICATIONSAssociates degree plus one (1) year coordinating a medium size hospital or clinic related project; plus three(3) Years working within a project team. Advanced degree may be 

used in lieu of years ofExperience on a year for year basis.ESSENTIAL FUNCTIONSJob Duties:Assist in maintaining and monitoring project plans, project schedules, work hours, budgets, and expenditures.Organizing, attending, and participating 

in stakeholder meetings to support project management team.Documenting and following up on important actions and decisions from meetings.Preparing necessary presentation materials for meetings.Ensuring project deadlines are 

met.Determining project changes.Provides administrative support as needed.Undertaking project tasks as required.Developing project strategies with guidance from project management team.Ensuring projects adhere to frameworks and all 

documentation is maintained appropriately for each project.Assess project risks and issues and provide solutions where applicable.Ensure stakeholder views are managed towards the best solution.Chair and facilitate meetings where 

appropriate and distribute minutes to all project team members.Serve as leader to logistics team in hospital/clinic activation.Assist in other duties as assigned by project management team.Maintains a strong relationship with medical 

equipment vendor installation teams.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESBasic knowledge of healthcare related medical equipment and devices.Basic knowledge of architectural blueprints and schematic 

designs.Basic understanding of medical equipment installation including mechanical, electrical, and plumbing.Exceptional verbal, written, and presentation skills.Adept understanding of medical equipment logistics and scheduling.Ability to 

work effectively both independently and as part of a team.Experience using computers for a variety of tasks.Competency in Microsoft applications including Word, Excel, and Outlook.Knowledge of file management, transcription, and other 

administrative procedures.Ability to work on tight deadlines.Ability to serve as leader and help facilitate new hospital/clinic activation.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, 

standing, bending, turning and stooping.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-

sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status.

PROJECT COORDINATOR I - COMMUNICATIONS, MARKETING, & PA 8685 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

direct the operation of basic program(s) or project(s), exercising independent judgment and authority as required.Experience and EducationHigh school diploma or equivalent with (3) three years of experience in project management or 

production coordination. Agency or in-house creative/marketing team experience a plus.Job DutiesResponsible for various project management duties, which require basic understanding of, and adherence to principles of project management; 

may perform project tasks as required by the project plan.Participates in the development, planning, and implementation of projects/programs. Assists and develops basic work plans, tracks progress, and delivers status reports. Assists project 

manager(s) to complete projects according to scope and schedule.Coordinates internal resources and third parties/vendors for execution of projects.Tracks, analyzes, and reconciles expenditures and procurements on a monthly basis; reports 

on blockages, risks, overflows, and/or deficits to department and project budgets and other accounts as assigned to department.Creates and maintains comprehensive project documentation. Plans and coordinates projects, meetings, 

appointments, conferences, seminars, and workshops as needed.Develops all types of correspondence. Provides professional support for special projects, which include editorial and administrative support for proposals and business plans; 

prepares materials for oral and/or written presentations, meetings, and conferences; performs internet research.Assists with training, technical support, and troubleshooting for the project management application.Performs other duties 

assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires strong verbal communication skills and response to customers.Work requires ability to manage and prioritize multiple ongoing projects.Working 

ConditionsWork is performed primarily in a general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an 

equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PROJECT COORDINATOR II - COMMUNICATIONS, MARKETING, & PA 8681 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent with (6) six years of experience in project management or production coordination.  Agency or in-house creative/marketing team experience a plus. Job Duties  1.  Responsible for various project management duties, which require 

thorough understanding of, and adherence to principles of project management; may perform project tasks as required by the project plan.2.  Participates in the development, planning, and implementation of projects/programs.3.  Develops 

work plans, tracks progress, and delivers status reports.4.  Assists project manager(s) to complete projects according to scope and schedule.5.  Coordinates internal resources and third parties/vendors for execution of projects.6.  Tracks, 

analyzes, and reconciles expenditures and procurements on a monthly basis; reports on blockages, risks, overflows, and/or deficits to department and project budgets and other accounts as assigned to department.7.  Creates and maintains 

comprehensive project documentation.  Plans and coordinates projects, meetings, appointments, conferences, seminars, and workshops as needed.8.  Develops all types of correspondence. Provides professional support for special projects, 

which include editorial and administrative support for proposals and business plans; prepares materials for oral and/or written presentations, meetings, and conferences; performs internet research.9.  Assists with training, technical support, 

and troubleshooting for the project management application.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROJECT MANAGER 1984 N 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

assist in project development while exercising independent judgement and authority as required. Manage overall project and program development activities. Experience and EducationBachelor's degree in Business Administration, Health Care 

Administration, Education/Social Science, or related field and five (5) years experience in medical administration that includes people leadership and project management required. Education may be considered in lieu of experience.Master's 

degree preferred.Job DutiesExercises decision-making and problem-solving skills to manage portfolio of projects to include all process development initiatives from design to implementation. Serves as point-of-contact for the business unit for 

the receipt, coordination and analytical preparation of information. Tasks include, but not limited to monitoring and maintaining all project intake submissions, establishment of work-flows across the business unit as a whole which includes 

ambulatory, basic and clinical science, and administrative. Develops and maintains project work plans to measure and manage progress against budgets, project scopes, goals, timelines and deliverables clearly communicating project 

expectations to team members and management.Ensures compliance with applicable laws, regulations, policies and procedures. Develops best practices and tools for execution of program requirements and goals. Aligns business processes, 

clinical care/standards and research practices with institutional and national standards and provides mechanism to deliver information to staff/faculty as necessary. Recommends and develops new policies and procedures for improvement of 

program activities.Develops, cultivates, and maintains working relationships with internal and external agencies and other organizations and institutions associated with the Chairman's Office. May represent the Department Administrator as a 

liaison to Medical Directors, residents, staff, institutional and external departments and University administration in support of departmental goals and objectives.Will independently audit departmental processes and offer recommendations 

for process improvement and efficiency. Provides standard and ad hoc reports to business unit leadership as needed.Performs other duties as required.Knowledge, Skills & AbilitiesWork requires good verbal and written communication and 

interpersonal skills.Work requires ability to review, recommend, develop and implement project plans.Work requires ability to develop, track and manage program/project budgets.Work requires strong attention to detail.Work requires 

demonstrated ability to lead a team.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion/.

PROJECT MANAGER - DESIGN 5085 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under minimal direction to 

provide professional coordination services for architectural design and standards development projects.Provides assistance to the institution in defining process improvement and strategies for mid and long range project efforts. Experience 

and EducationBachelors' degree of Architecture or related design field and five (5) years professional level experience in related industry field. Architectural Design Project Management experience is preferred.Job DutiesManages project 

coordination of several design disciplines including; Interior Architecture, Life Safety, Information Resources and Facilities Management and in accordance with policies and standards.Manages construction activities of several trades as it 

relates to construction of campus signs and applications of design standards on other specialty projects.Reads and interprets architectural plans and contract documents related to coordination of design projects and standardization 

efforts.Coordinates scheduling of other FM stakeholders for review of and maintenance of architectural and structural specifications.Manages AE consultants who will assist in review and maintenance of architectural and structural 

specifications.Manages AE standardization efforts as it relates to Life Safety and Codes in drawings and specifications. Coordinates with vendors including AE consultants all necessary site visits to ensure adherence to design guidelines and 

specifications of design projects.Coordinates with AE consultants all necessary design standards documentation to adhere to design guidelines and specifications on contract documents.Maintains project tracking in departmental related 

programs for associated job duties.Monitors budgets and POs of AE consultants for timely delivery of standards, specifications review, updates and coordination related to architecture and structural design.Proactively seeks to understand the 

needs of our customers and provide the highest standards of service.Evaluates, recommends, and executes continuous improvements to policies, procedures and guidelines.Performs other duties as assigned.Knowledge, Skills, & AbilitiesWork 

requires exercise of considerable judgment in application of procedures, techniques, or practices to work problems. Proficiency in MS Office and Autodesk AutoCAD is preferred, plus a willingness to learn software specific to UT Southwestern 

preferred.Excellent communication skills, both verbal and written.Work requires communication with departmental representatives and outside vendors.Working ConditionsWork is performed primarily in indoors. Occasionally exposure to 

construction job sites.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.



PROJECT MANAGER - OPIOID SAFETY 9806 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Opioid Safety Project Manager will 

report directly to the Director of Opioid Safety within the Quality and Operational Excellence Department. Works under minimal direction to conduct investigations and provide project management expertise in management of one or more 

assigned project related to the chain of custody of controlled substances. Will have a solid understanding of data collection and data analysis related to opioids and other controlled substances that are removed for an automatic medication 

dispensing machines. Clinical experience, knowledge and utilization of process improvement tools are highly desirable. EPIC is used heavily in this role, experience with this is strongly preferred.Experience and EducationBachelor's degree in a 

related field and four (4) years of relevant experience required. Master's degree in a related field or experience in a healthcare setting preferred. Eligibility for and plans to obtain project management certification desired. Advanced degree may 

be used in lieu of years of experience.Job DutiesConducts investigations into controlled substance incidents as directed by the Director of Opioid Safety and the Senior Project Manager.Assists in investigation of concerns as they relate to breaks 

in chain of custody of controlled substance issues and assist in implementing appropriate courses of action, taking corrective action in situations requiring immediate intervention, and optimizing service satisfaction of patients, families, 

providers, and staff. Completes and maintains files and documentation related to investigations.Attends scheduled case reviews and other meetings when consulted and/or appropriate.Provides controlled substance education and 

consultation to stakeholders on an ongoing basis.In collaboration with senior management owners and stakeholders from various departments, define project scope, goals and deliverables that support Health System performance 

improvement goals; develop full-scale project plans and associated communications documents; communicate effectively project expectations to team members and stakeholders in a timely and clear fashion.Work closely with project 

owners/stakeholders on an ongoing basis; estimate resources and participants needed to achieve project goals. Assess needs for additional staff and/or resources and communicate recommendations to senior management.Set and continually 

manage project expectations with team members and other stakeholders; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project team in collaboration with senior management; 

identify and manage project dependencies and critical paths.Plan and schedule project timelines and milestones using appropriate tools; track project milestones and deliverables; develop and deliver progress reports, proposals, requirements 

documentation and presentations.Help determine the frequency and develop the content of status reports from the project team, analyze results and troubleshoot problem areas; proactively manage changes in project scope; identify 

potential crises and devise contingency plans.Define project success criteria and disseminate them to involved parties throughout project life cycle.Build, develop and grow any relationships vital to the success of the project.Conduct post 

project reviews and create recommendations report in order to identify successful and unsuccessful project elements.Performs other duties as assignedKnowledge, Skills & AbilitiesWork requires exercise of considerable judgment. Work 

requires possessing knowledge of construction processes, product application and building/infrastructure component assembly.Work requires contact with general contractors, designers and end users. Work requires intermediate computer 

skills in Microsoft Excel, Word, and Project.Working ConditionsWork is performed on job sites with frequent exposure to disagreeable and/or hazardous elements such as noise, dust, radiation, noxious fumes, etc.Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

PROJECT MANAGER - QUALITY & OPERATIONAL EXCELLENCE 9755 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3J1 Quality Assurance-Not PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

provide project management support to the Health System under the direction of Quality & Operational Excellence leadership. Experience and EducationBachelor's degree in Business Administration, Public Health, Management Science, 

Engineering, Nursing, Social Sciences, or similar degree with four years (4) of relevant experience. Master's degree in a related field or experience in a healthcare setting preferred. Advanced degree or certification(s) may be used in lieu of years 

of experience.Eligibility for and plans to obtain project management certification desired. Job Duties1. In collaboration with senior management owners and stakeholders from various departments, define project scope, goals and deliverables 

that support Health System performance improvement goals; develop full-scale project plans and associated communications documents; communicate effectively project expectations to team members and stakeholders in a timely and clear 

fashion. 2. Work closely with project owners/stakeholders on an ongoing basis; estimate resources and participants needed to achieve project goals. Assess needs for additional staff and/or resources and communicate recommendations to 

senior management. 3. Set and continually manage project expectations with team members and other stakeholders; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project 

team in collaboration with senior management; identify and manage project dependencies and critical paths. 4. Plan and schedule project timelines and milestones using appropriate tools; track project milestones and deliverables; develop 

and deliver progress reports, proposals, requirements documentation and presentations. 5. Help determine the frequency and develop the content of status reports from the project team, analyze results and troubleshoot problem areas; 

proactively manage changes in project scope; identify potential crises and devise contingency plans. 6. Define project success criteria and disseminate them to involved parties throughout project life cycle. 7. Build, develop and grow any 

relationships vital to the success of the project. Communicate project objectives and goals.8. Conduct post project reviews and create recommendations report in order to identify successful and unsuccessful project elements. 9. Develop best 

practices and tools for project execution and management. 10. May supervise staff in performance of duties. May provide guidance to other project managers and specialists. 11. Monitor resources and scope adherence of major initiatives and 

escalate any variances to Health System Leadership. Work with Health System Leadership to develop solutions to issues.12. Performs other duties as assigned. Knowledge, Skills & AbilitiesContent Knowledge:Recognized within your immediate 

organization as "a person to ask" when difficult questions arise regarding areas of expertise.You consistently provide practical/relevant ideas and perspectives on process or practice improvementsYou are capable of coaching others in the 

application of this competencyYou assist in the development of reference and resource materials in this competency.Technical Skills:Utilizes and incorporate Project Management Institute (PMI) best practices and technical Project 

Management toolsAble to use many performance improvement tools within his/her project(s) with minimal supportAble to identify and recommend alternate processes and potential solutions when barriers ariseManagerial 

Skills/Organizational SkillsEffectively manages time and schedule for self and coordinates with project stakeholders to meet deliverable(s) expectations.Effectively maintains and tracks multiple, concurrent projects and initiatives with 

ease.Problem Solving/Critical ThinkingEffectively utilize analytical skills for issue resolution, enhancement, and development with minimal oversight.Mitigate and provide creative recommendations as issues and risks arise; source solutions 

without compromising the quality of the project and/or team morale. Team Building/Relationship ManagementInteracts with members in a tactful, pleasant, and effective way. Collaborative team player.Understands and makes effective use of 

team resources. Shares knowledge and ideas.Builds trust and rapport across stakeholders based on mutual dependence and understanding. Achieves results and meet deadlines.Coaching/Mentoring/DevelopmentDevelop self through self 

study and formal training. Fosters relationships between self and mentors. Seeks mentoring relationships as role broadens. Works with mentors on development opportunities. Provides mentoring and guidance to less experienced 

staff.LeadershipExhibits confidence and poise when facing tough situations and handles them with emotional maturity. Communicates clearly and concisely. Uses sound reasoning and logical thinking to effectively influence others.Able to solve 

critical problems and define solutions.Supports department decisions surrounding policies and procedures among staff.Working ConditionsThis job is majority remote with the occasional on-site presence for meetings and observations at 

department leadership's discretion.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PROJECT MANAGER ARC 9603 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUnder minimal direction, provides 

project management expertise in management of one or more assigned projects.Experience and EducationBachelor's degree in related field, plus five (5) years of experience in a healthcare or academic setting. MBA preferred. Evidence of 

progressive responsibility and project management preferred.Job DutiesWorks with other departments to coordinate ARC renovation processes from design to completion.Works with Administration concerning all ARC renovations 

processes.Develops and maintains project work plans within ARC to measure and manage progress against the budget/plan.In discussion with ARC Leadership to create work plans, time schedules and responsibilities for each project. Attends 

and facilitates all ARC project team meetings according to project schedule.Exercises decision-making and problem solving skills to meet ARC target deadlines and budgets. Reports to ARC Leadership as needed.Assists with development of 

project scope and budget for renovations within the Animal Resource Center.Communicates to ARC leadership project timelines, budget, and any changes in scope.Manages approved ARC projects to ensure that the budget and target schedule 

are met.Coordinates and manages expectations of all ARC project associates (Department Administrators, Physical Plant, Senior Leadership, Interior Design Committee, Information Resources, etc.).Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires exercise of considerable judgment. Work requires the ability to be organized, knowledgeable and able to multitask.Work requires ability to be good communicator, strong leader and effective problem-

solver.Work requires responsibility for review, recommendation, development, and implementation of policies related to program.Work requires contact with general contractors, designers and end users. Work requires computer skills in 

Microsoft Excel, Word, and Project.Work may require working supervision of staff in lower grade.Working ConditionsWork is performed primarily in general office environment or health care environment.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

PROJECT MANAGER AUDIT 9189 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3C4 Prof Accounting-Rev Analyst PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under moderate supervision to 

assist with auditing activities of UT Southwestern Medical Center, in partnership with the selected third-party Internal Audit partner. Conducts auditing assignments to determine effectiveness of controls and ensure compliance with 

established policies and procedures.Experience and EducationBachelor's degree in accounting, business administration, information systems, or related area; Master's degree or professional certification as a Certified Internal Auditor (CIA) or 

Certified Public Accountant (CPA) is preferred. Three (3) years audit experience required. Healthcare or higher education industry experience is highly desireable.Job DutiesActs as a liaison between UTSW and the selected third-party Internal 

Audit partner to perform internal audits, follow-up reviews and consulting engagements relative to UTSW operations.Coordinate audit activities on behalf of the selected third-party Internal Audit partner, including access requests, stakeholder 

introductions, and scheduling meetings.Prepares and reviews audit programs and work papers to ensure findings and recommendations are adequately documented and audit work is performed according to appropriate auditing standards 

and prescribed Internal Audit departmental policies.Develops and reviews audit reports or memorandum to support audit conclusions and provide summary of consulting engagements with particular regard to achieving understandability of 

audit issues and recommendations by all levels of management and the board.Performs data analytics as part of internal audits, investigations, continuous monitoring or upon special requests.Conducts and/or participates in meetings with 

clients, UTSW administration and department personnel to discuss audits, consulting engagements, system implementations or other matters. Establishes and maintains effective working relations with clients and department 

personnel.Assists audit management in the development of the Audit risk assessment and audit plan and serves as technical subject matter expert to assist audit management in providing technical guidance to audit team and business 

management.Provides working supervision to assigned auditors, including performance evaluations at completion of each audit.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to ensure adherence to all 

policies and procedures of university,. Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires proven supervisory, customer service, written and verbal communication skills. 

Effective negotiating skills to communicate and interact with senior management team physicians.Work requires proven ability to handle multiple complex assignments. Planning and problem skills with results driven solutions.Work requires 

knowledge of personal computers.Work requires ability to plan, organize, coordinate, and supervise work of employees as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of 

internal and external personnel and organizations.Work requires ability to work with confidential information as appropriate.Working ConditionsWork is performed primarily in general office environment. Any qualifications to be considered as 

equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PROJECT MANAGER CLINICAL RESEARCH 4379 N 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWork under moderate supervision to 

initiate and manage research projects and programs within a department.Experience and EducationBachelor's degree in related field, plus five (5) years' experience in clinical research, including at least three (3) years' experience in project 

management, which may include management of specific clinical trials or clinical trials-related programs. Applicants should have at least one year of experience in managing clinical trials or programs. Advanced degree preferred. Job DutiesFor 

new research projects or programs, define project/program scope with the PI, goals and deliverables that support business goals in collaboration with the Clinical Research Manager, Clinical Department Administrator, and Vice Chair/Chair; 

assist PI to develop project plans, timelines, and associated communications documents; clearly and timely communicate project expectations to team members and management.Estimate research resources and personnel needed to achieve 

project/program goals, and work with CRM to help allocate from within the department or externally.Set and continually manage research project expectations with PIs and other team members; delegate tasks and responsibilities to 

appropriate personnel; identify and resolve issues and conflicts within the research team or program; identify and manage related issues.Plan and schedule project timelines and milestones using appropriate tools; track project milestones and 

deliverables; develop and deliver progress reports.Compose, edit, or create research personnel training documents. Align business processes with systems changes and provide a mechanism to deliver information to staff and/or faculty as 

necessary. Develop best practices and tools for research project execution and management.Work with PIs on scientific writing in grant proposal development, IRB development.Coordinate execution of clinical trials following trial 

guidelines.May supervise staff in performance of duties.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires demonstrated advanced written and verbal communication skills.Work requires ability to prioritize and 

organize work to meet deadlines.Work requires strong analytical/problem solving skills.Ability to provide "customer service focus".Interpersonal and teamwork skills to contribute to objectives of organization.Adaptability/flexibility to react 

positively to changes in work environment.Initiative to improve productivity and quality of work.Ability to plan and organize work in logical and efficient manner.Working ConditionsWork is performed indoors in an office or clinical 

environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

PROJECT MANAGER CRI 2836 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide assistance to various levels of leadership in the department to manage department project development and resources from beginning through project completion. May supervise staff in performance of duties.Experience and 

EducationBachelor's degree in related field, plus five (5) years of experience in a healthcare or academic setting. Master's degree in Business Administration preferred. At least 4 years of experience in a research academic setting preferred. 

Evidence of progressive responsibility and project management preferred.Job DutiesManages a portfolio of projects and completes/coordinates complex reports that directly support and involve the leadership and broader department-related 

initiatives. Projects will be department related initiatives or multi-PI projects within the department or across multiple departments at the university.Defines project scopes, goals, timelines, and deliverables. Works directly with director to 

successfully complete projects. Perform financial analyses and problem-solving methods to improve operations and services of projects, programs or core facilities.Regularly drafts, edits, and reviews documents, presentations and 

spreadsheets for consistency, accuracy, and applicability.Assists in the planning, negotiating, and problem solving of various projects.Conducts data gathering, assimilation, and analysis. May perform financial analysis and utilizes problem-

solving methodologies to improve operations and coordination of services.Responsible for design, execution, and effectiveness of system of internal controls, which provides reasonable assurance that operations are effective and efficient, 

assets are safeguarded, and financial information is reliable.Responsible for budgets, allocations, and costs associated with projects. Ensures compliance with applicable laws, regulations, policies, and procedures.Define project scope, goals and 

deliverables that support business goals in collaboration with director and leadership; develop project plans, timelines, and associated communications documents; clearly and timely communicate project expectations to team members and 

management.Develop project plans, timelines, and associated communications documents; clearly and timely communicate project expectations to team members and management. Estimate resources and participants needed to achieve 

project goals, and secure buy-in from necessary participants. Set and continually manage project expectations with team members and other principals; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues 

and conflicts within the project team; identify and manage project issues. Plan and schedule project timelines and milestones using appropriate tools; track project milestones and deliverables; develop and deliver progress reports. Compose, 

edit, or delegate responsibilities to create policy, procedure, and form documents based on project outcomes. Align business processes with systems changes and provide a mechanism to deliver information to staff and/or faculty as necessary. 

Develop best practices and tools for project execution and management. Maintains confidentiality as appropriate.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to ensure adherence to all policies and 

procedures of university.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires ability to work to garner consensus and acquiescence among various stakeholders.Work requires 

proven customer service, teamwork, and written and verbal communication skills.Work requires proven ability to handle multiple complex assignments.Work requires knowledge of personal computers.Work requires ability to plan, organize, 

coordinate, and oversee work of others as necessary to ensure desired results are achieved.Work may requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to work 

with confidential information as appropriate.Work may require ability to monitor and maintain a budget.Working ConditionsWork is performed primarily in general office environment. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

PROJECT MANAGER DSRIP 2820 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and three years of project management experience required. A related advanced degree may be used in lieu of experience. Job Duties  1.Manage 3-5 DSRIP projects under the direction of the DSRIP Manager or Assistant 

Director.2.Manage Stakeholder and Project leadership relationships.3.Develop and maintain project work plans to measure and manage progress against the budget/plan.4.Provide reports to executive leadership as 

requested/needed.5.Exercise decision-making and problem solving skills to meet project targets, deadlines and budgets.6.Assist with development of project scope and budget.7.Facilitate team meetings between stakeholders, project leaders, 

and the DSRIP team.8.Communicate regularly with project analysts and leaders to insure deadlines and targets are met.9.Resolve conflicts and/or develops potential solutions for meeting project goals.10.Stay abreast of Clinical Operations to 

ensure project metrics and budgets are being met.11.Assist in budget planning and monitoring activities.12.Perform online reporting to the Texas Health and Human Services Commission.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROJECT MANAGER HLV/SOTP U3135 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree in 

Business, Finance or related field.  Master's degree in Business Administration is preferred.  Advanced degree may be used in lieu of years of experience on a year for year basis. 2-3 years of managing healthcare related projects.

Proficient in spreadsheets, planning software.  Must be able to read, write and communicate in English. Job Duties  1.  Provide the leadership framework for planning, directing, coordinating and completing projects that are responsive to the 

Service Line needs.  May supervise staff in performance of duties.2.  Develop full-scale project plans and associated communication documents; communicate project expectations effectively to team members and stakeholders in a timely and 

clear fashion.3.  Estimate resources and participants needed to achieve project goals.  Assess needs for additional staff and/or resources and communicate recommendations to senior management.4.  Set and continually manage project 

expectations with team members and other stakeholders; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project team in collaboration with senior management.5.  Plan and 

schedule project timelines and milestones using appropriate tools; track project milestones and deliverables; develop and deliver progress reports, proposals, requirements documentation and presentations.  **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROJECT MANAGER MEDICAL EQUIPMENT 5393 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBS or BA in Business, 

Finance or Related Field or Three years project planning and analysis preferably in a health care environment. Must be able to read, write and communicate in English. Proficient in spreadsheets, planning software.Job DutiesProvide the 

leadership framework for planning, directing, coordinating and improving projects that are responsive to the needs of University of Texas Southwestern Hospitals.Assumes project hand-offs from Health System Planning team for all approved 

and funded clinical projects involving major medical equipment purchases, new construction, and/or renovation of existing clinical facilities.Assist in the development and implementation of strategic initiatives, budget preparation and 

business plans within Support Services division.Communicate issues identified by front line staff related to new administrative or departmental initiatives.Undertake special projects at the request of the AVP of Support Services.Support, 

execute and monitors Six Sigma/Lean/Process Improvement projects.Work collaboratively to ensure consistent quality of clinical care throughout the system.Coordinates and manages expectations of multi-disciplinary project stakeholders 

(Physicians, Clinical staff, Physical Plant, Budgeting, senior management, Interior Design Committee, Health System Planning, etc).Participate as a member of the support services team in implementing short- and long-term plans designed to 

enhance University of Texas Southwestern Hospital's competitive position in the marketplace.Manages the clinical projects for both the Ambulatory Practice and University Hospitals to ensure that the project budget and target schedule are 

met.Assist in cost consolidation, product standardization and supply chain initiatives.Develop scorecards and metrics to evaluate performance and contribute to high patient and customer satisfaction.Ensure all regulatory and compliance 

standards are met.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROJECT MANAGER OB/GYN 2835 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under minimal 

supervision to the Vice-Chair and/or Business unit Administrator in project development while exercising independent judgment and authority as required.Experience and EducationBachelor degree in Business Administration, Health Care 

Administration, Education/Social Science, or related field, and five (5) years' experience in appropriate field. MBA preferred. PMI or PMP certification preferred.Job DutiesExercises decision-making and problem-solving skills to manage portfolio 

of projects to include all process development initiatives from design to implementation. Serves as point-of-contact for the business unit for the receipt, coordination and analytical preparation of information. Tasks include, but not limited to 

monitoring and maintaining all project intake submissions, establishment of work-flows across the business unit as a whole which includes ambulatory, basic and clinical science, and administrative. Develops and maintains project work plans 

to measure and manage progress against budgets, project scopes, goals, timelines and deliverables clearly communicating project expectations to team members and management.Responsible for planning, creating and maintaining business 

unit website and pages, many of which combine text with sounds, pictures, graphics and video clips according to UT standards. Responsible for creating the design and layout of website and/or web pages. Tasks include but not limited to 

working on a brand new website or updating an existing site. Ensures that the business unit's messages are well-suited to target audiences and represent the views of the organization; analyzes data to improve communication strategies; to 

ensure the effectiveness of programs or operations in meeting established goals and objectives of the business unit.Works with business unit leadership team to plan new ambulatory sites; working with Central Administration regarding real 

estate, creation of Epic business unit, chart of accounts, etc. Researches, analyzes, distills and presents complex information in a variety of areas, (e.g., basic research, clinical research, ambulatory and/or administrative). Tasks include, but not 

limited to qualitative/quantitative analysis, communication strategies; ability to edit manuscripts and other documents written by subject-matter experts, etc.Assists in defining goals to be met on major program issues, recommends courses 

of action and implements the course of action chosen by business unit leadership. Develops detailed plans, goals and objectives for long-range and short-range implementation, administration and change for the business unit.Provides 

standard and ad hoc reports to business unit leadership as needed.Performs other duties as required.Knowledge, Skills & AbilitiesWork requires good verbal and written communication and interpersonal skills.Work requires ability to read, 

write, analyze data, develop plans and procedures, and coordinate resources to accomplish goals.Work requires responsibility for review, recommendation, development, and implementation of policies related to program.Work requires 

responsibility for development, maintenance, and tracking of program accounts/budgets.Working ConditionsWork is performed primarily in general office or health care environment.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

PROJECT MANAGER RADIATION ONCOLOGY 8164 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor degree in 

Business Administration, Health Care Administration, Education/Social Science, or related field, and five (5) years experience in appropriate field. MBA preferred. PMI or PMP certification preferred. Job Duties  1.Represents and leads projects 

within department and engages support of University areas such as Financial Planning, Capital Improvement Projects (CIP), Contracts and external vendors and consultants for various projects.2.Oversees master schedule and project progress. 

Monitor and update project milestone schedule for all projects and provide progress reports to Department Sr. Leadership. Manage project development deliverables in accordance with the schedule in conjunction with internal resources such 

as Financial Planning and CIP. Monitor progress of external vendors and consultants.  Monitor change orders and change estimates applicable to projects. Analyze cost and schedule issues and initiate alternatives which will cause a course 

correction. Develop add value innovation program and publicize to obtain ideas from all project. Assist and monitors Value Engineered (V.E.) activities and reports to Department Sr. Leadership. Lead and facilitate meetings such as kick off 

meeting, planning session, and other coordination meeting.3.Establishes program goals and objectives and directs program evaluation and quality control activities; develops and/or approves schedules, priorities, and standards for achieving 

goals; provides supervision to program staff.4.Responsible for design, execution, and effectiveness of system of internal controls, which provides reasonable assurance that operations are effective and efficient, assets are safeguarded, and 

financial information is reliable.5.Business Planning - Works with Director to develop business plan and operation plan outline. Review and comment on feasibility studies. Serves as guide to find and create viable business model based on 

market needs.6.Innovative Approach - Apply and lead innovative project approach such as Integrated Project Delivery (IPD), Lean process, and Modular system. Serves as guide to build PM platforms of innovative approach.7.Organization and 

Personnel Management - Plan and manage manpower and resource with the assistance of the Department's Admin. Coordinator for Project and Program Development. Build suitable project management team for each phase. Assess team 

members abilities and assign them on appropriate responsibilities.8.Network Management - Build and maintain relationship with clients. Expand networks and source new projects. Build relationship with global hospital operators and other 

healthcare organization.9.Contract Management - Review and analyze proposals. Review and analyze MOU and other contract documents. Negotiate terms and conditions with external resources as directed by Department Sr. Leadership and 

University Contracts guidelines.10.Internal Communication - Report project status to team leaders and executive members of the Department. Coordinate with other departments such as Financial Planning, CIP, and Contracts.11.Ensures 

compliance with applicable laws, regulations, policies, and procedures.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.



PROJECT MANAGER SCCC CLINICAL RESEARCH OFFICE 4370 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

related field, plus five (5) yrs experience in clinical research, including at least three (3) yrs experience in project management, which may include management of specific clinical trials or clinical trials-related programs. May consider additional 

years of experience in lieu of education. Applicants should have at least one year of experience in managing Oncology clinical trials or programs. Advanced degree preferred.Job DutiesWork under moderate supervision to initiate and manage 

Clinical Research Office (CRO) projects and programs.1. For new projects or programs, define project scope, goals and deliverables that support business goals in collaboration with the Manager, CRO Operations and Associate Director of the 

CRO; develop project plans, timelines, and associated communications documents; clearly and timely communicate project expectations to team members and management.2. Estimate resources and participants needed to achieve project 

goals, and secure buy-in from necessary participants.3. Set and continually manage project or program expectations with team members and other principals; delegate tasks and responsibilities to appropriate personnel; identify and resolve 

issues and conflicts within the project team or program; identify and manage related issues.4. Plan and schedule project timelines and milestones using appropriate tools; track project milestones and deliverables; develop and deliver progress 

reports.5. Compose, edit, or delegate responsibilities to create policy, procedure, and form documents based on project outcomes. Align business processes with systems changes and provide a mechanism to deliver information to staff and/or 

faculty as necessary.6. Develop best practices and tools for project or program execution and management.7. May supervise staff in performance of duties.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROJECT MEASUREMENT SPECIALIST U5553 Y T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3K Regulatory Compliance Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleU5553 - Project Measurement SpecialistSalarySalary 

Negotiable Job SummaryServes as a resource for the department and external departments, providing on-going reporting assistance and recommendation. Uses leadership, mentoring, education and role modeling skills to guide staff in 

translating evidence into practice to improve patient care and outcomes.Experience and EducationBachelor's degree and related experience required. Master's degree preferred. Related experience in health care, academic, or publications 

environment strongly preferred. Must have a minimum of three (3) years' experience in a hospital/clinical setting.Job DutiesAnalyzes, coordinates, and evaluates patient safety and hospital accreditation operations and procedures.Works in 

collaboration with all disciplines and functions to support, maintain and improve processes.Coordinates data review to assist Accreditation and Patient Safety team in developing, implementing, forecasting and reporting of measurements. 

Prepare deliverables in coordination with team members and recommend efficiency opportunities by alerting, troubleshooting, and planning.Develop, prepare, and maintain departmental dashboards to ensure weekly and monthly reports are 

validated and ready for use. Develops, cultivates, and maintains working relationships with internal departments and other organizations associated with and/or receiving benefits from work performed by the Department of Accreditation and 

Patient SafetyEstablishes project goals and objectives, directs accreditation and patient safety reporting project activities; develops schedules, priorities, and standards for achieving goals.Participates in conferences; presents data and project 

information.Responsible for design, execution, and effectiveness of system of internal controls, which provides reasonable assurance that reports are effective, reliable, and efficient.Reads literature and attends functions to keep abreast of 

relevant scientific and technical developments related to projects.Develops or oversees development and maintenance of projectsPerforms other duties as assignedKnowledge, Skills & AbilitiesMust have excellent oral and written skills Must 

have good organizational skills Must be able to communicate effectively with all levels of internal and external personnel. Must have excellent presentation skills and personal computer skills in MS Word, Power Point, and Excel software 

including working knowledge of EPIC Must be able to prepare project schedules, and reports Must be able to evaluate practice for evidence of Best PracticeUT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

PROJECT MGR DEPARTMENTAL IT 9386 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H2

Prof Services-Pgrm/Proj 

Coord TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

plus three (3) years managing  information technology related projects; plus ten (10) years working within a technology team. Advanced degree may be used in lieu of years of experience on a year for year basis. Job Duties  Define project 

scope, goals and deliverables that support business goals in collaboration with senior departmental management and stakeholders; develop full-scale project plans and associated communications documents; communicate effectively project 

expectations to team members and stakeholders in a timely and clear fashion.Liase with project stakeholders on an ongoing basis; estimate resources and participants needed to achieve project goals.Negotiate with other departmental 

managers for the acquisition of required personnel; determine and assess needs for additional staff and/or consultants and make the appropriate recruitments if necessary during project cycle.Set and continually manage project expectations 

with team members and other stakeholders; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project team.Identify and manage project dependencies and critical path.Plan and 

schedule project timelines and milestones using appropriate tools; track project milestones and deliverables; develop and deliver progress reports, proposals, requirements documentation and presentations.Determine the frequency and 

content of status reports from the project team, analyze results, and troubleshoot problem areas; proactively manage changes in project scope, identify potential crises and devise contingency plans.Define project success criteria and 

disseminate them to involved parties throughout project life cycle.Build, develop and grow any business relationships vital to the success of the project.Conduct post project post-mortems and create recommendations report in order to 

identify successful and unsuccessful project elements.Develop best practices and tools for project execution and management.May supervise staff in performance of duties.  **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PROJECT SPECIALIST - HEALTH SYSTEM AFFAIRS 9821 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in a 

related field and two (2) years of relevant experience required. Master's degree in a related field or prior internship/fellowship experience in a healthcare setting preferred. Advanced degree may be used in lieu of years of experience.Additional 

experience may be considered in lieu of minimum requirements.Job Duties1. Leads projects/initiatives utilizing project management tools, techniques, and methodologies. Responsible for various project management duties, which require 

thorough understanding of, and adherence to principles` of project management; may perform project tasks as required by the project plan.2. Responsible for documenting project risks, issues, assumptions, & scope. Identify & propose project 

resourcing. Update stakeholders with status reports.3. Responsible for working with Health System operations to perform current state assessment and document business case, workflows, and projected business results for strategic 

initiatives.4. Responsible for performing project tasks including basic business process analysis, creation of training and change management plans, as well as other operating support activities that are required to implement major initiatives.5. 

Worksto monitor budget, timeline and scope adherence of major initiatives and escalate any variances to Health System Leadership.6. Coordinates with various departments to ensure universal applications of policy; develops and implements 

procedures to ensure efficiency.7. Define project success criteria and disseminate them to involved parties throughout project life cycle. Facilitates meetings throughout the project planning and implementation.8. Build, develop and grow any 

relationships vital to the success of the project.9. Conduct post project reviews and create recommendations report in order to identify successful and unsuccessful project elements.10. Assist in development of best practices and tools for 

project execution and management.11. May supervise staff in performance of duties.12. Performs other duties as assigned.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

PROJECT SPECIALIST - QUALITY & OPERATIONAL EXCELLENCE 9753 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under direct supervision to 

provide project management support to the Health System under the direction of Quality & Operational Excellence leadership. Experience and EducationBachelor's degree in Business Administration, Public Health, Management Science, 

Engineering, Nursing, Social Sciences, or similar degree with limited to two years (0-2) of relevant experience. Master's degree in a related field or prior internship/fellowship experience in a healthcare setting preferred. Job DutiesResponsible 

for various project management duties, which require thorough understanding of, and adherence to principles of project management; may perform project tasks as required by the project plan.Responsible for documenting project scope, 

project resourcing and project management reporting for major initiatives.Responsible for working with Health System to perform current state assessment and document business caseResponsible for performing project tasks including basic 

process analysis. Monitor resources and scope adherence of major initiatives and escalate any variances to Health System Leadership. Work with Health System Leadership to develop solutions to issues.Coordinates with various departments 

to ensure universal applications of policy; develops and implements procedures to ensure efficiency.Define project success criteria and disseminate them to involved parties throughout project life cycle.Build, develop and grow any 

relationships vital to the success of the project.Conduct post project reviews and create recommendations report in order to identify successful and unsuccessful project elements.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesContent KnowledgeYou understand and can discuss terminology, concepts, principles, and issues of quality and performance improvementYou utilize the full range of reference and resource materialsYou focus on applying and 

enhancing knowledgeTechnical SkillsFamiliar with Health System performance measuresFamiliar with basic project management skills including a project plan, meeting minutes and action itemsAble to produce accurate presentations and 

reports with direct supervisionManagerial Skills/Organizational SkillsManages time and schedule for self and coordinates with project stakeholders to meet deliverable(s) expectationsManages multiple projects and initiatives 

concurrentlyProblem Solving/Critical ThinkingUtilize critical thinking for issue resolution, enhancement, and development with direct oversight.Team Building/Relationship ManagementInteracts with members in a tactful, pleasant, and 

effective wayEffective team playerUnderstands and makes effective use of team resourcesShares knowledge and ideasBuilds trust and rapport across stakeholders based on mutual dependence and understanding. Can be counted on to achieve 

results and meet deadlines.Coaching/Mentoring/DevelopmentDevelop self through self study and formal training. Fosters relationships between self and mentors. Seeks mentoring relationships as role broadens. Works with mentors on 

development opportunities. LeadershipExhibits confidence in primary role.Communicates clearly and concisely. Assumes challenges surrounding solving critical problems and defining solutions.Working ConditionsThis job is majority remote 

with the occasional on-site presence for meetings and observations at department leadership's discretion.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human 

Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PROJECT SPECIALIST SR - HEALTH SYSTEM AFFAIRS 9829 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

a related field and three (3) years of relevant experience required. Master's degree in a related field or prior internship/fellowship experience in a healthcare setting preferred.  Advanced degree may be used in lieu of years of experience. Job 

Duties  1.  Leads projects utilizing project management tools, techniques, and methodologies.  Responsible for project management duties, which require thorough understanding of, and adherence to principles` of project management; may 

perform project tasks as required by the project plan.2.  Develop project plans and associated communications documents; communicate project expectations to team members and stakeholders in a timely and clear fashion.  Responsible for 

development and documenting of project risks, issues, assumptions, and scope.  Identifies and proposes project resourcing and keeps stakeholders updated with status reports.3.  Aids in developing team tools and processes.  Mentors fellows 

and project specialists in work and meeting management.4.  Responsible for performing and communicating current state assessment and document business case, workflows, and projected business results for strategic initiatives.  

Responsible for implementing future state across all operational areas.5.  Monitor budget, timeline and scope adherence of major initiatives and escalate any variances to Health System Leadership.  Work with Health System Leadership to 

develop solutions to issues.6.  Set and continually manage expectations with team members and other stakeholders; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project team 

in collaboration with manager; identify & manage project dependencies & critical paths.7.  Work with manager and senior management to define project success criteria and disseminate them to involved parties throughout project life cycle.  

Ensure projects meets Health System goals and is in line with strategy.  Aids in redirecting projects if they move outside of scope or strategy.8.  Facilitate meetings with various departments to ensure universal applications of policy.  Aids and 

develops in issue resolution & alignment across the Health System.9.  Build, develop and grow any relationships vital to the success of the project.  Communicate project objectives and goals.10.  Conduct post project reviews and create 

recommendations report in order to identify successful and unsuccessful project elements.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

PROSPECT RESEARCH ANALYST 9872 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3E5 Prof Research-Grant Funding PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general supervision to 

collaborate with the Prospect Development team. The Prospect Research Analyst is responsible for providing high-quality donor and prospect research, quantitative and qualitative analysis and marketing research as it pertains to the 

identification, qualification, cultivation, solicitation and stewardship of current and potential donors to the institution. Experience and EducationHigh school diploma or equivalent and three years prospect research or development experience 

required. Education may be considered in lieu of experience. Job DutiesConduct Prospect Research and analysis of current donors and prospects. This includes successfully articulating biographical, financial, and other relevant information into 

a comprehensive research profile to be used by UT Southwestern Medical Center leadership and Development staff, including, but not limited to the President, Vice President, and Associate Vice PresidentsPartner with the External Relations 

team on creating annual briefings for members of advisory and membership groups.Prepare briefings for various events as requested by the Vice President and Director of External RelationsExport key data points related to Gift Officer 

portfolios for monthly Prospect Development team-led Major Gift Pipeline Development Meetings (previously known as Prospect Management or Prospect Development meetings)Responsible for the data health and integrity of constituent 

records in the University Constituent Relationship Management (CRM) system in conjunction with the Data and Systems Management team.Collaborate with the other members of the Prospect Development teams to evaluate and implement 

the strategic direction of the prospect research program.Plays a key role in the identification and qualification of new prospects (individuals, corporations, and foundations) that have the capacity to provide philanthropic support to UT 

Southwestern Oversee special projects, as assigned, under the guidance of the Director of Prospect Development and/or Associate Director of Prospect ResearchPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires a 

demonstrated ability to interpret and analyze information from a variety of financial, legal, corporate, and governmental sources;Work requires familiarity with professional researcher tools and industry best practices (LexisNexis, Wealth 

Engine, Target Analytics, APRA)Work requires knowledge of fundraising system application is a plus (Raiser's Edge, Advance);Work requires proficiency using Microsoft Office, Excel, PowerPoint;Work requires strong organizational, 

interpersonal, and decision-making abilities;Work requires the ability to work independently as well as collaboratively with members of the team;Work requires flexibility to meet unexpected demands and changing priorities;Work requires a 

clear understanding of the importance of confidentiality.Working ConditionsWork is performed primarily in an office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

PROVIDER ENROLLMENT SPECIALIST 7038 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4B12 Office-Provider Enroll Spec ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position is responsible for enrolling 

and maintaining provider information in the billing systems for State and Federal government programs (e.g., Medicare, Medicaid and/or Children with Special Health Care Needs (CSHCN), out-of-State Medicaid) associated with the UT 

Southwestern Medical Center ("UTSW"). Experience and EducationBachelor degree and a minimum of two (2) years applicable work experience; or, an Associate's degree and a minimum of four (4) years applicable work experience; or High 

School graduate and a minimum of six (6) years applicable work experience required. Applicable work experience must be primarily provider enrollment focused. Job DutiesCompletes enrollment of all providers/groups for all government 

programs, such as Medicare, Texas Medicaid, CSHCN, State Medicaid programs outside of Texas and TRICARE.Enrolls new clinic and/or department groups to Electronic Data Information and Electronic Funds Transfer systems. Updates IDX and 

Cactus programs of government provider number received. Tracks and logs all enrolling providers on government spreadsheet sending it to all clinical departments. Analyzes various information systems EPIC, IDX Provider Edit reports and 

Provider Information Unit enrollment status reports. Resolves edit issues from Billing Operations department pertaining to enrollment.Makes recommendations to management regarding billing enrollment administration and maintenance to 

improve effectiveness and efficiency of provider billing environment and re-enrollment. Acts as liaison for Provider Enrollment Unit with other billing and/or clinical departments and with appropriate government agencies in support of group 

and provider enrollment and maintenance. Assists with implementation of projects regarding provider enrollment and re-enrollment, maintains provider billing enrollment information and units' provider enrollee filing system. Assists other 

UTSW Health System departments on an as needed basis. Trains new staff on maintenance of IDX, Cactus and EPIC system; billing enrollment application processing guidelines; department policies and procedures; and policies and producers 

used by federate and state program agencies. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong organizational skillsWork requires ability to understand written medical and billing documentation.Work 

requires excellent knowledge of private and federal payment rules.Work requires demonstrated ability to communicate effectively with various levels of constituents, patients and/or family, clinical staff, third party payers, management and 

other professionals outside the healthcare system.Work requires strong oral and written communication skills, including the use of medical terminologyWork requires working knowledge of Excel and word processing software in a Windows 

environmentWorking ConditionsWork is performed primarily in office area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status.

PROVIDER ENROLLMENT TEAM LEAD 7099 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4B12 Office-Provider Enroll Spec ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

serve as liaison between the University of Texas Southwestern Medical Center at Dallas ("UTSW") Provider Enrollment ("PE") Department and the various State and Federal (collectively referred to as "Government") enrollment agencies. 

Coordinates with PE Manager on enrollment audits/reconciliations as well as escalated payor issues. Experience and EducationBachelor degree and a minimum of three (3) years applicable work experience; or, an Associate's degree and a 

minimum of five (5) years applicable work experience, or a High School diploma and a minimum of 7 years applicable work experience.Applicable Work Experience must be related to provider enrollment in the various Government programs. 

Job DutiesActs as Team Lead for assigned PE specialist group.Procures and maintains billing numbers for all Government programs, e.g., Medicare, Medicaid, and out-of-State Medicaid, for the assigned UTSW departments. Serves as the 

knowledge leader for the assigned PE specialist group. Serves as a contact to resolve provider issues between clinic faculty, staff and Government agencies. Tracks successful resolution of issues.Gathers, reviews and verifies all pertinent 

information relating to participating Government agencies. Ensures that any updates, changes, etc. that would impact UTSW faculty and staff are disseminated to appropriate personnel in a timely manner.Assist PE manager with development 

and execution of audit programs to test PE Department enrollment efficiencies. Works closely with other UTSW departments, Children's Medical Center (CMC), Parkland and the University Hospital personnel to resolve enrollment issues. 

Conduct monthly meetings with assigned departments to review all outstanding enrollments. Provides various reports on request by departments and the PE Manager. Maintains the PE department's information via the Cactus Database and 

the PE SharePoint site.Enrolls all providers for Government programs, such as Medicare, Medicaid, CSHCN and out-of-state Medicaid. Ensures all enrollment information is communicated to the requesting department, as well as documented 

in the Cactus system. Enrolls new clinic and/or department groups to Electronic Data Information and Electronic Funds Transfer systems. Resolves edit issues from Billing Operations Department pertaining to enrollment.Makes 

recommendations to management regarding billing enrollment administration and maintenance to improve effectiveness and efficiency of provider billing environment and re-enrollment. Assists with implementation of projects regarding 

provider enrollment and re-enrollment. Assists other UTSW Health System departments on an as needed basis. Trains new staff on the Cactus and EPIC system, billing enrollment application processing guidelines, PE department policies and 

procedures as well as Government agency enrollment processes. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires internal contact with department chair, department administrators, support staff at university and 

affiliated hospitals and clinics.Work requires ability to read, write, perform simple arithmetic, and analyze data. Work requires strong organizational skillsWork requires demonstrated ability to communicate effectively with various levels of 

constituents, patients and/or family, clinical staff, third party payers, management and other professionals outside the healthcare system.Work requires strong oral and written communication skills, including the use of medical terminology; 

Work requires ability to understand written medical and billing documentation.Work requires working knowledge of Excel and word processing software in a Windows environment.Working ConditionsWork is primarily performed in general 

office setting.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. 

To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/

PROVIDER RELATIONS REPRESENTATIVE 1707 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4B9 Office-Clinic Lab Assist PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Health Care Administration, or equivalent, and three (3) years' experience in areas such as member service, provider relations, contract negotiations, claims and/or billing required.  Will consider additional years of experience in lieu of 

education. Job Duties  1.Acts as primary contact to resolve provider issues between clinic faculty, staff and Government Agencies.  Tracks resolution of issues, the majority of which are related to claims and provider participation.2.Conducts 

educational workshops for participating providers and staff to enhance their understanding of Government Enrollment policies and procedures.3.Gathers, reviews and verifies all pertinent information relating to participating Government 

Agencies.  Ensures that any updates, changes, etc. that would impact UTSWMC faculty and staff are disseminated to appropriate personnel in a timely manner.4.Ensures staff participation with all appropriate Government Agencies by auditing 

records.5.Works closely with other UTSWMC Departments, Children's Medical Center (CMC), Parkland and the University Hospital personnel to resolve issues related to Government Agencies.6.Establish and maintain relationships with 

assigned departments through office visits, telephone calls, prompt resolution of issues and excellent customer service.7.Provides various reports on request by Departments.8.Works closely with Provider Enrollment Coordinator to assist with 

more complicated problems sent to the Help Desk.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PSYCHOLOGICAL ASSOCIATE I 3123 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5B

Technicians-Research 

Assistant RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

provide professional skills in delivery of psychological services as part of clinical practice or research services to various departments of university.Experience and EducationBachelor's degree in area of applied psychology or equivalent graduate 

education in field, and two years (2) supervised applicable experience in area of psychology to which assigned (includes supervision during graduate education program). Masters degree in psychology, social work, rehabilitation counseling or 

related field and no experience.Job DutiesAdministers and scores psychological tests, evaluates test results and prepares reports on test results.Participates in clinical and laboratory research in areas such as child development, physiological 

and behavioral functioning, etc.Assists in management of in-patients and out-patients by carrying out prescribed programs of remedial training and counseling.Assist patients and their care partners to assess their own assets and liabilities 

through interview techniques.Assists in planning and executing rehabilitation programs.Attends to routine administrative details inherent in operation of psychological laboratory.Provides information and feedback to patients and their care 

partners concerning psychological diagnostic and treatment processes in psychiatric, rehabilitation, and medical settings.Participates in health and/or research team staffing.Participates in consultations with personnel of other departments 

within UT Southwestern Medical Center and affiliates. Acts as liaison with outside public and private agencies.Designs and/or constructs test programs and instrumentation for psychological research as well as clinical service 

purposes.Participates in statistical processing of research data and/or constructing, setting up, and maintaining psychological instrumentation.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of moderate 

judgment in application and interpretation of policies and professional procedures and practices to work problems of well-defined nature. Work requires personal contact with faculty and staff members of other departments or organizational 

units, patients and their families, and/or in liaison activities with schools and other agencies.Working ConditionsWork is performed primarily in private, semi-private office, or clinical care area.UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

PSYCHOLOGICAL ASSOCIATE II 3122 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5B

Technicians-Research 

Assistant RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

area of applied psychology or equivalent graduate education in field and two (2) or more years supervised applicable experience in area of psychology to which assigned. Must be a Licensed Professional Counselor (LPCI) Intern or an equivalent 

license (LMSW, LCSW, or LMFT).  Licensed Professional Counselor (LPC) preferred. Job Duties  Administers and scores psychological tests, evaluates test results, and prepares reports on such results.       Implements clinical and laboratory 

research in such areas as animal research, child development, physiological and behavioral functioning, etc.      Provides patient care services to in-patients and out-patients by implementing prescribed programs of remedial training and 

counseling.      Assists patients to assess their assets and liabilities through interview techniques and assists in planning and executing programs of rehabilitation.      Attends to administrative details inherent in operation of psychological 

laboratory.       Provides information and feedback to patients concerning psychological diagnostic and treatment processes in psychiatric, rehabilitation, and medical settings.      Participates in health team staffing, etc.        Consults with 

personnel of other departments within university and affiliates and acts as liaison with outside public and private agencies.      Designs and/or constructs test programs and instrumentation for psychological research as well as clinical service 

purposes.       May supervise work of one or more Psychological Assistants and/or Psychological Associate I's by planning, assigning, and reviewing work.      Participates in data analysis, preparation of funding proposals, progress reports, 

manuscripts, etc.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PSYCHOLOGICAL ASSOCIATE III 3121 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 5B

Technicians-Research 

Assistant RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree in 

psychology or related field with specialization appropriate to area of assignment and five (5) years supervised applicable experience in area of psychology or field to which assigned. Licensure as Licensed Professional Counselor (LPC) required. 

Licensed Clinical Social Worker (LCSW) maybe considered in lieu of Licensed Professional Counselor (LPC)Job DutiesParticipates in wide range of psychologically based patient-care activities ranging from individual psychological counseling and 

behavior modification to management of units, such as remedial-therapeutic classrooms and specially designed therapeutic settings.Designs, implements, and, as required, supervises clinical and laboratory research in such areas as animal 

research, child development, physiological and behavioral functioning, etc., using statistical techniques and interpreting research findings.Plans and administers health-related data information systems, including psychological testing programs 

and compilation of patient-care statistics.Designs and/or constructs test programs and instrumentation for and/or constructing test programs and instrumentations for psychological research as well as clinical services purposes.Serves as 

member of health team of service to which assigned.Participates in consultations with personnel of other departments within university and affiliates and acts as liaison with outside public and private agencies.May supervise work of one or 

Psychological Assistants and/or Psychological Associates of lower rank by planning, coordinating, assigning, and reviewing work.Participates in data analysis, preparation of funding proposals, progress reports, manuscripts, etc.Performs other 

duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



PSYCHOMETRIST I 3125 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5C Technicians-Research Tech Jr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in area 

of applied psychology or related field. Previous testing experience is preferred but not required.Education may be considered in lieu of experience.Job DutiesAdministers a broad spectrum of psychometric assessments to include highly 

technical individually administered neuropsychological batteries and individually administered psychological batteries and computer based tests under the general supervision of a psychologist or neuropsychologist.Evaluates and responds to 

patient's needs during evaluation; manages patient behavior and controls testing environment to ensure accuracy of performance.Consults with staff regarding unusual aspects of patient's condition or behavior which might indicate a change 

in tests ordered.Consents patients for inclusion in research.Scores psychological and neuropsychological tests according to normative standards and judgment by using test manuals and computer scoring programs.Records and compiles a 

summary of data and of patient's test results; prepares standard reports.Provides thorough documentation of observation of patient's behavior during testing.Assists with quality control.Attends to routine administrative details relating to 

operation of a psychological clinic/laboratory.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

PSYCHOMETRIST II 3126 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5C1 Technicians-Research Tech Sr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in area 

of applied psychology or related field with two (2) years of testing or psychology related experience. Education may be considered in lieu of experience.Job DutiesAdministers a broad spectrum of psychometric assessments to include highly 

technical individually administered neuropsychological batteries and individually administered psychologicical batteries and computer based tests as well as testing on Independent Medical Exams referred by insurance companies or legal cases 

under the general supervision of a psychologist or neuropsychologist.Evaluates and responds to patient's needs during evaluation; manages patient behavior and controls testing environment to ensure accuracy of performance.Consults with 

staff regarding unusual aspects of patient's needs during evaluation; manages patient behavior and controls testing environment to ensure accuracy of performance.Consents patients for inclusion in research.Scores psychological and 

neuropsychological tests according to normative standards and judgment by using test manuals and computer scoring programs.Records and compiles a summary of data and of patient's test results.Provides thorough documentation of 

observation of patient's behavior during testing; assists with quality control.Attends to routine administrative details relating to operation of a psychological clinic/laboratory.Assists in teaching trainees the proper methods of administration 

and scoring and how to record observations and respond to patients' behavior during testing sessions.Assists with research projects.Participates in consultations with other psychometrists and in statistical processing of research data and/or 

constructing or setting up psychological instrumentation.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

PSYCHOMETRIST III 3132 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 5C1 Technicians-Research Tech Sr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in area 

of applied psychology or related field with three years of testing or psychology related experience. Education may be considered in lieu of experience.Job Duties1. Administers a broad spectrum of psychometric assessments to include highly 

technical individually administered neuropsychological batteries and individually administered psychological batteries and computer-based tests as well as testing on Independent Medical Exams referred by insurance companies or legal cases 

under the general supervision of a psychologist or neuropsychologist.2. Supervises the work of Psychometrists of lower rand and graduate students by planning, coordinating, assigning, and reviewing work. Works collaboratively with 

psychometrists, students and psychologists and/or neuropsychologists to set standards of administration, scoring and documentation of testing results for the service. Assists with administrative tasks such as tracking and replenishing 

supplies.3. Scores psychological and neuropsychological tests according to normative standards and judgment by using test manuals and computer scoring programs. Records and compiles a summary of data and of patient&iquest;s test 

results. Plans and administers health-related data information systems, including psychological testing programs, electronic medical records and compilation of patient care data. Participates in consultations with other psychometrists.4. 

Evaluates and responds to patient&iquest;s needs during evaluation; manages patient behavior and controls testing environment to ensure accuracy of performance. Provides thorough documentation of observation of patient&iquest;s 

behavior during testing; assists with quality control. Consults with staff regarding unusual aspects of patient&iquest;s condition or behavior which might indicate a change in tests ordered.5. Participates with psychologist/neuropsychologist in 

interviewing and hiring staff. Assists in teaching subordinate staff and trainees the proper methods of administration and scoring and how to record observations and respond to patients&iquest; behavior during testing sessions. Learns and 

teaches new tests to others. Participates in providing psychometric training for other areas or research on campus.6. Consents patients for inclusion in research. Assists with research projects including management of research data and/or 

constructing setting-up psychological instrumentation.7. Assists with quality control. Attends to routine administrative details inherent in operation of psychological clinic/laboratory.**Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PUBLIC EDUCATION AND COMMUNITY OUTREACH COORDINATOR 6054 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3J Quality Assurance Jr CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable.Job SummaryWork under minimal supervision to 

support and assist with public education and community outreach endeavors.Experience and EducationBachelor's degree in business, healthcare administration, marketing, communications, or related field. Three (3) years of related 

experience. Experience may be substituted for education. Job DutiesESSENTIAL FUNCTIONSSupports and assists with public education and community outreach endeavors for a department.Develops and/or promotes various projects, 

programs, and special events related to patient/public education and outreach goals. Delivers information/educational programs for community members, and/or the public. Attends a variety of outreach events throughout the region.Provides 

input and assist with the development of materials and resources necessary for project implementation and evaluation.Assists investigators with the development and ongoing updates for all outreach and educational materials. Assists with 

recruitment efforts and interact with community members while explaining available programs and research opportunities.Oversees and budget expenditures for community outreach and community outreach and education programs. May 

supervise staff by orienting, training, and giving ongoing feedback and assist in development of work plans. Meets regularly to ensure timelines are met; makes recommendations to improve workflow and reporting.May coordinate and 

maintain social media and marketing efforts.May travel to current and prospective outreach locations to build and maintain collaborative working relationships with community partners.Performs other duties as assigned.Knowledge, Skills, & 

AbilitiesStrong interpersonal, organizational, and decision-making skillsExcellent writing, proofing, and editing experience, knowledge of English and Spanish grammarKnowledge of medical terminology a plusExcellent written/verbal 

communication/presentation skillsWork requires ability to prioritize and organize work to meet deadlinesWork requires ability to attend meetings and events scheduled outside the standard work dayWorking 

Conditions_______________________________________________________________________________________Work is performed primarily in a general office space. Any qualifications to be considered as equivalents in lieu of stated minimum 

require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PUBLIC RELATIONS SPECIALIST 8632 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H9

Prof Services-Comm & 

Mkting Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

facilitate public relations activities, exercising independent judgment and authority as required. Responsible for UT Southwestern news release finalization, quality control and distribution. Develops uniform and consistent procedures for news 

dissemination, clearly communicating process changes to departmental colleagues, and oversees training on and relationships with news monitoring vendors.Experience and EducationBachelor's degree in Communications, Public Relations, 

News Production or similar field. Three (3) years of experience in media relations, media, marketing and/or communications or public relations, with at least one (1) year in an academic medical center required. Two (2) years of experience in an 

academic medical center preferred. Job DutiesEstablish, implement and maintain media relations processes, including news release formatting and dissemination, reporter lists, and overall quality control.Clip and maintain database of 

broadcast news stories for use in periodic sizzle reel development.Triage and respond to incoming news requests in a timely fashion.Maintain relationship with media monitoring vendors, organize and schedule updates and trainings as 

needed.Organize and distribute collateral materials, including B-roll, video footage, still images and other documents related to news releases.Bring UTSW news release dissemination to level of industry best practices, and stay at forefront of 

academic medical center media relations. Performs other duties as assigned.Knowledge, Skills & AbilitiesMust have excellent verbal and written communication skillsMust be detail-oriented, with ability to multi-task while working 

independently with minimal supervision Must have excellent project management and presentation skillsMust be able to develop plans and measure outcomes quantitativelyMust be able to work across all levels of the organization, from 

executive to administrative staff Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President of Human 

Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, 

the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. 

In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

PUBLIC SAFETY OFFICER 6343 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 3H18

Prof Services-Pub Safety 

Ofcrs CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision this 

professional, uniformed and non-sworn security personnel working within the University Police Department is responsible for providing safety and security for the UT Southwestern campus and its community.  Experience and 

EducationGraduation from high school, vocational school or equivalent and no experience required. Must possess valid Texas driver's license and be eligible to drive a University owned and/or leased motor vehicle. Must successfully pass a 

thorough background investigation. Must be able to provide creditable testimony in a court of law. All offers of employment are contingent upon a verified negative drug screen.Job DutiesPatrols buildings and grounds by foot and vehicle to 

check for fires, water leaks, potential security and safety hazards and general building security, reporting all irregularities, emergencies, or suspicious activity.Promptly provide emergency medical first aid and/or request other related medical 

services as needed.Support the crime prevention and safety mission on campus.Process found property and write reports.Provide security escort services, as needed.Respond to a variety of alarms and assist in conducting testing of emergency 

notification devices.Maintain traffic and crowd control for special events.Lock and unlock campus buildings and work areas.Provide customer service to the UT Southwestern community in whatever manner possible in public safety related 

problems and issues.Assist police and fire personnel, as needed.Required to participate in on-going, job-related training and developmental activities to stay abreast of current activities.Provide on-the-job training to co-workers, as 

needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesMust demonstrate good written and oral communication skills.Work requires the demonstrated ability to professionally interact with members of an academic medical 

center community.Work requires physical and mental capabilities to properly carry out his or her responsibilities and duties. Work requires duties involving regular walking, standing and driving is required. Must be able to quickly respond to 

critical incidents. Occasionally will be required to lift, move, push, pull or carry materials weighing from 20 to 50 pounds. Work requires possessing physical ability to stand for long period of time.Work may require working overtime.Testing 

may be required.Working ConditionsEmployees will be required to work flexible schedule including short-notice overtime, weekdays, weekends and holidays, over three 8-hour shifts and be responsive to mandatory staffing recalls. The work 

involves a degree of hazard.Working conditions involve exposure to variable weather conditions and working on any one of three shifts with varying days off and on holidays. Work involves a degree of hazard.UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

PUBLIC SAFETY OFFICER SR 6342 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3H18

Prof Services-Pub Safety 

Ofcrs CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

high school, vocational school or equivalent,  knowledge and skill in operation of radio communications equipment, computerized security alarm systems, CCTV monitors and department vehicles required. Job Duties  Checks permits on 

vehicles entering and parked on campus; directs flow of traffic and parking of cars when needed; issues temporary parking permits when needed.Check for unauthorized subjects, fires, water leaks. Alert the appropriate personnel of safety 

hazards. Report irregularities, emergencies, or suspicious activity to the Office if the Director of Police.Ensures all personnel entering UT Southwestern are properly identified.       Issues visitor badges and maintains a log of all issued badges.        

Provides directions to locate buildings and offices and other general information to visitors.       Patrols buildings and grounds on foot or in vehicle to provide security and prevent crime.       Writes reports on incidents occurring on 

complex.Performs other duties as assigned.        Directs the flow of traffic and parking of card as needed.Operates police radio, dispatches, monitor fire and intusion alarm system and CCTV.Assists in training guards and providing back-up 

supervision, as assigned.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

QUAL & OUTREACH COORD U9746 Y T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Nursing required.BLS certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required. At least three (3) years' experience in related field. Valid Texas driver's license required.Job Duties. 

1.Recommend initiatives to address improvement opportunities borne out of data tracking and analysis from within department (events and outcomes) and via national databases. Collaborates with Department Medical Director and nursing 

managers on initiatives as appropriate, implements training and partners with staff and education to improve quality outcomes. Partner with service line leaders in development of and maintenance of the Health Systems Balanced 

Scorecard2.Presents, communicates and engages staff on quality data. Presents Quality data to all staff within Service Line as appropriate to enhance staff knowledge and infant outcomes.3.Attend and facilitate all Quality Assessment/Process 

Improvement meetings to assure staff understanding and engagement in related processes and initiatives. Collates data in PDSA formats as needed for regulatory and/or other purposes. Design reports, analyses and graphic presentation to 

communicate database volumes, statistics, and other data points.4.Collaborate with all inter-hospital service providers involved in the care of perinatal patients. Provide outreach initiatives and onsite/offsite competency and information 

sharing opportunities referring physicians about current treatment modalities for high-risk situations. Collaborate in efforts to educate the public about the kinds of services available and their accessibility.5.Capture, track and analyze inpatient 

transports. Communication back to referral sites/providers as appropriate. Coordinates plan of care to include appointments for follow-up of referred patients. 6. Performs other duties as assigned.Knowledge, Skills & AbilitiesStrong 

interpersonal, organizational, and decision-making skillsExcellent written/verbal communication/presentation skillsWork requires ability to prioritize and organize work to meet deadlinesWork requires ability to attend meetings and events 

scheduled outside the standard work dayWorking ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu 

of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

QUAL & PI REP - MATERIALS U2137 P08 $29,400.00 $36,800.00 $44,200.00 $2,450.00 $3,066.67 $3,683.33 $113.08 $141.54 $170.00 $14.13 $17.69 $21.25 N 4A5 Off-Admin Supp-Other ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Two years of college 

OR Bachelor's degree. Minimum Three (3) years related experience required with 2 years of college OR One (1) year related experience is required with Bachelor's degree.   Job Duties  Ensures compliance with department policies and 

procedures by auditing, reporting, and identifying improvement opportunities relating to operating areas and key processes within Materials Management.     Collects, compiles, and reports departmental productivity and quality assurance 

data.  Assists Manager in developing key performance indicators for future operating environment.      Updates current Materials Management policies and procedures and assists Manager in formulating, writing, and implementing policies 

and procedures relating to the new hospital operating environment.      Assists Manager in identifying, evaluating, and implementing PeopleSoft optimization and Lean Six Sigma projects.       Works effectively with Receiving, Purchasing, and AP 

to promptly resolve matched audit exceptions.       Coordinates monthly staff meetings, updates & distributes project communication, and supports effective communication of Supply Chain developments for the new hospital.      Assists 

Manager in testing, evaluating, and implementing new supply management technologies at Zale Lipshy & in the new hospital operating environment.      Assists Manager as needed with various new hospital transition activities & helps ensure 

key milestones & deadlines are achieved as planned.      Performes other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

QUALITY & COMPLIANCE MANAGER HLV & SOLID ORGAN TRANSPLANT U1312 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Minimum of 2 years 

experience in quality improvement, LEAN, Six Sigma and/or other improvement methodologies as well as working knowledge of process improvement methods, statistical control techniques and database applications preferred.  Experience 

manipulating large relational databases preferred.  Knowledge of regulatory standards (TJC Standards and CMS Conditions of Participation) and data collection methodologies.  Two or more years of previous supervisory experience 

preferred.Registered Nurse.  Master¿s of Health Administration, Business Administration or Public Health preferred.Current Texas (or BNE Compact State) Registered Nurse license.  CPHQ certification preferred, or willing to obtain.Excellent 

communication and team building skills.  Strong skills with Microsoft Office: Access, Excel, PowerPoint; EPIC EMR, SRTR, ACC-NCDR, UNOS UNET, INTERMACS Registries. Job Duties  1. Demonstrates continuous performance improvement in 

targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.2. Meets or exceeds financial goals and objectives of the department.3.  Ensures compliance with TJC, CMS, UNOS and other 

regulatory standards4.  Responsible for monitoring the Transplant Program's QAPI Program. Works with each Team to design, maintain, monitor, revise and report on the organ specific QAPI Program. Provides expertise in data collection, 

reporting methodologies and ongoing monitoring to ensure sustained improvement in processes; collaborates with faculty, service line leaders and staff to proactively identify opportunities for improvement.5.  Ensures accurate and timely 

data submission for national registries including ACC/CathPCI, ICD, ACTION, Tiedi, and others. Provides registry outcomes/performance reports to key stakeholders including Division Chiefs, Medical Directors, Administration, and appropriate 

Quality and Regulatory committees.  Develops recommendations from these outcome reports and works with the Team to develop action plans for improvement.6.  Leads Process Improvement Teams, documents progress and monitors 

ongoing status.  Works across all departments as necessary. Participates with colleagues in the Office of Health System Quality to ensure flow of information, planning, and alignment with strategic direction.  **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

QUALITY ASSURANCE COORDINATOR 1314 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

appropriate health care discipline or device manufacturing, five (5) years clinical experience with at least two (2) in quality assurance, infection control, or risk management or five years industrial, pharmaceutical, or similar experience in quality 

assurance and at least two (2) years recent experience in quality assurance and biologic and device regulation, and certification as required by specific position. May consider additional years of related experience in lieu of education.Job 

Duties1. Manage daily quality assessment and quality assurance programs, including but not limited to, areas of licensure and accreditation from federal agencies and peer review organizations. Responsible for review and appropriate reporting 

of all adverse occurrences, which may be either patient, donor, recipient, or employee related. Collects, maintains, organizes, and presents all relevant data that documents function and status of quality management program.2. Assists 

administrative & technical personnel to develop, organize, & evaluate quality management program goals and objectives.3. Identifies and investigates with defined parameters: documents and reports, all adverse occurrences, and potential 

problems to Director or Department Chair, and as may be required with university administrative offices.4. Provides working supervision to group of administrative and/or technical positions.5. Submits data trends and outcome assessments; 

develops new measures as appropriate.6. Organizes data gathering and facilities data review; prepares data reports.7. Makes recommendations for problem resolutions.8. Coordinates staff education programs and training seminars as 

necessary.9. Manages sensitive issues and medical/social information in in professional and confidential manner from liability standpoint.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

QUALITY ASSURANCE COORDINATOR P1314 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 3J Quality Assurance Jr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Medical Technology, five years clinical exp with at least two in QA, infection control, risk mgmt or in a manager/supervisor role or equivalent. Certification as MT (ASCP) or CLS (NCA) preferred.   Job Duties  Works in collaboration with the 

Medical Directors, Laboratory Director, Management Team, and staff to develop and maintain a Quality Management Program for Clinical Laboratory Services (CLS).      Develops and maintains expertise in clinical laboratory regulatory and 

accreditation requirements.       Determines that existing policies and procedures are in compliance with CAP, CLIA, TJC, OSHA, ASHI, AABB, HIPPA, & other accrediting or regulatory agency requirements. Utilizes technical expertise, analytical 

skills and critical thinking to provide oversight of regulatory changes; Ensures policies & procedures are monitored & updated accordingly.   Plans, coordinates, and conducts audits in the various clinical laboratory sections, analyzes collected 

data and reports trends & outcomes from audit findings.      Identifies process improvement opportunities in the pre-analytical, analytical, and post-analytical laboratory processes through the use of tracers, audits, and data analysis in order to 

achieve high-quality patient care     Reviews laboratory safety and patient care events and ensures appropriate follow-up actions have been taken.       Responsible for quality systems document management.        Responsible for Quality 

Indicator data collection integrity and preparing reports regarding CLS Quality Improvement data for various quality committees or initiatives.      Synchronizes the CLS Quality Management Program with the University Hospital's quality goals 

and objectives.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

QUALITY ASSURANCE COORDINATOR U1314 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3J Quality Assurance Jr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates Degree in 

related field and 3 years' experience required. Bachelor's Degree and experience working in healthcare facility preferred. An equivalent combination of education and experience may be considered in lieu of the required degree. Job Duties  1. 

Works in collaboration with management, support services and clinical departments to meet designated dashboard standards; and report weekly to the leadership team and graph package participants. Performs complex data analysis, develop 

methodologies for analyzing and presenting data.2. Plans, coordinates and conducts audits in the areas assigned, analyzes collected data, reports trends and outcomes and proposes solutions from audit findings. Provides input to identify 

quality and process improvement opportunities.3. Provides department support through data analysis, work queue resolution and special projects assigned by department leadership.  Assists with claim edits, documentation review and 

performs necessary action to correct errors. Initiates/updates training material and conducts training when/where applicable.4. Communicates results effectively to customers. Communicates regularly and effectively with team members and 

leadership. Points out system or process problems when noticed; engages the team in problem solving. Provides a high level of customer service while meeting project and presentation deadlines.5. Provides working supervision to group of 

administrative and/or technical positions. Coordinates staff education programs and training seminars as necessary.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

QUALITY ASSURANCE RN HH440 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 E 3A18 Specialized Nurse-Endoscopy PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works with the Director of 

Nursing, Nurse Manager, Clinical Supervisors, clinical team and office team to support workflow functions that impact chart review. Review all OASIS assessment documents for accuracy, consistency and supporting documentation. Review 

clinical charting for conformance/compliance to Medicare and Agency standards. Discuss any noted documentation discrepancies with Supervisors and clinical staff as appropriate. Participate in quality assurance and improvement activities for 

the agency.Experience and EducationCurrent licensure as Register Nurse by Board of Nurse Examiners for the State of Texas (or BNE Compact State). Two (2) years' experience in home health care. Two (2) years Home Health Quality Assurance 

experience preferredJob DutiesReviews OASIS assessment documents for accuracy, consistency and supporting documentation.Ensures that the clients plan of care is executed as written.Audits daily notes for proper documentation and 

ensures chart reviews are timely, accurate, and meet all data requirements under CMS guideline.Monitors compliance with both internal standards and regulatory requirements. Develops and implements appropriate plans of action to correct 

identified deficiencies as needed.Discusses any noted documentation discrepancies with Supervisors and clinical staff as appropriate.Regularly participates in case conference activities and assures through attendance and record reviews that 

conferences are conducted and documented in accordance with Agency policy.Reviews all reports of complaints, errors, incidents, and grievances to ensure that they are fully documented and properly handled in the timeframe and manner 

specified by the Agency's policy.Performs internally defined audits of operational activities in accordance with appropriate accrediting standards and prescribed departmental policies.Participates in development and implementation of a staff 

educational program for documentation and Quality Improvement (QAPI).Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of Home Health Agency policies and principles.Work requires knowledge of 

both state and federal home care regulations.Work requires knowledge of electronic medical records (EMRs).Work requires proficiency in utilizing Office 365.Working ConditionsWork is performed primarily in the Home Health office.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to the 

provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.



QUALITY ASSURANCE SPECIALIST 1315 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3J2 Quality Assurance-NE PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate's degree 

or equivalent in health or science discipline, and three (3) years of clinical experience with at least two (2) years in quality assurance, infection control, or risk management.   Job Duties  1.  Produce daily quality assessment and quality assurance 

reports and information, including but not limited to, areas of licensure and accreditation from federal agencies and peer review organizations.  Assists in the review and reporting of all adverse occurrences, which may be either patient, donor, 

recipient, or employee related.  Collects, maintains, and organizes all relevant data that documents function and status of quality management processes or programs.2.  Assists administrative and technical personnel in developing, organizing, 

and evaluating quality management program goals and objectives.3.  Identifies and investigates with defined parameters; documents and reports all adverse occurrences and potential problems in conjunction with Quality Assurance 

Coordinator, Director and/or Medical Director.4.  Submits data trends and outcome assessments; assists in developing new measures as appropriate.5.  Organizes data gathering and prepares data reports.6.  Handles sensitive issues and 

medical/social information in professional and confidential manner from liability standpoint.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

QUALITY ASSURANCE SPECIALIST U1315 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3J2 Quality Assurance-NE ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Two years of college 

and two to five (2-5) years of related experience; OR five (5) years of related experience in health care environment; OR Bachelor's degree with two (2) years experience, or equivalent experience is required. Job Duties  1. Maintains general 

knowledge of all Divisional processes and data elements.  Manages all Quality Assurance programs as directed by the Service Line Executive Team.2. Identifies issues and trends, analyzes data, proposes solutions, keeps statistics and reports to 

management for performance improvement opportunities.  Provides input to identify quality and process improvement opportunities within all Divisional Service Lines.3. Reviews all Service Line credentialing Processes and works 

collaboratively with the credentialing team to develop Quality Assurance metrics and benchmarks.4.  Investigates and responds to Quality Assurance inquiries, problems, questions or requests in timely and professional manner to ensure 

resolution and positive Quality Assurance.5.  Documents appropriate information on computer system based upon department documentation standards.  Handles critical workloads and/or department special projects as assigned.6.  

Processes assigned reports.7. Demonstrates ongoing competency skills. Demonstrates above level problem solving skills and decision-making 

abilities. Demonstrates knowledge of various regulatory agencies.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

QUALITY COMPLIANCE & REGULATORY SPECIALIST U1604 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3J Quality Assurance Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Quality & Regulatory Compliance 

Specialist works to interpret and execute the accreditation standards applicable to the transplant and cellular therapy program. Facilitates implementation of processes to meet accreditation standards and/or establishment of corrective action 

for non-compliance.Experience and EducationRequired:Bachelor's degree in medical technology or related clinical science and 2 years of experience required. Will consider internship experience as applicable experience. Additional education 

may be considered in lieu of minimum requirements.Preferred:Previous quality management or regulatory and compliance experiencePrevious experience with the CAP inspection process preferred.Certification as MT (ASCP), CLSA (NCA), or 

ASQ preferred.Job DutiesActively assists department leadership in continuous process improvement which includes record review, staff orientation and training, staff development and successful monitoring and documentation of employee 

competencies.Demonstrates continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.Reviews, evaluates, and investigates patient safety events 

reported through the event reporting program.Demonstrates ability to interpret FACT accreditation standards, identifies program as well as organizational gaps and facilitates implementation of processes to meet standards and/or close 

gaps.Establishes mechanisms to assess and document program's level of compliance with each applicable standard and coordinate and oversee the establishment of corrective action for non-compliance.Collects and organizes documentation 

throughout the institution for ongoing program needs or develops documents, as needed, to meet needs.Assures regulatory readiness and compliance with FACT and other associated regulatory standards. Assists with collecting, analyzing and 

preparing data reports for performance improvement and safety related activities for the program. Collaborates with others to ensure appropriate follow-up of patient safety events, documentation of event review and response, for tracking 

and trending purposes.Maintains all program administrative policies and standard operating procedures (SOPs) to ensure compliance with FACT standards.Communicates with respective staff to receive feedback regarding specific policies. 

Ensures policies and procedures are correct and kept up-to-date.Acts as liaison and coordinates activities with peers in applicable stem cell transplant program departments.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork 

requires excellent verbal, written, and interpersonal communication skills.Work requires the ability to read, write, analyze data, develop plans and procedures, and coordinate resources to accomplish goals.Work requires computer proficiency 

and comfort with electronic technology for data management.Working ConditionsWork is performed primarily in an office setting.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice 

President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

QUALITY IMPROV/SAFETY COORD-CARDIOTHORACIC SURG U1311 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3J Quality Assurance Jr NURS HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Three to 5 years 

experience in methods of quality control and quality improvement in a health care setting.  Project or Program Management Professional  (PMP/PgMP) or CPHQ desired.                        

RN preferred; graduate of an NLN-accredited program; BSN preferred. 

Current Texas RN license. Job Duties  1.  Characterizes process work flows, designs effective innovations and creates plans for implementation/post implementation evaluation.2.  Leads projects that are data-driven and demonstrates a 

commitment to an improved culture of safety, increased efficiencies and/or improved patient care quality across the continuum.3.  Identifies education and training needs required to implement projects; coordinates with appropriate 

disciplines to ensure all educational requirements are met.4.  Accomplishes an on time and seamless project implementation with full Team participation.5.  Tracks project milestones, identifies problem areas, & coordinates corrective actions.  

Communicates with service line operations and key stakeholders in all relevant areas of projects and initiatives.6. Acts as a resource person for the HLV & SOTP Service Line for the  various applications.   Abstracts/validates moderate to 

complex data elements for the UNOS registry and various databases.  Enters data and submits in an accurate and timely fashion.  Seeks advanced training in project management and quality improvement and safety.7.  Participates in PI efforts, 

either within the department or within a larger PI team, related to HLV/SOTP data collection and reporting.8. Educates and mentors nursing and ancillary staff in evidence-based practice and new emerging trends.9.  Handles project team issues 

through established escalation processes applying resolutions appropriately.  Demonstrates ability to act decisively and take effective action in a timely manner.10.  Serves as a change agent, engaging process teams in a non-confrontational, 

collaborative, consensus driven approach.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

QUALITY IMPROVEMENT ANALYST 9315 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  A combination of 

education, experience and skill sets are required:   Bachelor's degree in a quantitative field and minimum two or more years of healthcare data analysis in an ambulatory/hospital /health insurance setting.   Master's degree and previous 

healthcare analysis experience preferred.  Experience with database systems such as SQL Server, MS Access, and statistical analysis tools such as SAS, STATA, or MS Excel (advanced) required. Job Duties  1.Participate on multi-disciplinary teams 

and provide comprehensive analytical support for clinical performance improvement initiatives.2.Design, develop, and automate clinical quality and performance metrics.  Maintain knowledge base of data requirements and measure 

definitions.3.Serve as a content expert for clinical quality measures by keeping current with national healthcare quality program guidelines.4.Extract, validate and summarize data from different large databases using data management and 

querying skills.5.Analyze and organize data using appropriate analytical and statistical methods to efficiently track clinical processes and outcomes.6.Assist in the interpretation of data to identify opportunities for improved healthcare 

delivery.7.Participate in special projects as needed.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

QUALITY IMPROVEMENT ANALYST SR 9316 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Registered Nurse 

(RN) and/or Bachelor's degree in business administration, statistics, public health, quantitative analysis or related discipline and five (5) years related experience manipulating large relational databases, statistical programming and 

development of data displays. Master's of Business Administration, Master's of Public Health, or Master's of Health Administration preferred.    One to two (1-2) years of experience with quality improvement, LEAN, Six Sigma and/or other 

improvement methodologies preferred, as well as working knowledge of process improvement methods, statistical process control techniques and database applications.  Superior working knowledge of MS Office applications and familiarity 

with data warehouse preferred.     Job Duties  Collaborate on multi-disciplinary teams and provide analytical support for various projects related to quality improvement, patient safety, and outcomes.      Design, develop, and automate clinical 

quality and performance metrics.  Maintains knowledge base of data requirements and measure definitions.      Interpret, explain, and discuss data analysis results with project team.  Makes recommendations and support strategies for 

improving clinical processes and patient outcomes.      Analyzes and organizes data using the appropriate analytical and statistical methods.       Identifies extracts, validates and manipulates data from different large databases using data 

management and querying skills.      Develops and automates data displays such as charts and reporting tables to present data analysis results and track clinical processes and outcomes.      Consults on data collection and study design for 

clinical interventions.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

QUALITY IMPROVEMENT FELLOW 9896 Y 85 $10,712.00 $109,356.00 $208,000.00 $892.67 $9,113.00 $17,333.33 $41.20 $420.60 $800.00 $5.15 $52.58 $100.00 E 8F Research Fellowship PROF TEMP Temporary Salary Plan

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under general supervision to 

perform professional-level work related to degree in pursuit or completed. To assist, receive training, and acquire working knowledge of the use of industrial / systems engineering in the health care sector.The position will gain insight into the 

role of systems and industrial engineering as well as quality and performance improvement and their application in the health care setting. Through the duration of these projects, these individuals can expect to work closely with industrial 

engineering, quality improvement and healthcare professionals.Experience and EducationCurrently pursuing a Bachelor's or Master's degree in systems, industrial or mechanical engineering, management(business, operations, or healthcare), 

public health, informatics, or similar disciplines. GPA of 3.0 or better. No experience required.Job DutiesThe position will work on improvement projects as identified by the UTSW staff. Projects will vary depending on opportunities that exist at 

the health system and will be tailored to the institution needs and the indidivual's strengths. The position will use their knowledge and experience in the field of industrial / systems engineering to assist and work with multidisciplinary teams 

to improve processes related to patient care. This is a non-clinical position (fellows will have no clinical contact with patients). Examples of potential projects include:Using Statistical Process Control to improve clinical productivityCreating 

performance monitoring systems that could lead to improved process managementDeveloping evidence-based protocols using data mining and analytics to embed protocols in decision-support systemsIdentifying process and performance 

metrics to monitor and improve clinical operationsPerforming flow analysis to improve patient appointment scheduling in a clinical setting (using swim lanes, value stream mapping, queuing theory, time driven activity based costingUsing Lean 

and Six Sigma methodologies to analyze processes and eliminate wastes and defects on a hospital unit Assisting in other areas as assigned.Knowledge, Skills, & AbilitiesWork requires course experience in one or more of the following: 

Operations Research, Simulation, Scheduling, Supply chain/Inventory Management, Statistical Quality Control, Lean, Six Sigma, Human Factors, Facility Design Layout, Engineering Economics, Reliability and Data Mining/Analytics.Work requires 

experience with Minitab, Project Manager, SAS, and SPSS.Work requires ability to work with teams, and independently work on projects.Work requires ability to analyze complex issues and effectively communicate information.Working 

ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RAD IMAGING SRVC SCHEDULER U2118 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 4B6

Office-Scheduling 

Coordinator ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary NegotiableExperience and EducationTwo (2) years' experience 

of scheduling required, three (3) years preferredOne (1) yearhealthcare experience preferredHigh School graduate or HS equivalent; years of college preferred Basic PC/software application skills; Radiology Information System/Scheduling 

applications preferredJob Duties1. Schedules all outpatient Radiology exams in accordance with established protocols, collects required patient information, and accurately communicates patient preparation instructions to patient2. Completes 

patient pre-registration, insurance verification and patient out of pocket estimate, explaining patient out of pocket costs and UTSW pre-payment policy to patients at the time of scheduling3. Works closely with Management, Radiologists, 

Techs and Nurses to ensure efficient scheduling of all department resources.4. Communicates timely information to the Ordering Physician's Office pertaining to outpatient scheduling conflicts, rescheduled appointments and no shows.5. 

Provides the Ordering Physician Office with a procedure appointment date/time within 24 hours for STAT requests, escalating to department leadership as appropriate6. Manages Schedule Order workqueues according to daily assignment, 

maintaining service standards for contacting patients to schedule imaging appointments7. Manages documents received via e-mail or electronic fax, scanning as appropriate to the electronic patient record8. Answers all incoming phone calls in 

a professional manner while responding to high call volume in a timely manner,paying attention to inbound call dashboard, patient hold times and agents available8. Maintains readiness to work outside of normal business location as per the 

needs of the department to provide coverage in designated clinical locations9. Attends a minimum of 75% of scheduled modality presentations throughout the year10. Maintains quality, productivity and time and attendance standards as 

defined by manager11. Participates as needed with any scheduling application upgrades and/or transitions.KNOWLEDGE, SKILLS, & ABILITIESWork requires at least one year of scheduling experienceWorking Conditions:Work is performed 

primarily in a hospital or hospital clinic environmentAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RADIATION ONCOLOGY AMBULATORY REGISTERED NURSE 1117 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A7A

Specialized Nurse-Onc-

Exempt NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociate Nursing Degree 

required, BSN preferred. Minimum experience: one (1) year in critical care (ie. ICU, ED, PACU, Procedural areas) or two (2) years in an inpatient unit. Previous Hematology/Oncology or Radiation Oncology Nursing experience preferred.Licensure 

or Certification:Current Texas RN license; Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Advanced Cardiac Life Support (ACLS) certification, course accredited by 

the American Heart Association (AHA) or American Red Cross (ARC); Pediatric Advanced Life Support (PALS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) must be obtained within 3 

months of hire. Oncology Nursing Certificate (preferred).Job Duties1. Provides nursing care to adult and pediatric populations, with oversight to both inpatient and outpatient clients.2. Multitasks to deliver excellent patient care while 

facilitating efficient throughput across the clinic and procedural areas as needed.3. Plans, implements, evaluates, and communicates all phases of nursing care for patients.4. Responsibilities for the delivery of direct patient care may include, 

and is not limited to: a) assessments and management of side effects of radiation; b) patient education; c) coordination of care for patients including telephone triage; d) providing moderate sedation for procedures; e) initiating IVs and 

assessments for contrast administration; f) cardiac monitoring as needed; g) preoperative, intraoperative, and postoperative care for pediatric anesthesia cases; h) assist with research associated activities with clinical care, including obtaining 

labs; i) manage inpatient populations transferred to Radiation Oncology for treatments, including obtaining report and conducting care during the transfer; and j) supports nursing practice across the continuum of care to the needs of patients 

and their families.5. Collaborates daily with physicians, nurse practitioners, physician assistants, clinical assistants and radiation therapists.6. Duties performed may include one or more of the following core functions: (a) Directly interacting 

with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

RADIATION ONCOLOGY AMBULATORY REGISTERED NURSE - PRN P1117 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A7 Specialized Nurse-Oncology NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociate Nursing Degree 

required, BSN preferred. Minimum experience: one (1) year in critical care (ie. ICU, ED, PACU, Procedural areas) or two (2) years in an inpatient unit. Previous Hematology/Oncology or Radiation Oncology Nursing experience preferred.Licensure 

or Certification: Current Texas RN license; Basic Life Support (BLS) competency; Advanced Cardiac Life Support (ACLS); Pediatric Advanced Life Support (PALS), or must be obtained within 3 months of hire. Oncology Nursing Certificate 

(preferred).Job Duties1. Provides nursing care to adult and pediatric populations, with oversight to both inpatient and outpatient clients.2. Multitasks to deliver excellent patient care while facilitating efficient throughput across the clinic and 

procedural areas as needed.3. Plans, implements, evaluates, and communicates all phases of nursing care for patients.4. Responsibilities for the delivery of direct patient care may include, and is not limited to: a) assessments and management 

of side effects of radiation; b) patient education; c) coordination of care for patients including telephone triage; d) providing moderate sedation for procedures; e) initiating IVs and assessments for contrast administration; f) cardiac monitoring 

as needed; g) preoperative, intraoperative, and postoperative care for pediatric anesthesia cases; h) assist with research associated activities with clinical care, including obtaining labs; i) manage inpatient populations transferred to Radiation 

Oncology for treatments, including obtaining report and conducting care during the transfer; and j) supports nursing practice across the continuum of care to the needs of patients and their families.5. Collaborates daily with physicians, nurse 

practitioners, physician assistants, clinical assistants and radiation therapists.6. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring 

for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RADIATION ONCOLOGY ENGINEER 4322 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3B16 Prof Technologist-Vas Tech SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate's degree 

or military/vocational/technical training with two (2) years' experience maintaining and servicing medical equipment. Experience with high voltage systems, vacuum systems and imaging equipment required. Specific experience on Varian or 

Elekta linacs and authorized Varian or Elekta training are highly desirable. Job Duties  1.Perform advanced technical support related to the maintenance and operation of medical linear accelerators and other large complex radiation producing 

equipment found in a radiation oncology department including preventive maintenance, troubleshooting and performing emergency repairs.2.Coordinate vendor service when necessary.3.Maintain inventory and orders parts for linear 

accelerators.4.Design, construct and modify treatment accessories for physics and other department members as needed for patient treatment, quality assurance and research support.5.Provide special and periodic reports and statistics 

concerning service quality and maintains technical performance data and other related documentation.6.Assist in preparation of technical service cost estimates and proposals.7.Duties performed may include one or more of the following core 

functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient 

financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

RADIATION ONCOLOGY ENGINEER SR 4317 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3H28 Prof Services-Engineering Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide technical support for linear accelerators and other complex radiation producing equipment.Experience and EducationASEE or Associate's degree in Electrical or Mechanical Engineering or directly related field and six (6) years directly 

related experience maintaining and servicing medical linear accelerators or CT or MR imaging equipment. Specific experience on Varian or Elekta accelerators, or Philips and imagers is required. Authorized Varian, Elekta or Philips training is 

highly desirable.Job DutiesPerform advanced technical support related to the maintenance and operation of medical linear accelerators, computed tomographs (CT) or Magnetic Resonance Imagers (MRI) and other large, complex equipment 

found in a radiation oncology department including preventive maintenance, troubleshooting and performing emergency repairs.Coordinate vendor service when necessary.Maintain inventory and orders parts for linear accelerators, CTs or 

MRIs.Design, construct and modify treatment accessories for physics and other department members as needed for patient treatment or imaging, quality assurance and research support.Provide special and periodic reports and statistics 

concerning service quality and maintains technical performance data and other related documentation.Assist in preparation of technical service cost estimates and proposals.Advise in selection and evaluation of technical service contracts.May 

train Radiation Oncology Engineers concerning advanced technical skills as needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of considerable judgment in application of procedures, practices and policies 

to work problems, organization, and administration of clinical activities.Work requires excellent written and verbal communication skills, remain flexible, be able to work independently and as a team, and adapt to a fast moving 

environment.Work requires knowledge, skills, and abilities specific to the needs of the clinical specialty.Work requires ability to maintain current customer service, clinical, and technical skills by attending training programs and seminars to 

continue level of competency with new equipment and ensure compliance with departmental policies and procedures.Work requires ability to provide suggestions for change and assist with development and implementation of policies and 

procedures.Work requires ability to complete most assignments with substantial independence.Work requires proficiency in the use of computer technology. Work requires ability to read, write, and perform mathematical calculations.Work 

requires telephone contact with vendors, and third party payees.Work requires ability to stand for long periods of time.Work requires ability to lift, push, and/or pull up to 50 lbs.Working ConditionsWork is primarily performed in clinical 

environment. The incumbent may be exposed to body fluids and infectious diseases. Working conditions are considered fair but involve more than average exposure to one or more disagreeable elements including radiation. Any qualifications 

to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

RADIATION THERAPIST I 1122 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3B13

Professional Technologist-

Rad ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationGraduate of JCERT 

accredited program in Radiation Therapy or equivalent.Bachelor's degree in a healthcare field and no experience or Associate's degree and 2 years of Radiation Therapy experience. Licensure as a Medical Radiologic Technologist by the Texas 

Medical Board.Must have passed the registry exam as a Radiologic Technologist by the American Registry of Radiology Technologists (ARRT).Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC).Job DutiesThis position works under general supervision of Chief Radiation Therapist to provide radiotherapy treatments as prescribed by the physicians to adult and pediatric populations.Operates a variety of 

conventional treatment machines to deliver prescribed treatment dose.Prepares and educates patients for radiotherapy; Administers conventional radiotherapy treatment and monitors patient separation from conventional treatment 

machine.Prepares treatment room and fabricates immobilization/treatment devices.Coordinates patient scheduling and retrieval of patient records.Assures radiation safety measures for patients and personnel.Tracks, records, and compiles all 

clinical research data of patients following departmental and IRB policies.Follows and participates in development of program's policies, procedures, and quality assurance methods.Discusses technical problems with faculty and staff to suggest 

corrections and/or solutions.Consults with supervisor or physician concerning treatment.May perform computer driven dosimetry and all related treatment plan calculations.Assists in commissioning, calibration, quality assurance, and 

physical measurements as appropriate for system accuracy.Participates in call duties for non-emergent and emergent clinical needs as assigned.Actively engages in teaching, supervising, and evaluation of students in the Radiation Therapy 

program.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of considerable judgment in application for radiotherapy on conventional machines, practices and policies to work problems, organization and 

administration of clinical activities.Ability to ensure adherence to policies and procedures of university such as FLSA, salary guidelines, accounting regulations, and internal controls policy.Ability to communicate effectively with various levels of 

internal and external contacts.Excellent interpersonal and teamwork skills.Excellent organizational and project management skills.Working ConditionsWork is performed primarily by the conventional linac machines in the therapy console 

area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



RADIATION THERAPIST I - PRN 1122P 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3B13

Professional Technologist-

Rad ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationGraduate of JCERT 

accredited program in Radiation Therapy or equivalent.Bachelor's degree in a healthcare field and no experience or Associate's degree and 2 years of Radiation Therapy experience.Licensure as a Medical Radiologic Technologist by the Texas 

Medical Board.Must have passed the registry exam as a Radiologic Technologist by the American Registry of Radiology Technologists (ARRT).Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC).Job DutiesThis position works under general supervision of Chief Radiation Therapist to provide radiotherapy treatments as prescribed by the physicians to adult and pediatric populations.Operates a variety of 

conventional treatment machines to deliver prescribed treatment dose.Prepares and educates patients for radiotherapy; Administers conventional radiotherapy treatment and monitors patient separation from conventional treatment 

machine.Prepares treatment room and fabricates immobilization/treatment devices.Coordinates patient scheduling and retrieval of patient records.Assures radiation safety measures for patients and personnel.Tracks, records, and compiles all 

clinical research data of patients following departmental and IRB policies.Follows and participates in development of program's policies, procedures, and quality assurance methods.Discusses technical problems with faculty and staff to suggest 

corrections and/or solutions.Consults with supervisor or physician concerning treatment.May perform computer driven dosimetry and all related treatment plan calculations.Assists in commissioning, calibration, quality assurance, and 

physical measurements as appropriate for system accuracy.Participates in call duties for non-emergent and emergent clinical needs as assigned.Actively engages in teaching, supervising, and evaluation of students in the Radiation Therapy 

program.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of considerable judgment in application for radiotherapy on conventional machines, practices and policies to work problems, organization and 

administration of clinical activities.Ability to ensure adherence to policies and procedures of university such as FLSA, salary guidelines, accounting regulations, and internal controls policy.Ability to communicate effectively with various levels of 

internal and external contacts.Excellent interpersonal and teamwork skills.Excellent organizational and project management skills.Working ConditionsWork is performed primarily by the conventional linac machines in the therapy console 

area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RADIATION THERAPIST II 1120 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3B13

Professional Technologist-

Rad ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationGraduate of JCERT 

accredited program in Radiation Therapy or equivalent.Bachelor's degree in a healthcare field and 5 years of progressive experience as a Radiation Therapy Technologist (RTT) or Associate's Degree and 7 years at level of Radiation Therapist I or 

equivalent. Licensure as a Medical Radiologic Technologist by the Texas Medical Board.Must have passed the registry exam as a Radiologic Technologist by the American Registry of Radiology Technologists (ARRT).BLS certification required, 

course accredited by the American Heart Association (AHA) or American Red Cross (ARC).MRI Training preferred, but not requiredJob DutiesThis position works under general supervision of Chief Radiation Therapist to provide radiotherapy 

treatments as prescribed by the physicians to adult and pediatric populations.Operates a variety of complex treatment machines to deliver prescribed treatment dose.Prepares and educates patients for radiotherapy; Administers complex 

radiotherapy treatment and monitors patient separation from complex treatment machine. Provides mentorship of Radiation Therapist I in conventional radiotherapy treatments.Prepares treatment room and fabricates 

immobilization/treatment devices.Coordinates patient scheduling and retrieval of patient records.Assures radiation safety measures for patients and personnel.Tracks, records, and compiles all clinical research data of patients following 

departmental and IRB policies.Follows and participates in development of program's policies, procedures, and quality assurance methods.Discusses technical problems with faculty and staff to suggest corrections and/or solutions.Consults 

with supervisor or physician concerning treatment.May perform computer driven dosimetry and all related treatment plan calculations.Assists in commissioning, calibration, quality assurance, and physical measurements as appropriate for 

system accuracy.Participates in call duties for non-emergent and emergent clinical needs as assigned.Actively engages in teaching, supervising, and evaluation of students in the Radiation Therapy program.Performs orientation of new 

employees, not limited to therapists.Demonstrates effective leadership performance in the following areas:Adequate time slots provided for daily treatments.Participates in resolution of machine coverage issues.Aptitude to manage patient 

throughput with a pace consistent to the daily schedule.Skill to meet special scheduling request/needs for patients without compromising the schedules of other patients.Provides input at meetings on improvements or changes.Performs 

other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of considerable judgment in application for radiotherapy on complex machines, practices and policies to work problems, organization and administration of clinical 

activities.Ability to ensure adherence to policies and procedures of university such as FLSA, salary guidelines, accounting regulations, and internal controls policy.Ability to communicate effectively with various levels of internal and external 

contacts.Excellent interpersonal and teamwork skills.Excellent organizational and project management skills.Working ConditionsWork is performed primarily by the complex linac machines in the therapy console area.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RADIATION THERAPIST III 1123 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3B21 Prof Technologist-Radlgy Sr ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationGraduate of JCERT 

accredited program in Radiation Therapy or equivalent.Bachelor's degree in a healthcare field and 7 years of progressive experience as Radiation Therapy Technologist (RTT) or Associate's Degree and 9 years at level of Radiation Therapist I, II or 

equivalent.Licensure as a Medical Radiologic Technologist by the Texas Medical Board.Must have passed the registry exam as a Radiologic Technologist by the American Registry of Radiology Technologists (ARRT).BLS certification required.MRI 

training preferred, but not required.Job DutiesThis position works under general supervision of Chief Radiation Therapist to provide radiotherapy treatments as prescribed by the physicians to adult and pediatric populations.Operates a variety 

of cutting-edge treatment machines to deliver prescribed treatment dose.Prepares and educates patients for radiotherapy; Administers advanced and adaptive radiotherapy treatment and monitors patient separation from complex treatment 

machine.Prepares treatment room and fabricates immobilization/treatment devices.Coordinates patient scheduling and retrieval of patient records.Assures radiation safety measures for patients and personnel.Tracks, records, and compiles all 

clinical research data of patients following departmental and IRB policies.Follows and participates in development of program's policies, procedures, and quality assurance methods.Discusses technical problems with faculty and staff to suggest 

corrections and/or solutions.Consults with supervisor or physician concerning treatment.May perform computer driven dosimetry and all related treatment plan calculations.Assists in commissioning, calibration, quality assurance, and 

physical measurements as appropriate for system accuracy.May participates in call duties for non-emergent and emergent clinical needs as assigned.Actively engages in teaching, supervising, and evaluation of students in the Radiation Therapy 

program.Performs orientation of new employees, not limited to therapists.Demonstrates effective leadership performance in the following areas:Mentorship of Radiation Therapy I and II in daily treatment operationsProvides immediate 

feedback to Chief Therapist Supervisor of specific work area or staff for any workflow or staff concernsConducts daily or weekly huddles with assigned teamCompliance checks on department, documentation and billing by Therapy 

staffAdequate time slots management provided for daily treatments.Anticipation and resolution of machine coverage issues.Aptitude to manage patient throughput with a pace consistent to the daily schedule.Skill to meet special scheduling 

request/needs for patients without compromising the schedules of other patients.Participates and provides input at meetings on improvements or changes.Effective time management of self and team members assigned to machines.Input on 

staffing models and/or weekly schedules & assists Chief Therapists with daily staffing coverage plans.May serve as Lead Machinist Therapist.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of considerable 

judgment in application for radiotherapy on complex and cutting edge treatment machines, practices and policies to work problems, organization and administration of clinical activities.Ability to ensure adherence to policies and procedures of 

university such as FLSA, salary guidelines, accounting regulations, and internal controls policy.Ability to communicate effectively with various levels of internal and external contacts.Excellent interpersonal and teamwork skills.Excellent 

organizational and project management skills.Working ConditionsWork is performed primarily by the linac machines in the therapy console area.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

RADIATION THERAPY TECHNICIAN 1133 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5E14

Medical Technician-Rad 

Therapy ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma plus 

two (2) years related experience required. May consider prior customer service experience.Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Job 

DutiesPerform highly responsible operations support duties using independent judgment within defined departmental guidelines and according to departmental policies and procedures; perform clinical operational support tasks as 

assigned.Assists therapists with properly routing patients through scheduled clinic activities.Addresses patient requests and needs or directs them to appropriate staff when needed.Assists with therapy supply levels and linen 

management.Aids in arranging inpatient transportation to and from clinic as needed.May assist in scheduling patients and appointments.Assists in maintaining clean, safe and organized work area.Maintains current technical skills as needed 

by attending training programs and seminars to continue level of competency.Identifies and notifies manager of patient care issues.Maintains current customer service, clinical, and technical skills by attending training programs and seminars 

to continue level of competency and ensure compliance with departmental policies and procedures.Provides suggestions for change and assists with development and implementation of policies and procedures.Maintains frequent contact 

with physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate necessary information to provide optimal level of patient care.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires use of considerable judgment in application of procedures, practices and policies to work problems, organization, and administration of clinical activities.Work requires excellent written and 

verbal communication skills, document in the electronic medical record accurately, remain flexible, be able to work independently and as a team, and adapt to a fast moving environment.Work requires knowledge, skills, and abilities specific to 

the needs of the clinical specialty.Work requires ability to complete most assignments with substantial independence.Work requires proficiency in the use of computer technology. Work requires ability to read, write, and perform 

mathematical calculations.Working ConditionsWork is performed primarily in clinical or laboratory area. Requires the ability to stand for long periods of time and to lift, push, and/or pull up to 50 lbs.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

RADIATION THERAPY TECHNICIAN COORDINATOR 1124 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5E14

Medical Technician-Rad 

Therapy ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma and 

5 years related health care clinic experience required. Bachelors degree preferred. Supervisory experience preferred.Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC). Job DutiesProvide supervision for Radiation therapy technicians in the Department of Radiation Oncology.Responsible for recommending hiring, performance evaluations and disciplinary actions in coordination with the Chief Radiation 

Therapist and/or clinic manager.Provide supervision for radiation therapy technicians at all Radiation Oncology clinic locations.Provide coverage for any therapy tech absences.Disseminate departmental and institutional policies and 

procedures; recommend new departmental policies and procedures where needed.Prepare and educate therapy tech staff of services and new programs in the department.Responsible for orientation and onboarding of new therapy tech staff 

regarding departmental protocols.Facilitate team work, staff development and staff satisfaction through planned group processes.Develop weekly and rotational schedule for staff.Discuss technical problems with faculty and staff to suggest 

corrections and/or solutionsManage treatment summary QCL in Mosaiq.Oversee Real time location system (RTLS) functions o ID tag assignments for new patients and on treatment patients.Oversee linen management for all clinical operations 

and assist with supply management.Assist with EPIC interface projects and planning as needed.Lead Clinic compliance efforts in coordination with QA coordinator.Back up support for On treatment visit scheduling in EPIC.Organize patient 

availability for observations during clinical conferences.Provide inner campus transport, if needed.Cover patient scans at UT and Parkland imaging sites in conjunction with Chief Therapists.Maintain current customer service, clinical, and 

technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use 

of considerable judgment in application of procedures, practices and policies to work problems, organization, and administration of clinical activities.Work requires excellent written and verbal communication skills, document in the electronic 

medical record accurately, remain flexible, be able to work independently and as a team, and adapt to a fast moving environment.Work requires knowledge, skills, and abilities specific to the needs of the clinical specialty.Work requires ability 

to complete most assignments with substantial independence.Work requires proficiency in the use of computer technology.Work requires frequent contact with physicians, residents, fellows, allied health personnel, and other medical and/or 

non-medical office support personnel to coordinate necessary information to provide optimal level of patient care.Work requires telephone contact with patients, referring physicians, and pharmaceutical representatives outside of UT 

Southwestern, vendors, and third party payees.Work requires knowledge of process and responsibility relative to particular emergency situationsWorking ConditionsWorking conditions are considered fair but involve more than average 

exposure to one or more disagreeable elements including radiation. Work is performed in a well lit and temperature controlled environment with specialized safety precautions used to reduce exposure to radiation. Requires the ability to stand 

for long periods of time.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RADIOLOGIST ASSISTANT 1753 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3F16 Prof Med Services-Rad Assist ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree from an 

accredited educational institution and graduation from a Radiologist Assistant program recognized by the American Registry of Radiologic Technicians (ARRT).Certification as a Registered Radiologist Assistant (RRA) by the ARRT.Texas 

Radiologist Assistant License - temporary acceptable for new graduates until permanent license is issued upon receipt of passing Radiologist Assistant National Certifying Examination Scores (within one year of hire).Basic Life Support (BLS) 

certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) Job DutiesReview of patients' medical record to verify appropriateness of exam or procedure and report significant findings to radiologist; 

interview patients to obtain, verify or update medical history; explain procedure to patient or significant others, including risks, benefits and other information; obtain informed consent; determine if patient has followed instructions in 

preparation for the exam; assess risk factors that may contraindicate the procedure.Perform & document a radiology-focused physical examination & analysis of data and report findings to supervising radiologist.Monitor ECG and recognize 

abnormal rhythms. Monitor IV therapy for flow rate and complications. Perform urinary catheterization, venipuncture. Participate in the administration of moderate (conscious) sedation and observe and assess patient who has received this 

sedation. Assess patient's vital signs and level of anxiety/pain and inform radiologist when appropriate. Administer and monitor exygen as prescribed.Recognize and respond appropriately to medical emergencies and activate emergency 

response systems, including notification of the radiologist.Operate a fixed/mobile fluoroscopic unit and assure documentation of fluoroscopy time.Explain effects and potential side effects to the patient of the pharmaceutical required for the 

exam and monitor patient after administration. Administer contrast agents and radiopharmaceuticals as prescribed by the radiologist. Administer general medications as prescribed by the radiologist.Perform all procedures in compliance with 

Standards of Care, facility and regulatory requirements and ARRT Standards of Ethics.Maintains complete and accurate records of contacts with patients whether in person or by telephone. Perform CT and MR post-processing. Review imaging 

procedures, make initial observations, & communicate observations only to the radiologist. Record observations according to approved protocols.Communicate radiologist's report to appropriate health care provider consistent with ACR 

Practice Guideline for Communicating Diagnostic Imaging Findings.Provide physician-prescribed pre- and post-procedure care instructions to patients. Perform follow-up patient evaluation, and post-procedure care, and communicate findings 

to the radiologist. Document information in appropriate record. Write patient admission and/or discharge summary for review and co-signature by radiologist.Assist with data collection and review for clinical trials or other research.May 

provide direct supervision to other technicians and/or working supervision to residents. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

RECORDS COORDINATOR 6460 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4A7

Off-Admin Supp-Admin Assist 

Jr CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates degree, 

or equivalent experience, and two (2) years of experience in warehouse management, files management, or records management.    Job Duties  1.  Provides organizational and technical skills required to establish and maintain accurate and up-

to-date record retention and removal practices in accordance with  governmental and UT System regulations.2.Interprets and assimilates federal, state, and UT System laws, rules and policies.  Develops university policies and procedures 

pertaining to records retention.3.Reviews and records university records retention schedule and submits changes to UT System and Texas State Library.  Keeps schedule current and departments informed of records retention 

requirements.4.Develops and publishes material to educate university departments on records retention functions.5.Develops and trains university staff on records retention functions including electronic and physical files.6.Assists with web-

page management and maintenance.7.Assists with departmental functions as directed by management.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

RECORDS SPECIALIST 9542 Y 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 4E Office - Administrative ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide highly effective records management skills in processing and storing current and former employees'employment, and career-related information.Experience and EducationHigh school diploma or equivalent and five (5) years related 

experience.Job DutiesCreates and maintains all employee related records for the institution.Processes and scans all employee records and personnel information for the institution.Verifies existing and former employee status information in 

HRMS/PERS screens.Prepares departmental files for regulatory review and audits.Maintains records log in the database system.Prepares various documents requested by campus departments such as Legal, EEO, and employee 

requests.Coordinates all terminated employee files for proper deletion according to UTSW record retention guidelines.Performs other duties as assigned.Knowledge, Skills & AbilitiesWorks requires good computer skills.Work requires thorough 

knowledge of records management storage and retrieval systems. Work requires effective verbal and written communication skills.Work requires ability to type 30 words per minute.Work requires use of good judgment and decision-making 

skills.Working ConditionsWork is performed primarily in general office areaAny qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REFERRAL MANAGEMENT RN 1055 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A25 Specialized Nurse-RN Coord Jr NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position serves as an advocate and 

promotes UT Southwestern as the preferred destination for excellent patient care, outcomes, safety, and service. This position will work with varying areas of the institution to facilitate patient entrance into UT Southwestern and troubleshoots 

to remove barriers to receiving patient referrals from internal and external sources.Experience and EducationAssociate's degree in nursing required. Two (2) years of general nursing experience required. Previous experience in an outpatient 

clinic and/or in large, complex medical center(s) is preferred.Active Texas nursing licensure required.Job DutiesPrimary clinical responsibilities include receiving/processing referrals and ensuring that admissions occur in a timely and consistent 

manner.Develops working relationships with Clinic Managers, Medical Directors, and Clinic Leadership with a goal of understanding access priorities and assisting in the development of protocols to allow scheduling of patient visits, tests, and 

procedures.Processes patient referrals to specialty providers by reviewing/obtaining medical records and, when necessary, creating referral orders for patient visits. Uses clinical nursing experience and judgement to ensure referrals are 

addressed in a timely manner, prioritizing urgent items appropriately.Maintains high level of customer service during interactions with referral sources, other members of the referral center staff, providers, and staff to facilitate the start of 

patient care. Ensure best practices are applied to all procedures: reviewing referral information, adhering to HIPPA regulations, coordinating specialty health care and maintaining timely and accurate electronic health records.Receives and 

provides immediate responses to inquiries and patient referrals. Determines appropriateness of referral for specific clinical specialties.Works with minimal supervision and demonstrates adaptability and high tolerance for ambiguous work 

situations.Communicates, plans, and organize work in a logical and efficient manner.Duties performed may include one or more of the following core functions:Directly interacting with patientsDirectly interacting with human-subject research 

participantsRegularly maintaining, modifying, releasing or similarly affecting patient records (including labs and test results). Regularly maintaining, modifying, releasing or similarly affecting human-subjects research recordsPerforms other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to maintain current customer service, clinical, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with 

departmental policies and procedures.Work requires ability to provide suggestions for change and assist with development and implementation of policies and procedures.Work requires ability to determine methods and approaches to 

problems.Work requires good verbal and written communication skills.Work requires contact with physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate 

information necessary to provide optimal level of patient care.Work requires telephone contact with patients, referring physicians, and pharmaceutical representatives, vendors, and third party payees.Work requires ability to read, write, and 

perform mathematical calculations.Working ConditionsWork is performed primarily from home but may require visits to office and clinical areas.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

REFRIGERATION & AC MECHANIC I 5156 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationRequiredGraduation 

from high school or vocational school and three (3) years skilled or journeyman level experience as Refrigeration or air-conditioning mechanic. Current Chlorofluorocarbons Technician Certification (CFC) by the State of Texas is 

required.PreferredRepair knowledge of ice machine or walking cooler/Freezers/Roof top units is preferred; ARC, TDLR license or NATE Certification is a plus.Job Duties1. Overhauls and services freon air-conditioning and refrigeration units; 

repairing, replacing, or adjusting worn or broken parts on condensers, compressors, water and vacuum pumps.2. Tests equipment for refrigerant leaks, adding freon to refrigeration units as needed and checks gauges for proper operation.3. 

Repairs or adjusts valves, piping connections, fittings, and couplings.4. Removes or installs motors, thermostats, and humidistats, and adjusts expansion valves. Makes inspections for preventive maintenance.5. May provide working 

supervision to Maintenance Workers and/or Crafts Trade Trainees.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REFRIGERATION & AC MECHANIC II 5157 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 6D1 Maintenance/Craft-Skilled Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school or vocational school and five (5) years skilled or journeyman level experience as a commercial/industrial Refrigeration or air-conditioning mechanic proficient in repairing of ice machine or walking cooler/Freezers/Roof top units, ability 

to learn to repair -80&deg; freezer or any ultra-low refrigeration equipment within first year of hire; and current Chlorofluorocarbons Technician Certification (CFC) by the State of Texas. ARC, TDLR license or NATE Certification is a plusJob 

Duties1. Performs more complex refrigeration tasks. Performs preventative maintenance and repor of all ice machine(s), environmental rooms, and Roof Top A/C DX units. Services as a liaison between customer and Facilities Management.2. 

Inspects systems and equipment, and performs detailed inspections of equipment for proper operation. Informs appropriate supervisory or managerial personnel of unusual conditions, problems or deficiencies, and takes appropriate action as 

needed.3. Participates in meetings, workshops, training, and seminars, as assigned for the purpose of conveying and/or gathering information required to perform job functions. Trains and mentors new personnel in area of expertise as 

required. Teaches basic knowledge of codes and proper tool use to other refrigeration mechanics.4. Documents conditions found and performs minor repairs, as appropriate, following departmental guideliens and serves as a primary point of 

contact for customers for all Facilities Management services.5. Works with vendors and contractors getting quotes for equipment repairs. Assists as needed with vendors to ensure proper repairs are made to equipment.6. Maintains tools and 

equipment for the purpose of ensuring availability in safe operating condition. Works with other mechanics and shops to ensure that equipment room spaces are free of trash, moisture leaks, unnecessary equipment, or any unsafe 

conditions.7. Support area shift coverage, after hours or extended projects as needed and assists in major maintenance repairs. Responds to emergency situations during or after hours for the purpose of resolving immediate safety concerns 

and equipment failures.8. Acts in a leadership capacity in the absence of the foreman.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

REFRIGERATION & AC MECHANIC III 5158 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 6D1 Maintenance/Craft-Skilled Sr SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduation from high 

school or vocational school and seven (7) years skilled or journeyman level experience as a commercial/industrial Refrigeration or air-conditioning mechanic must be proficient in all kinds of refrigeration and A/C units, knowledge of PeopleSoft 

is a plus, May be required to perform job duties of foreman in his absence; and current Chlorofluorocarbons Technician Certification (CFC) by the State of Texas. ARC, TDLR license or NATE Certification is a plusJob Duties1. Performs more 

complex refrigeration tasks. Performs preventative maintenance and repair of all refrigerated coolers, refrigerated incubators, walk in freezer, cryostat refrigerated chiller, ultralow cascade freezer and specialty refrigerated equipment. Services 

as a liaison between customer and Facilities Management.2. Inspects systems and equipment, and performs detailed inspections of equipment for proper operation. Informs appropriate supervisory or managerial personnel of unusual 

conditions, problems or deficiencies, and takes appropriate action as needed.3. Participates in meetings, workshops, training, and seminars, as assigned for the purpose of conveying and/or gathering information required to perform job 

functions. Trains and mentors new personnel in area of expertise as required. Teaches basic knowledge of codes and proper tool use to other refrigeration mechanics.4. Documents conditions found and performs minor repairs, as appropriate, 

following departmental guideliens and serves as a primary point of contact for customers for all Facilities Management services.5. Works with vendors and contractors getting quotes for equipment repairs. Assists as needed with vendors to 

ensure proper repairs are made to equipment.6. Maintains tools and equipment for the purpose of ensuring availability in safe operating condition. Works with other mechanics and shops to ensure that equipment room spaces are free of 

trash, moisture leaks, unnecessary equipment, or any unsafe conditions.7. Support area shift coverage, after hours or extended projects as needed and assists in major maintenance repairs. Responds to emergency situations during or after 

hours for the purpose of resolving immediate safety concerns and equipment failures.8. Acts in a leadership capacity in the absence of the foreman.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.



REGISTERED DIETITIAN P4512 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3F2 Prof Med Services-Reg Diet ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree with 

focus in Dietetics. Credentialed as a Registered Dietitian with the Academy of Nutrition and Dietetics and Licensed with the state of Texas as a Dietitian. One year experience in a healthcare setting preferred. Bachelor's degree with focus in 

Dietetics. Credentialed as a Registered Dietician w/ the Academy of Nutrition and Dietetics & in process of securing Licensure as a dietitian with the state of Texas. Must be supervised by a dietitian who is credentialed with the ADA & Licensed 

by the state of Texas while pending state approval process Bachelor's degree with focus in Dietetics. Awaiting examination & credentialing by Academy of Nutrition and Dietetics as well as registration as a dietitian in the state of Texas. Must be 

supervised by a dietitian who is credentialed with the ADA & Licensed by the state of Texas while undergoing the proceeding. Job Duties1. Performs comprehensive nutrition assessments on designated patients.2. Completes follow-up nutrition 

education on designated patients.3. Performs nutrition education on designated patients.4. Teaches classes as part of cardio-pulmocare rehab program.5. Participates in heart and lung seminars as assigned.6. Enters nutrition assessment data 

into heart and lung charts and computer system.7. Attends assigned weekly transplant meetings and committee meetings.8. Documents daily activities on productivity log.9. Attends scheduled inservices and staff meetings.10. Completes 

assigned projects.11. Maintains nutrition education materials and clinical procedures up to date with current research and practice.12. Performs other duties as assigned.**Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED DIETITIAN U4512 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3F2 Prof Med Services-Reg Diet ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under general supervision to 

provide medical nutrition therapy for patients.Experience and EducationBachelor's degree with focus in DieteticsOne year experience in a healthcare setting preferredCredentialed as a Registered Dietitian with the Academy of Nutrition and 

Dietetics and Licensed with the state of Texas as a DietitianORCredentialed as a Registered Dietician w/ the Academy of Nutrition and Dietetics & in process of securing Licensure as a dietitian with the state of Texas. Must be supervised by a 

dietitian who is Credentialed with the ADA & Licensed by the state of Texas while pending state approval processORAwaiting examination & credentialing by Academy of Nutrition and Dietetics as well as registration as a dietitian in the state of 

Texas. Must be supervised by a dietitian who is credentialed with the ADA & Licensed by the state of Texas while undergoing the proceeding.  Licensure must be issued within 6 months of hire dateJob DutiesCollects nutritional data from 

patient medical records and evaluation instruments. Documents and provides medical nutrition therapy for prevention and treatment of diseases. Prepares special diet menus for patients requiring special dietary treatment. Assesses diets and 

nutritional status of patients throughout life cycle. Provides nutrition counseling and education as appropriate.Performs and manages nutrient analysis through use of computer.Interacts with various health care team members such as 

physicians, nurses, and hospital floor receptionists. Confers with health care team members as to dietary and/or nutritional needs of patients. Evaluates outcomes of nutrition interventions.Develops and/or revises nutrition education 

materials.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients b) Directly interacting with or caring for human-subjects research participants;c) Regularly maintaining, 

modifying, releasing or similarly affecting patient records (including patient financial records) d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  10. Performs other duties as 

assigned.Knowledge, Skills, & AbilitiesWork requires knowledge to accurately assess nutritional status.Work requires ability to provide appropriate medical nutrition therapy.Work requires computer skills. Work requires effective 

communication skills.Work requires ability to use hands to key, handle, or feel.Work requires ability to walk and lift up to 10 pounds.Work requires ability to read, write, and understand English.Work requires ability to apply arithmetic, 

mathematical reasoning and analyze data and/or report information.Work requires ability to develop and implement new goals or plans.Working ConditionsWork is performed primarily in an office setting.Any qualifications to be considered as 

equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

REGISTERED DIETITIAN - DIABETES EDUCATION 9801 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3F2 Prof Med Services-Reg Diet PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under direct supervision of the 

nurse supervisor and clinical guidance of the providers in the department to provide medical nutrition therapy for diabetic patients.Experience and EducationOne (1) year in health care food service. - B.S. or B.A. degree in Food and Nutrition. - 

Licensed as a professional dietitian in the State of Texas, registered with the Commission of Dietetic Registration.Job DutiesProvides Medical Nutrition Therapy in the clinic setting through assessment of anthropometrics, laboratory values, 

medical and nutrition assessmentUtilizes cultural, religious, ethnic preferences, MD order, assessment, and specific patient limitations/needs to guide the development of an educational plan.Assures that documentation meets Diabetes 

Management Program and ADA guidelines.Provides diabetes education in multiple settings including individual 1:1, group classes, and professional nursing education.Completes CDE exam within 2 years of employment and maintains 

certification throughout employment.Participates in the development of the Diabetes Management Program curriculum based on ADA and AADE guidelines.Participates in community screenings as needed.Knowledgeable of Performance 

Improvement process/actively participates as team member of unit PI activities.Maintains through CEU programs/personal study clinical updates and standards. Maintains clinical skills for patient population served.Develops educational 

materials based on ADA/AADE guidelines.Participates in programmatic marketing initiatives through formal appointments and or as a representative of DMP.Demonstrates flexibility with daily assignment/schedule as cancellations and urgent 

appointments arise.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge to accurately assess nutritional status.Work requires ability to provide appropriate medical nutrition therapy.Work requires 

computer skills. Work requires effective communication skills.Work requires ability to use hands to key, handle, or feel.Work requires ability to read, write, and understand English.Work requires ability to apply arithmetic, mathematical 

reasoning and analyze data and/or report information.Work requires ability to develop and implement new goals or plansWorking ConditionsWork is performed primarily in an office setting. Work requires ability to walk and lift up to 10 

pounds.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

REGISTERED NURSE BED CONTROL SPECIALIST U6037 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A30 Spclzd RN-Bed Ctrl Spec NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited Nursing program. Must be able to read, write, and communicate in English2 years of acute care experience 2 years of bed control/insurance verification exp.Current Texas (or BNE Compact State) license, BSN preferredJob 

DutiesEstablish and maintain ongoing communication with internal stakeholders and external customers while securing the patient's admission or internal transfer.Apply clinical expertise and the nursing process to triage and prioritize 

admission acuity from multiple locations: direct admits, external transfers, ED, onsite clinics and private physician officesEnsure smooth functioning of the patient placement process to reduce wait times and avoid unnecessary movement of 

patients, serves as an expert clinical resource for patient placementFacilitate the direct admit process by interacting with physicians to ensure telephone triage results in appropriate patient placement.Notifies Administrative Coordinator or 

Manager concerning admissions that do not meet the hospitals criteria.Demonstrates ongoing competency skills including age-specific competencies, above level problem solving skills and decision-making abilities. Triage and assess patients in 

admitting if need arises when there is an admission delay due to bed availabilityContinually seeks new ways to improve processes and increase efficiencies and takes the initiative to communicate recommendations to Administrative 

Coordinator or Manager.Completes all status changes appropriately and within a timely manner. Monitors and reviews for appropriateness of the status change. Alerts case management and admitting if the status is inappropriate for the 

patient.Collaborates with Nursing and Environmental staff to prioritize room cleaning needs.**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to coordinate and work independently.Work 

requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and procedures. Work requires ability to work with confidential information on 

daily basis.Work requires good organizational skills.Work requires ability to handle a busy work environmentWork requires clinic experience WORKING CONDITIONSWork is performed primarily in Hospital setting. Constant sitting, occ. walking, 

bending, and liftingUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED NURSE CHILDBIRTH EDUCATOR U6104 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A29 Spclzed RN-Unit Based Edu NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationRegistered Nurse 

education and prefers one to two (1-2) years of mother and baby experience or childbirth education experience is required. ** Current State of Texas license or Current Certification in Childbirth Education CPR every two (2) years before 

expires.**A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Job DutiesDevelops course content. Plans, teaches, and evaluates parent education classes. 

Adjusts class to accommodate needs of group.Takes responsibility for being on time for classes and assists clients with questions relevant to class experience and upcoming delivery.Assembles equipment and materials needed and returns to 

storage when class is over. Keeps area neat and organized.Turns in client evaluations after every class.Maintains client satisfaction with class at high level. Seeks assistance with any educational issues or needs.Takes responsibility for 

maintaining her education and documenting. Keeps up with newest trends in childbirth and available options for clients.Completes required modules, attends childbirth educator meetings and incorporates new material.Performs other duties 

as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED NURSE CLINICAL EDUCATOR U6106 P39 $67,708.00 $95,765.00 $122,091.00 $5,642.33 $7,980.42 $10,174.25 $260.42 $368.33 $469.58 $32.55 $46.04 $58.70 E 3A19 Specialized Nurse-Educator NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMasters Degree in 

Nursing from an ACEN or CCNE accredited nursing program. Or complete within 3 years. RN licensure, A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). 5 

years experience in the health care field. Preferably a hospital setting.Job Duties1. Facilitate initial and ongoing competency process for the assigned department. Establish plans for their educational needs and follow up as needed.2. In 

conjunction with the managers, directors, and clinical leaders, assess, develop, and implement immediate and future learning needs of the unit/department/organization.3. Models behaviors that reflect life long learning at the local/national 

level: welcoming students/instructors and identify resources for them, coach staff through clinical advancement processes, fostering the use of evidence-based practice.4. Serves as a resource to clinical leaders by identifying educational needs 

of staff, as they relate to changes in service, equipment, or technique.5. Implements programs to meet educational needs, which may include identifying available internal and external resources6. Fosters competence and professional growth 

of staff by facilitating the adoption of practice and policy changes and serving as a role model for interdisciplinary care and education of the patient and family.7. Provides an appropriate environment for learning. Facilitates adult learning 

principles by planning and presenting educational activities in a variety of styles.8. Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement 

targets.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED NURSE CLINICAL LEAD U5016 P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 N 3A31 Spclzed RN-Clinical Lead NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of NLN 

approved Nursing program. Must be able to read, write and communicate in English. Three years experience as an RN. (Surgery, Day Surgery, PACU, GI Lab experience, as appropriate for department). Current Texas (or BNE Compact State) 

license; Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Advanced Cardiac Life Support (ACLS)certification, course accredited by the American Heart Association 

(AHA) or American Red Cross (ARC)required for GI Lab, PACU. Moderate sedation required for GI Lab. Specialty certification preferred.Job Duties1. Provides direct patient care. Handles procedures and tasks specific to unit's patient population. 

Serves as role model to other staff when providing direct patient care.2. Makes daily patient rounds. Does random chart audits. Utilizes opportunities to teach and mentor other nursing personnel. Works effectively with Faculty to understand 

service-based needs as well as assist with onboarding of new Faculty in the operative environment.3. Helps ensure staff meet established productivity targets as appropriate. Reviews staffing/nursing assignments (if necessary) and revises as 

necessary to meet the specific needs of the patients on a shift by shift basis.4. Demonstrates effective problem solving abilities and actively participates in identification and resolution of physician, patient and or family complaints. Reports 

complaints and intervention to the Clinical Nurse Manager in a timely manner to allow for adequate follow-up. Reports unresolved or escalating situations to Nurse Manager immediately. Follows up on staff issues and ensures feedback to 

staff member. Engages in effective problem solving with other departments as necessary to meet needs of the patient population served.5. Demonstrates flexibility and willingness to provide coverage during off shifts when staffing 

crisis/shortage occurs.6. Serve as service line expert. Ensure service based equipment and supply needs are met by working with appropriate support departments. Assist in identifying and planning for future equipment, instrumentation, and 

supply needs.7. Generates or supervises the generation of event reports during the assigned duty hours. Investigates facts as able. Facilitates timely receipt of these reports and follow-up by the Clinical Nurse Manager. Notifies Nurse 

Manager/Risk Manager immediately of high risk situations.8. Actively participates in routine and special patient care conferences. Promotes professional growth of nursing personnel by providing opportunities for active participation in unit 

based activities, patient care/unit decisions, or hospital committees.9. Provides input for peer annual performance reviews and orientation evaluation of nursing personnel assigned to the unit. Assist in planning and coordination of staff 

orientation to core service line, including but not limited to equipment and supplies.10. Assists with scheduling and daily assignments as needed.11. Assumes delegated responsibility for inventory control of equipment and supplies to ensure 

safe and effective patient care. Facilitates timely return of specialty equipment.12. Assists with staff meeting, special projects and in the development, implementation and evaluation of performance improvement activities. Participates on 

hospital work groups as requested.13. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; 

c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED NURSE FIRST ASSISTANT 5055 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3A8 Specialized Nurse-OR NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationCurrent licensure as a 

registered nurse in the State of Texas. Completion of a registered nurse first assistant educational program and /or CNOR Certification - Certified Nurse Operative Room, Basic Life Support Certification (BLSC) and Advanced Cardiac Life Support 

Certification (ACLS),course accredited by the American Heart Association (AHA) or American Red Cross (ARC),  and three years of experience required.Job Duties1. Under the direction and supervision of a physician, and using Standardized 

Procedures, the RNFA functions as the first assist during portions of surgical procedures.2. Performs post-operative procedures to include transcription of standard post-operative orders into patient medical records; assists physicians with 

evaluation and management of patient's status during recovery; reviews vital signs, laboratory and x-ray studies; pulls tubes, changes dressings, assists with technical management of patients.3. May participate in daily rounding on surgical 

service with medical team and participate in patient care planning and education.4. Reviews patient chart noting allergies, pertinent medical history, and abnormal physical findings. Performs patient discharge in with social worker, pharmacist, 

and physical therapist; dictates discharge and transfer summaries in a timely manner.5. Provides treatment and follow-up care for specific conditions, according to approved protocols and under the supervision of a physician. Ability to help 

develop appropriate protocols and keep protocols up to date.6. Perform admission evaluation on new patients to include: obtaining basic medical information and history, reviewing patient's medical record, performing physical exam, 

transcribing history and medical findings into patient medical record, and reporting deviations from normal findings to attending physician.7. Duties performed may include one or more of the following core functions: (a) Directly interacting 

with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

REGISTERED NURSE FLOAT LEVEL 3 U6025 P31 $56,914.00 $82,732.00 $108,549.00 $4,742.83 $6,894.33 $9,045.75 $218.90 $318.20 $417.50 $27.36 $39.78 $52.19 N 3A4A Float Nurse-Level 3 NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of accredited 

nursing program and two (2) years current med-surg experience. **Current Texas (or BNE Compact State) RN license, current Basic Life Support (BLS) certification, and current Advanced Cardiac Life Support (ACLS) certification, both accredited 

by the American Heart Association (AHA) or American Red Cross (ARC) required.Job DutiesPerforms and accurately documents physical, psychosocial, and emotional assessments. Takes all assessments into consideration age specific 

criteria.Anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with assessment to develop appropriate plan of care for patient. Utilizes critical thinking skills in planning and prioritizing nursing 

care. Main- tains and utilizes competencies per unit expectation.Identifies and implements appropriate nursing interventions based on completed assessment. Completes documentation of interventions. Coordinates interdisciplinary plan of 

care. Confers with all mem- bers of health care team in collaborative, fashion, sharing infor- mation and observations of patient and/or patient's family in manner that contributes to optimal patient care.Prioritizes nursing interventions based 

upon completed assessment. Identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes and takes follow-up action.Evaluates implemented interventions and modifies care according to evaluation. 

Documents interventions and modifications to plan of care.Adheres to hospital and/or Department of Nursing policies, proce- dures, clinical pathways and nationally accepted standards of nursing practice while delivering nursing care to 

patients. Suggests practices to enhance nursing care based on current liter- ature and research.Provides answers and/or education to patient and/or patient's family. Completes documentation of all education provided. Ob- tains feedback and 

evaluation of understanding from patient and/or family. Demonstrates effective communication with children. Con- tributes to patient and/or family verbal comfort with after dis- charge care.Welcomes and orients patient and/or family to 

unit. Encourages patient and family participation in care. Reviews plan of care with patient and family every shift. Explains special diets, tests, procedures and medications in easily understood language. Makes frequent rounds on patients, and 

communicates when will return.Assumes accountability for all actions in workplace. Reports errors promptly and takes appropriate follow-up action to rectify error. Provides supervision of and direction to unlicensed support personnel and 

nurses new to environment. Delegates duties appro- priately and within legal parameters.Serves as advocate to patient and/or family. Responds to patient's and or patient's family's complaints. Reports complaints to Clin- ical Nurse Manager 

or their designee. Utilizes chain of command to resolve patient, operational, or personal work related problems.Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of 

manda- tory educational sessions.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

REGISTERED NURSE FLOAT LEVEL 5 U6027 P35 $67,059.00 $88,691.00 $110,323.00 $5,588.25 $7,390.92 $9,193.58 $257.92 $341.12 $424.32 $32.24 $42.64 $53.04 N 3A4B Float Nurse-Level 5 NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of accredited 

nursing program & 3-5 years acute care nursing experience to include 2 years critical care experience, and 2-3 years med/surg & telemetry experience.Current Texas (or BNE Compact State) license; current Advanced Cardiac Life Support (ACLS) 

cert & Basic Life Support (BLS)_cert, both accredited by American Heart Association (AHA) or American Red Cross (ARC) required. Job DutiesPerforms and documents physical, psychosocial, and emotional assessments. Takes assessments into 

consideration age specific criteria.Anticipates patient's and/or patient's family's needs and expect- ations and utilizes them in conjunction with assessment to develop appropriate plan of care for patient. Maintains and utilizes competencies 

per unit expectation.Identifies and implements appropriate nursing interventions based on assessment. Completes documentation of these interventions. Coordinates interdisciplinary plan of care. Confers with all mem- bers of health care 

team in collaborative fashion, sharing inform- ation and observations of patient and/or family in manner that contributes to optimal patient care.Prioritizes nursing interventions based upon assessment. Identi- fies changes in condition as 

evidenced by nursing assessment, labs, x-rays, etc. Reports changes and takes follow-up action.Evaluates implemented interventions and modifies care according to evaluation. Documents interventions and modifications to plan of 

care.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted standards of nursing practice while delivering nursing care to patients. Suggests practices to enhance nursing 

care based on current literature and research.Provides answers and/or education to patients and/or patient's families. Completes documentation of all education provided. Ob- tains feedback and evaluation of understanding from patient and 

family. Demonstrates effective communication with children, ado- lescents, adults and older adults.Welcomes and orients patient and family to unit. Encourages patient and family participation in care. Reviews plan of care with patient and 

family. Explains special diets, tests, proce- dures, and medications. Makes frequent rounds on patients and communicates when will return.Assumes accountability for all actions in workplace. Reports errors and takes follow-up action to rectify 

error. Provides supervision of and direction to unlicensed support personnel and nurses new to environment. Delegates duties within legal para- meters.Responds to patient's and/or patient's family's complaints to Clinical Nurse Manager or 

their designee. Utilizes chain of com- mand to resolve issues.Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mand- atory educational sessions.Performs other 

duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED NURSE II U6035 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A2 Registered Nurse II NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableExperience and Education- Graduate of an 

approved/accredited nursing program either by a governmental authority, nursing board, or a licensing authority which has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). Must be able to read, write and 

communicate in English. - One (1) year of RN experience. Specialty areas may have increased experience requirements as dictated by unit or standard of care. - Current Texas (or BNE Compact State) license, BSN preferred - Professional 

certification in a nursing organization is preferred. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Specialty areas may have increased 

experience/certification requirements as dictated by unit or standard of care.Job DutiesPerforms and accurately documents physical, psychosocial, and emotional assessments. All assessments take into consideration age specific criteria 

(children, adolescents, adults and elder adults).Actively anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes 

critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.Identifies and implements appropriate nursing interventions based on the completed assessment. Completes accurate and 

timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a collaborative fashion. Shares information & observations of the patient and/or 

patient's family in a manner that advocates for optimal patient care.Appropriately prioritizes nursing interventions based upon completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, 

etc. Reports changes, takes follow-up action as appropriate. Actively involves patient, family and/or care-giver informed.Evaluates implemented interventions and modifies care according to the evaluation. Documents interventions and 

modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA 

standards, into the provision of safe, quality patient care, utilizing current literature, and research. Practices in accordance with our Professional Practice Model - "Relationship Based Care" & delivers care using our Care Delivery System "PACE" - 

Patient Focused, Accountable, Coordinated and Continuous and Evidence Based.Provides appropriate & timely answers and/or education to patients, patient's families, significant others and/or caregivers. Completes accurate and timely 

documentation of all education provided including discharge plan of care. Asseses competence, obtains feedback/evaluation of understanding from patient, family, significant others and/or /caregivers. Demonstrates effective communication 

based on individual patient needs and learning preferences.Welcomes and orients patient, family, significant other and/or caregiver to the unit. Encourages patient/family participation in care. Reviews personalized patient plan of care with 

patient/family every shift. Updates white boards accordingly and sets daily goals with patient input. Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes hourly rounds on patients and 

communicates when they will return.Advocate for resources and support that enhance patient safety and unit/hospital based initiatives. Participates in evaluating data to guide decisions regarding unit / department budget formulation and 

implementation.Performs Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-workers accountable for their behavior and compliance with policies and standards. Actively intervenes when patient safety 

is at risk.Performance Improvement: Accountable for patient care and quality/ safety initiatives (EX: patient safety, patient satisfaction, core measures, infection control). Supports efforts to develop and maintain team environment. 

Participates in multidisciplinary quality and practice improvement teams.Shares professional and technical information with colleagues & students. Offers self as a resource as needed to others (Ex: preceptor, charge, mentor, unit expert, lends 

a hand when needed). Participates in meetings & on committees & represents the dept. & hospital in community outreach.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.



REGISTERED NURSE II - CATH LAB U5033 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A11 Specialized Nurse-CATH Lab NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of NLN 

approved nursing program and one year experience is required. BSN Preferred. **Current Texas (or BNE Compact State) license, and current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC)required.**Job Duties1. Performs and accurately documents physical, psychosocial, and emotional assessments. All assessments take into consideration age specific criteria (children, adolescents, adults and elder 

adults).2. Actively anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and 

prioritizing nursing care. Maintains and utilizes competencies per unit expectation.3. Identifies and implements appropriate nursing interventions based on the completed assessment. Completes accurate and timely documentation of these 

interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a collaborative fashion. Shares information & observations of the patient and/or patient's family in a manner that 

advocates for optimal patient care.4. Appropriately prioritizes nursing interventions based upon completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes 

follow-up action as appropriate. Actively involves patient, family and/or care-giver informed.5. Evaluates implemented interventions and modifies care according to the evaluation. Documents interventions and modifications to the plan of care 

in an accurate and timely manner.6. Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA standards, into the provision 

of safe, quality patient care, utilizing current literature, and research. Practices in accordance with our Professional Practice Model - "Relationship Based Care" & delivers care using our Care Delivery System "PACE" - Patient Focused, 

Accountable, Coordinated and Continuous and Evidence Based.7. Provides appropriate & timely answers and/or education to patients, patient's families, significant others and/or caregivers. Completes accurate and timely documentation of all 

education provided including discharge plan of care. Asseses competence, obtains feedback/evaluation of understanding from patient, family, significant others and/or /caregivers. Demonstrates effective communication based on individual 

patient needs and learning preferences.8.Welcomes and orients patient, family, significant other and/or caregiver to the unit. Encourages patient/family participation in care. Reviews personalized patient plan of care with patient/family every 

shift. Updates white boards accordingly and sets daily goals with patient input. Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes hourly rounds on patients and communicates 

when they will return.9. Advocate for resources and support that enhance patient safety and unit/hospital based initiatives. Participates in evaluating data to guide decisions regarding unit / department budget formulation and 

implementation.10. Performs Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-workers accountable for their behavior and compliance with policies and standards. Actively intervenes when patient 

safety is at risk.11. Performance Improvement: Accountable for patient care and quality/ safety initiatives (EX: patient safety, patient satisfaction, core measures, infection control). Supports efforts to develop and maintain team environment. 

Participates in multidisciplinary quality and practice improvement teams.12. Shares professional and technical information with colleagues & students. Offers self as a resource as needed to others (Ex: preceptor, charge, mentor, unit expert, 

lends a hand when needed). Participates in meetings & on committees & represents the dept. & hospital in community outreach. Performs other duties as assigned.**Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED NURSE II - CRITICAL CARE U6032 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A15 Specialized Nurse-NSICU NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

approved/accredited nursing program either by a governmental authority, nursing board, or by a licensing authority that has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). One year of RN experience. 

Licensure/CertificationCurrent Texas (or BNE Compact State) license, BSN preferred. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Specialty areas may 

have additional certification requirements as dictated by unit or standard of care.NSICU: BLS, ACLS, NIHSS requiredMICU: BLS and ACLS, NIHSS requiredSICU: BLS and ACLS requiredNICU: BLS and NRP requiredCVICU: BLS and ACLS 

requiredEmergency: BLS, ACLS NIHSS required. CPI-Advanced Skills within6 months of hire. TNCC and PALS required within 18 months of hireJob Duties1. Performs and accurately documents physical, psychosocial, and emotional assessments. 

All assessments take into consideration age specific criteria (children, adolescents, adults and lder adults).2. Actively anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with the assessment to 

develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.3. Identifies and implements appropriate nursing interventions 

based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a collaborative fashion. 

Shares information and observations of the patient and/or patient's family in a manner that advocates for optimal patient care.4. Appropriately prioritizes nursing interventions based upon completed assessment. Promptly identifies changes 

in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate. Actively involves patient in plan of care and keeps patient, family and/or care-giver informed.5. Evaluates implemented 

interventions and modifies care according to the evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner.6. Adheres to appropriate hospital and/or Department of Nursing policies, 

procedures, clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA standards, into the provision of safe, quality patient care, utilizing current literature, and research. Practices in accordance with our 

Professional Practice Model "Relationship Based Care" and delivers care using our Care Delivery System " PACE" - Patient Focused, Accountable, Coordinated and Continuous and Evidence Based.7. Provides appropriate and timely answers 

and/or education to patients, patient&iquest;s families, significant others and/or caregivers. Completes accurate and timely documentation of all education provided including discharge plan of care. Assesses competence, obtains 

feedback/evaluation of understanding from patient, family, significant others and/or /caregivers. Demonstrates effective communication based on individual patient needs and learning preferences.8. Welcomes and orients patient, family, 

significant other and/or caregiver to the unit. Encourages patient/family participation in care. Reviews personalized patient plan of care with patient/family every shift. Updates white boards accordingly and sets daily goals with patient input. 

Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes hourly rounds on patients and communicates when they will return.9. Duties performed may include one or more of the following 

core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including 

patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to 

complete most assignments with substantial independence. Work requires good verbal and written communication skills. Must be able to read, write and communicate in English.Work requires proficiency in the use of computer technology. 

Work requires ability to read, write, and perform mathematical calculations. Work requires frequent contact with physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to 

coordinate necessary information to provide optimal level of patient care. Work requires telephone contact with patients, referring physicians, and pharmaceutical representatives outside of UT Southwestern, vendors, and third party payees. 

Work requires constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients. Work requires ability to lift, push, and/or pull up to 50 lbs. Work 

requires use of considerable judgment in application of procedures, nursing assessment techniques, practices and policies to work problems, organization, and administration of hospital activities. Work requires ability to maintain current 

customer service, nursing, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures.WORKING CONDITIONSWork is primarily 

performed in a hospital unit/environment. The incumbent may be exposed to body fluids and infectious diseases. Pass pre-employment physical exam including colorblind testing.Any qualifications to be considered as equivalents in lieu of 

stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

REGISTERED NURSE II - PACU U5474 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A2 Registered Nurse II NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableExperience and EducationGraduate of an 

approved/accredited nursing program either by a governmental authority, nursing board, or a licensing authority which has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). Must be able to read, write and 

communicate in English. - One (1) year of RN experience. Specialty areas may have increased experience requirements as dictated by unit or standard of care. - Current Texas (or BNE Compact State) license, BSN preferred - Professional 

certification in a nursing organization is preferred. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesPerforms and accurately documents physical, 

psychosocial, and emotional assessments. All assessments take into consideration age specific criteria (children, adolescents, adults, and elder adults).Actively anticipates patient's and/or patient's family needs and expectations and utilizes 

these in conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.Identifies and 

implements appropriate nursing interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the 

health care team in a collaborative fashion. Shares information & observations of the patient and/or patient's family in a manner that advocates for optimal patient care.Appropriately prioritizes nursing interventions based upon completed 

assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate. Actively involves patient, family and/or caregiver informed.Evaluates 

implemented interventions and modifies care according to the evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or Department of Nursing 

policies, procedures, clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA standards, into the provision of safe, quality patient care, utilizing current literature, and research. Practices in accordance with our 

Professional Practice Model - "Relationship Based Care" & delivers care using our Care Delivery System "PACE" - Patient Focused, Accountable, Coordinated and Continuous and Evidence Based.Provides appropriate & timely answers and/or 

education to patients, patient's families, significant others and/or caregivers. Completes accurate and timely documentation of all education provided including discharge plan of care. Assesses competence, obtains feedback/evaluation of 

understanding from patient, family, significant others and/or /caregivers. Demonstrates effective communication based on individual patient needs and learning preferences.Welcomes and orients patient, family, significant other and/or 

caregiver to the unit. Encourages patient/family participation in care. Reviews personalized patient plan of care with patient/family every shift. Updates white boards accordingly and sets daily goals with patient input. Explains special diets, 

tests, procedures and medications in easily understood and appropriate language. Makes hourly rounds on patients and communicates when they will return.Advocate for resources and support that enhance patient safety and unit/hospital 

based initiatives. Participates in evaluating data to guide decisions regarding unit / department budget formulation and implementation.Performs Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-

workers accountable for their behavior and compliance with policies and standards. Actively intervenes when patient safety is at risk.Performance Improvement: Accountable for patient care and quality/ safety initiatives (EX: patient safety, 

patient satisfaction, core measures, infection control). Supports efforts to develop and maintain team environment. Participates in multidisciplinary quality and practice improvement teams.Shares professional and technical information with 

colleagues & students. Offers self as a resource as needed to others (Ex: preceptor, charge, mentor, unit expert, lends a hand when needed). Participates in meetings & on committees & represents the dept. & hospital in community 

outreach.**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to complete most assignments with substantial independence. Work requires good verbal and written communication skills. 

Must be able to read, write and communicate in English Work requires proficiency in the use of computer technology. Work requires ability to read, write, and perform mathematical calculations. Work requires frequent contact with 

physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate necessary information to provide optimal level of patient care. Work requires telephone contact with patients, 

referring physicians, and pharmaceutical representatives outside of UT Southwestern, vendors, and third party payees. Work requires use of considerable judgment in application of procedures, nursing assessment techniques, practices and 

policies to work problems, organization, and administration of hospital activities. Work requires ability to maintain current customer service, nursing, and technical skills by attending training programs and seminars to continue level of 

competency and ensure compliance with departmental policies and procedures.WORKING CONDITIONSWork is primarily performed in a hospital unit/environment. The incumbent may be exposed to body fluids and infectious diseases. Pass 

pre-employment physical exam including colorblind testing. Work requires constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients. Work 

requires ability to lift, push, and/or pull up to 50 lbs.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT 

REGISTERED NURSE II CRITICAL CARE FELLOW U5353 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 8D Doctoral Residents NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe RN Fellowship is for all nurses with 

more than 6 months of independent practice experience in a specialty (not including a residency) who are transitioning into practice in the UTSW Registered Nurse Fellowship.RN Fellows will receive an extensive orientation and training to the 

new specialty. Experience and EducationCandidates are experienced nurses with more than 6 months of independent practice experience in a specialty (not including a residency). Bachelor's degree from an approved/accredited nursing 

program either by a governmental authority, nursing board, or a licensing authority which has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1) preferred. Must be able to read, write and communicate in 

English.Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Job DutiesPerforms and accurately documents 

physical, psychosocial, and emotional assessments. All assessments take into consideration age specific criteria (children, adolescents, adults and older adults).Actively anticipates patients' and/or patient's family needs and expectations and 

utilizes these in conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectationIdentifies 

and implements appropriate nursing interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members 

of the health care team in a collaborative fashion, sharing information and observations of the patient and/or patient's family in a manner that contributes to optimal patient care.Appropriately prioritizes nursing interventions based upon 

completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate.Evaluates implemented interventions and modifies care according to 

the evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted 

standards of nursing practice while delivering nursing care to patients. Suggests practices to enhance Nursing care based on current literature and research.Provides appropriate and timely answers and/or education to patients and/or patient's 

families. Completes accurate and timely documentation of all education provided. Obtains feedback/evaluation of understanding from patient/family, i.e., have we helped you? Patient/family verbalizes comfort with after discharge care. 

Demonstrates effective communication with children, adolescents, adults and older adults.Welcomes and orients patient/family to the unit. Encourages patient/family participation in care. Reviews plan of care with patient/family every shift. 

Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes frequent rounds on patients, communicates when will return; patient infrequently needs to use call light.Assumes accountability 

for all actions in the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error. Effective patient/family advocate. Responds to patients and/or patients family's complaints in an appropriate and effective 

manner. Reports complaints to the Clinical Nurse Manager or their designee in a timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work related problems.Participates in performance 

improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions. Provides supervision of and direction to unlicensed support personnel and nurses new to the environment. 

Delegates duties appropriately and within legal parameters.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects 

research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs other duties as assigned.Knowledge, Skills & AbilitiesSelf-directed and able to organize and manage multiple tasks/projects simultaneously.Work requires high level of effective written, verbal and interpersonal 

communication skills.Work requires interdisciplinary collaboration between nursing, physicians and allied health professionals.Analytical - Synthesizes complex or diverse information; Collects and researches data; Uses intuition and experience 

to complement data; Designs workflows and procedures.Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information skillfully; Develops alternative solutions; Works well in group problem solving 

situations; Uses reason even when dealing with emotional topics.Technical Skills - Pursues training and development opportunities; Strives to continuously build knowledge and skills.Customer Service - Manages difficult or emotional customer 

situations; Responds promptly to customer needs; Solicits customer feedback to improve service; Responds to requests for service and assistance; Meets commitments; Maintains confidentiality.Oral Communication - Speaks clearly and 

persuasively in positive or negative situations; Listens and gets clarification; Responds well to questions; Participates in meetings.Written Communication - Writes clearly and informatively; Able to read and interpret written 

information.Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness to others' views; Gives and welcomes feedback; Contributes to building a positive team spirit; Inspires respect and trust.Adaptability - 

Develops workable implementation plans; Communicates changes effectively; Builds commitment and overcomes resistance; Monitors transition and evaluates results; Able to deal with frequent change, delays, or unexpected 

REGISTERED NURSE II FELLOW U6039 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 8D Doctoral Residents NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSummaryThe RN Fellowship is for all nurses with 

previous practice experience in a specialty (not including a residency) who are transitioning into practice in the UTSW Registered Nurse Fellowship.RN Fellows will receive an extensive orientation and training to the new specialty. Experience 

and EducationGraduate of an approved/accredited nursing program either by a governmental authority, nursing board, or by a licensing authority that has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). At 

least 6 months of RN experience required. Licensure/CertificationCurrent Texas (or BNE Compact State) license, BSN preferred. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC). Specialty areas may have increased experience/certification requirements as dictated by unit or standard of care.Job DutiesPerforms and accurately documents physical, psychosocial, and emotional assessments. All 

assessments take into consideration age specific criteria (children, adolescents, adults and older adults).Actively anticipates patients' and/or patient's family needs and expectations and utilizes these in conjunction with the assessment to 

develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per clinic or unit expectationIdentifies and implements appropriate nursing 

interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a 

collaborative fashion, sharing information and observations of the patient and/or patient's family in a manner that contributes to optimal patient care.Appropriately prioritizes nursing interventions based upon completed assessment. 

Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate.Evaluates implemented interventions and modifies care according to the evaluation. 

Documents interventions and modifications to the plan of care in an accurate and timely manner.Adheres to appropriate clinic, hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted standards of 

nursing practice while delivering nursing care to patients. Suggests practices to enhance Nursing care based on current literature and research.Provides appropriate and timely answers and/or education to patients and/or patient's families. 

Completes accurate and timely documentation of all education provided. Obtains feedback/evaluation of understanding from patient/family, i.e., have we helped you? Patient/family verbalizes comfort with after discharge care. Demonstrates 

effective communication with children, adolescents, adults and older adults.Welcomes and orients patient/family to the clinic or unit. Encourages patient/family participation in care. Reviews plan of care with patient/family every shift. 

Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes frequent rounds on patients, communicates when will return; patient infrequently needs to use call light.Assumes accountability 

for all actions in the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error. Effective patient/family advocate. Responds to patients and/or patients family's complaints in an appropriate and effective 

manner. Reports complaints to the Clinical Nurse Manager or their designee in a timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work-related problems.Participates in performance 

improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions. Provides supervision of and direction to unlicensed support personnel and nurses new to the environment. 

Delegates duties appropriately and within legal parameters.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects 

research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs other duties as assigned.Knowledge, Skills & AbilitiesSelf-directed and able to organize and manage multiple tasks/projects simultaneously.Work requires high level of effective written, verbal and interpersonal 

communication skills.Work requires interdisciplinary collaboration between nursing, physicians and allied health professionals.Working ConditionsWork is performed primarily in a hospital/clinical setting.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

REGISTERED NURSE INTAKE COORDINATOR P2326 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A26

Specialized Nurse-RN Coord 

Mid NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of NLN 

approved nursing program and three (3) years experience in medical intake and/or care coordination; experience in relationship development and managed care. **Current Texas (or BNE Compact State) license and Basic Life Support (BLS) 

certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC);** Job DutiesReceives and provides immediate responses to inquiries and patient referrals. Establishes immediate relationship between 

referral sources and hospital.Determines appropriateness of referral for admission in accordance with established admission criteria for services involved.Interfaces with other hospital departments and physicians to facilitate admission 

process.Evaluates financial reimbursement for proposed hospitalization and intervention and obtains pre-certification for intervention.Assists in determining resources required to provide appropriate and indicated level of care and assures 

availability of indicated resources prior to acceptance of patient.Provides overview of services to be provided during hospitalization to patients, families, payers and referral sources.Notifies payor of admission and expected course of treatment 

and assigns initial length of stay in accordance with standards of care criteria as outlined in utilization.Tracks data regarding intakes and referral sources.Provides guidelines and instruction to staff regarding program promotion, intake and 

referral processes.Communicates information about patient referred to rehab unit to appropriate physician.Accepts additional responsibilities and organizes scheduled and unscheduled time.Performs other duties as assigned. **Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED NURSE INTAKE COORDINATOR U2326 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 E 3A25 Specialized Nurse-RN Coord Jr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of NLN 

approved nursing program and three (3) years experience in medical intake and/or care coordination; experience in relationship development and managed care. **Current Texas (or BNE Compact State) license and Basic Life Support (BLS) 

certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).** Job DutiesReceives and provides immediate responses to inquiries and patient referrals. Establishes immediate relationship between 

referral sources and hospital.Determines appropriateness of referral for admission in accordance with established admission criteria for services involved.Interfaces with other hospital departments and physicians to facilitate admission 

process.Evaluates financial reimbursement for proposed hospitalization and intervention and obtains pre-certification for intervention.Assists in determining resources required to provide appropriate and indicated level of care and assures 

availability of indicated resources prior to acceptance of patient.Provides overview of services to be provided during hospitalization to patients, families, payers and referral sources.Notifies payor of admission and expected course of treatment 

and assigns initial length of stay in accordance with standards of care criteria as outlined in utilization.Tracks data regarding intakes and referral sources.Provides guidelines and instruction to staff regarding program promotion, intake and 

referral processes.Communicates information about patient referred to rehab unit to appropriate physician.Accepts additional responsibilities and organizes scheduled and unscheduled time.Performs other duties as assigned. **Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED NURSE KLP TXP INTAKE COORDINATOR P6026 P31 $56,914.00 $82,732.00 $108,549.00 $4,742.83 $6,894.33 $9,045.75 $218.90 $318.20 $417.50 $27.36 $39.78 $52.19 E 3A18 Specialized Nurse-Endoscopy NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationBachelor's 

degree in nursing from an accredited program and 3 years applicable experience. **Current Texas (or BNE Compact State) RN license. Transplant or nephrology patient care experience preferred.Job DutiesAssures access to care throughout the 

transplant evaluation process.Promotes excellent patient care communication between specialty p physicians and transplant center.Assures hand-offs between sites of care.Performs on-call duties for the vascular access program.Provide 

excellent coordination and collaboration between care providers to promote patient and family-centered care.Serve as the clinical link between the referring physician office and the transplant program.Collaborates with dialysis unit in 

scheduling vascular access surgeries, adhering to follow up care protocols, and maintaining history of access placements.Tracks data regarding intakes and referral sources.Provide internal services for nurses and support staff.Attend patient 

care conferences at dialysis centers and provides clinical updates.Assures discharge summaries, protocols, other records are submitted to referring physicians.Participates in developing vascular access database. Performs other duties as 

assigned.Knowledge, Skills & AbilitiesMust be able to read, write and communicate in English. Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be 

able to help lift and turn patients. Pass pre-employment physical exam including color blind testing.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or 

his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

REGISTERED NURSE KLP TXP INTAKE COORDINATOR U6026 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 E 3A25 Specialized Nurse-RN Coord Jr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationBachelor's 

degree in nursing from an accredited program and 3 years applicable experience. **Current Texas (or BNE Compact State) RN license. Transplant or nephrology patient care experience preferred.Job DutiesAssures access to care throughout the 

transplant evaluation process.Promotes excellent patient care communication between specialty p physicians and transplant center.Assures hand-offs between sites of care.Performs on-call duties for the vascular access program.Provide 

excellent coordination and collaboration between care providers to promote patient and family-centered care.Serve as the clinical link between the referring physician office and the transplant program.Collaborates with dialysis unit in 

scheduling vascular access surgeries, adhering to follow up care protocols, and maintaining history of access placements.Tracks data regarding intakes and referral sources.Provide internal services for nurses and support staff.Attend patient 

care conferences at dialysis centers and provides clinical updates.Assures discharge summaries, protocols, other records are submitted to referring physicians.Participates in developing vascular access database. Performs other duties as 

assigned.Knowledge, Skills & AbilitiesMust be able to read, write and communicate in English. Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be 

able to help lift and turn patients. Pass pre-employment physical exam including color blind testing.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or 

his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



REGISTERED NURSE LACTATION II U6022 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A16 Specialized Nurse-Lactation NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationLicensed Registered 

Nurse in state of Texas and two (2) years of mother baby and lactation assistant experience is required. Registered Nurse with Texas license, current Basic Life Support (BLS) certification, course accredited by the American Heart Association 

(AHA) or American Red Cross (ARC), and NRP (AAP version)is required.Lactation consultant with IBCLC certification. Job DutiesPerforms and accurately documents physical, psychosocial, and emotional assessments. All assessments take into 

consideration age specific criteria (children, adolescents, adults and elder adults).Actively anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with the assessment to develop an appropriate 

plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing lactation nursing care. Maintains and utilizes competencies per unit expectation.Identifies and implements appropriate nursing interventions based on the 

completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a collaborative fashion. Shares 

information and observations of the patient and/or patient's family in a manner that advocates for optimal patient care.Appropriately prioritizes lactation nursing interventions based upon completed assessment. Promptly identifies changes 

in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate. Actively involves patient in plan of care and keeps patient, family and/or caregiver informed.Evaluates implemented 

interventions and modifies care according to the evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, 

clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA standards, professional practice model (Shared governance) and care delivery model (Relationship Based Care) into the provision of safe, quality patient 

care. Nursing care is based on current literature and research.Provides appropriate & timely answers and/or education to patients, patient's families, significant others and/or caregivers. Completes accurate and timely documentation of all 

education provided including discharge plan of care. Assesses competence, obtains feedback/evaluation of understanding from patient, family, significant others and/or /caregivers. Demonstrates effective communication based on individual 

patient needs and learning preferences.Welcomes and orients patient, family, significant other and/or caregiver to the unit. Encourages patient/family participation in care. Reviews personalized patient lactation plan of care with patient/family 

every shift. Updates white boards accordingly and sets daily goals with patient input.Advocate for resources and support that enhance patient safety and unit/hospital based initiatives. Participates in evaluating data to guide decisions 

regarding unit / department budget formulation and implementation.Performs Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-workers accountable for their behavior and compliance with policies 

and standards. Actively intervenes when patient safety is at risk.Performance Improvement: Accountable for patient care and quality/safety initiatives (EX: patient safety, patient satisfaction, infection control).Shares professional and technical 

information with colleagues and students. Offers self as a resource as needed to others (Example: unit expert, lends a hand when needed).Duties performed may include one or more of the following core functions: a) Directly interacting with or 

caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned. Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling 

heavy objects such as patient beds. Must be able to help lift and turn patients. Pass pre-employment physical exam including color blind testing.Any qualifications to be considered as equivalents in lieu of stated minimum require prior 

approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

REGISTERED NURSE RESIDENT U6034 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 8D Doctoral Residents NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Nurse Residency Program is a 

planned, comprehensive program through which currently licensed RNs with less than 12 months (of nursing experience) can demonstrate the knowledge, skills, and attitudes that meet the standards of practice defined by the American 

Nurses Association and other specialty nursing organizations to deliver safe, quality care in a specific clinical setting. The Nurse Residency Program consists of a set of experiences and activities over a 12-month period to support organizational 

enculturation, practice based learning and professional development of the registered nurse.Experience and EducationCandidates are new nurse graduates with a minimum of a Bachelor's degree who have graduated from an ACEN or CCNE 

accredited/state approved program or Associate's degree (ADN) with current UTSW experience.Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, course accredited by the American Heart Association 

(AHA) or American Red Cross (ARC). Specialty areas may have increased certification/license requirements as dictated by unit or standard of care.Job DutiesPerforms and accurately documents physical, psychosocial, and emotional 

assessments. All assessments take into consideration age specific criteria (children, adolescents, adults and older adults).Actively anticipates patients and/or patient's family needs and expectations and utilizes these in conjunction with the 

assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit or clinic expectation.Identifies and implements appropriate 

nursing interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a 

collaborative fashion, sharing information and observations of the patient and/or patient's family in a manner that contributes to optimal patient care.Appropriately prioritizes nursing interventions based upon completed assessment. 

Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate.Evaluates implemented interventions and modifies care according to the evaluation. 

Documents interventions and modifications to the plan of care in an accurate and timely manner. Adheres to appropriate clinic, hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted standards 

of nursing practice while delivering nursing care to patients. Suggests practices to enhance Nursing care based on current literature and research. Provides appropriate and timely answers and/or education to patient's and/or patient's families. 

Completes accurate and timely documentation of all education provided. Obtains feedback/evaluation of understanding from patient/family, i.e., have we helped you? Patient/family verbalizes comfort with after discharge care. Demonstrates 

effective communication with children, adolescents, adults and older adults. Welcomes and orients patient/family to the clinic or unit. Encourages patient/family participation in care. Reviews plan of care with patient/family every shift. 

Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes frequent rounds on patients, communicates when will return; patient infrequently needs to use call light. Assumes accountability 

for all actions in the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error. Effective patient/family advocate. Responds to patients and/or patients family's complaints in an appropriate and effective 

manner. Reports complaints to the Clinical Nurse Manager or their designee in a timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work-related problems.Participates in performance 

improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions.Provides supervision of and direction to unlicensed support personnel and nurses new to the environment. 

Delegates duties appropriately and within legal parameters.Performs other duties as assigned.Knowledge, Skills & AbilitiesSelf-directed and able to organize and manage multiple tasks/projects simultaneously.Work requires high level of 

effective written, verbal and interpersonal communication skills.Work requires interdisciplinary collaboration between nursing, physicians and allied health professionals.Working ConditionsWork is performed primarily in a hospital/clinical 

setting.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

REGISTERED NURSE TRANSPLANT COORDINATOR U6041 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 E 3A17 Specialized Nurse-Transplant NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociate degree in 

Nursing required. Bachelor's degree in Nursing preferred. Current Texas RN (or BNE Compact State) license required. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red 

Cross (ARC) required. 3-4 years of Medical/Surgical or Intensive Care experience. Job DutiesCollects relevant clinical data using a systematic and continuous process. Interprets tests and procedures based on established evidence based standard 

of care.Anticipates patient's and/or patient's family's expectations and needs and utilizes them in conjunction with assessment to develop appropriate plan of care for patient. Maintains and utilizes competencies per unit expectations. 

Synthesizes data and patient information relevant to organ specific transplantation. Utilizes critical thinking skills in planning and prioritizing nursing care.Identifies and implements appropriate nursing interventions based on assessment. 

Completes documentation of interventions. Coordinates interdisciplinary plan of care. Communicates plan of care with family, patient and transplant team members.Prioritizes nursing interventions based upon assessment. Identifies changes 

in condition as evidenced by assessment,labs, x-rays, etc. Reports changes and takes follow-up action as appropriate.Evaluates effectiveness of planned strategies in relation to the patient's attainment of expected outcomes. Uses ongoing 

assessment data to revise the plan of care and expected outcomes. Documents interventions and modifications to plan of care.Adheres to appropriate policies, procedures, clinical pathways, and nationally accepted standards of nursing 

practice while delivering care to patients. Suggests practices to enhance nursing care based on current literature and research.Provides transplant specific health teaching that addresses patient self monitoring and promotes self care. 

Completes documentation of all education provided. Obtains feedback and evaluation of understanding from patient and family. Demonstrates effective communication with children, adolescents, adults, and older adults.Describes/maintains 

compliance with transplant regulatory policies related to organ allocation, candidate listing, and ABO and UNOS ID verification for living donors and/or recipients. Advocates for the patient's medical and legal rights and promotes the informed 

consent process.Responds to patient's and/or family's complaints in appropriate & effective manner. Reports complaints to Clinical Nurse Manager or designee in timely manner. Utilizes chain of command to resolve issues. Serves as advocate 

to patient and family.Participates in QA/PI activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions.Performs other duties as assigned. **Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED NURSE WOUND OSTOMY U6040 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A8 Specialized Nurse-OR NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociate Degree in 

Nursing,One (1) year of RN experience. Specialty areas may have increase experience requirements as dictated by unit or standard of care.WOCN Wound Ostomy Continence Nursing Certification Board is required for full time positions. PRN 

positions qualify with (WCC) Wound Care Certification or (CWS) Certified Wound Specialist or (CWCN) Certified Wound Care Nurse. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC). Job DutiesPerforms and accurately documents physical, psychosocial, and emotional assessments for all assigned patients.Develops and implements an appropriate plan of care for the patient. Utilizes critical 

thinking skills in planning and prioritizing nursing care for the assigned patients.Completes accurate and timely documentation of the interventions. Confers with all members of the health care team in a collaborative fashion, sharing 

information and observations of the patient and/or patient's family in a manner that contributes to optimal patient care.Initiates or maintains actions to assure continuity of safe/effective care for patients between shifts, units and upon 

discharge.Evaluates implemented interventions and modifies care according to the evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or 

Department of Nursing policies, procedures, clinical pathways and the accepted standards of the Wound, Ostomy, Continence Nursing Board while delivering nursing care to patients.Provides appropriate and timely answers and/or education 

to patient's and/or patient's families. Completes accurate and timely documentation of all education provided.Provides supervision of and direction to unlicensed assistive personnel and nurses new to the environment. Delegates duties 

appropriately and within legal parameters.Assumes accountability for all actions in the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error. Responds to patient's and/or patients family's complaints 

in an appropriate and effective manner. Reports complaints to the Clinical Nurse Manager or their designee in an accurate and timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work 

related problems.Participates in performance improvement activities as directed. Completes minatory companies and education modules.Provides education to the community and areas of the hospital that request further information in 

his/her area of expertise.Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED POLYSOMNOGRAPHER (RPSGT) U5307 P24 $51,431.00 $73,028.00 $96,119.00 $4,285.92 $6,085.67 $8,009.92 $197.81 $280.88 $369.69 $24.73 $35.11 $46.21 N 5E19 Medical Technician-Polysom ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education2 years of experience in 

an accredited Sleep CenterHigh School Diploma Required licensure as a registered polysomnographic sleep technologist through the Board of Registered Polysomnographic TechnologistsBLS certification issued by the American Heart 

Association (AHA) or American Red Cross (ARC)Job DutiesPerforms technical procedures and operates equipment with a high level of expertise.Demonstrates decision-making skills in patient assessment and care plan based on desired 

outcomes of therapy, clinical data and consultation with physician.Assesses patient and family's knowledge deficit regarding Cardiopulmonary anatomy and physiology, diagnostic and therapeutic procedures.Adheres to department 

procedures of accurate documentation, trouble shoots and corrects artifact, performs all aspects of patient care in an environment that optimizes patient safety.Demonstrates activities consistent with the financial objectives of the 

department in the use of supplies and maintain and operate equipment safely and correctly.Assumes and performs scoring of the polysomnographic record when as signed according to departmental policies & established guidelines.Fosters 

teamwork by treating all staff fairly, facilitating 2-way communication and having a collaborative attitude.On ones own initiative, assists in writing procedures, giving in-services recognized as necessary by the individual.Maintains knowledge of 

infrequently used equipment and ordered patient therapeutics.Takes responsibility for maintain supplies & equipment in all areas of the Sleep Center; takes responsibility for reporting and follow through to biomedical on equipment in need of 

repair.Actively participates in Quality Assurance departmental activities and objectives.Clean and maintain all polysomnographic equipment according to department policy. Performs other duties as assigned. **Other Duties: Performs other 

duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED RESPIRATORY THERAPIST U5310 P24 $51,431.00 $73,028.00 $96,119.00 $4,285.92 $6,085.67 $8,009.92 $197.81 $280.88 $369.69 $24.73 $35.11 $46.21 N 3F12 Prof Med Services-Resp ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Respiratory Care teams are an 

integral part of daily clinical care. We work collaboratively with our clinical caregivers, patients and families to improve and maintain ideal lung health. The goal of our Respiratory Therapist is to perform with a high degree of competency in all 

clinical aspects of respiratory care for all age groups (adult, geriatric, and neonatal). Respiratory therapy includes the application and monitoring of medical gases (excluding anesthetic gases) and environmental control systems, mechanical 

ventilatory support, artificial airway care, bronchopulmonary hygiene, pharmacologic agents related to respiratory care procedures, and cardiopulmonary rehabilitation related and limited to respiratory care. Utilizes the application of scientific 

principles for the identification, prevention, remediation, research, and rehabilitation of acute or chronic cardiopulmonary dysfunction.Experience and Education2 years of Critical care preferredA.A.S. Graduate of accredited program in 

respiratory care (Bachelor's Degree preferred)License by the Texas Medical Board, Registered by the National Board for Respiratory Care (NBRC), Basic Life Support (BLS) course accredited by the American Heart Association (AHA) or the 

American Red Cross (ARC).Current Neonatal Resuscitation Program (NRP) certification, course accredited by American Academy of   Pediatrics (AAP) if required to work in Neonatal Intensive Care Unit (NICU)Other: specialty areas may have 

increased certification/license requirements as dictated by unit or standard of care.Job DutiesPerforms technical procedures and operates equipment with a high level of expertise.Maintains knowledge of infrequently used equipment and 

ordered patient therapeutics.Administers therapy according to departmental policies and procedures.Demonstrates decision-making skills in patient assessment and care plan design based on desired outcomes of therapy, clinical data, 

consultation with physicians and progress of the patient.Assesses patient and family's knowledge deficit regarding Cardiopulmonary anatomy and physiology, therapeutic procedures, respiratory drug interactions or contraindications, smoking 

cessation.Adheres to department administrative procedures of error free patient charge entry, timely and concise SBAR shift report, accurate documentation and accurate EMR order management.Demonstrates activities consistent with the 

financial objectives of the department in the use of disposable supplies and equipment change out.Assumes and performs charge therapist duties when assigned according to departmental policies. If not charge therapist, then reports all 

relative patient care and equipment issues to charge therapist. Request assistance from the charge therapist when appropriate.Demonstrates engagement by attending and participating in 90% of all department and town hall meetings. 

Fosters teamwork by treating all staff fairly, facilitating 2-way communication and having a collaborative attitude.Adheres to hospital and department attendance policies, including self-scheduling, vacation, and holiday rotation policy.Takes 

responsibility for maintain supplies and equipment in all areas of the hospital; takes responsibility for reporting and follow through to biomedical on equipment in need of repair.Actively participates in Quality Assurance departmental 

activities and objectives.On one's own initiative, assists in writing procedures or giving in-services recognized as necessary by the individual.Perform other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires good organizational, 

reading and writing skills.Work requires basic computer knowledgeWork requires care skills with ICU and ventilation management experienceWorking ConditionsHeavy physical effort (lifting/carry up to 50lbs.) Prolonged, extensive, or 

considerable standing/walking. Lifts, positions, pushes and/or transfers patients. Lifts supplies/equipment.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED VASCULAR SONOGRAPHER 1143 N RA4 $58,363.00 $89,038.00 $119,711.00 $4,863.58 $7,419.83 $9,975.92 $224.47 $342.45 $460.43 $28.06 $42.81 $57.55 N 3B1 Prof Technologist-Card PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationTwo (2) years' experience 

in ultrasound preferred. Associates Degree in Ultrasound Technology or Graduate of Accredited Sonography Program. Bachelor's degree preferred. American Registry of Diagnostic Medical Sonographers (ARDMS), Registered Vascular 

Technologist (RVT), and BLS/CPR by the American Heart Association for Healthcare (AHA) or American Red Cross ARC) required. In the event that a sonographer is hired without RVT certification, they must obtain RVT certification within 6 

months of hire date or can be terminated from their position.Job Duties1. Maintains work area in a clean and orderly condition and ensures that it is properly supplied for procedures. Demonstrates conscious effort to be good stewards of 

hospital resources to ensure facility financial goals are met. Checks equipment and accessories to ensure proper working order and notifies appropriate personnel for repairs. Responds to inquiries/calls regarding procedures in a timely manner. 

Communicates problems on shift with equipment or pending exams with appropriate staff. Engages in equitable distribution of departmental workloads. Participates in a learning experience with new employees and students. Performs quality 

control on assigned equipment and reports issues timely. Attends departmental and facility meetings/classes. Completes required courses/modules on time. Performs pertinent duties in the best interest of patients, personnel and the facility 

as assigned. Adheres to departmental time, attendance and tardiness guidelines. Wears employee ID and follows dress code policy. As appropriate, may assume supervisory responsibilities in the absence of the designated supervisor. 

Participates in all regulatory compliance activities.2. Patient Interaction: Verifies the patient's identification using two patient identifier as outlined in the hospital policies. Communicates with patients clearly and in a professional manner. 

Ensures proper patient preparation, verifies screening protocols, and answers questions. Evaluates patient's history and symptoms for the procedures clinical criteria. Instructs/communicates with patient and/or patients family (as 

appropriate) regarding the tests to be performed and assesses the patients ability to tolerate exam. Must demonstrate and maintain current knowledge, continued education and skills to provide appropriate care for the following age groups 

(specific to department): newborn, pediatric, young adult, adult and geriatric.3. Exam Performance: Performs color duplex imaging procedures to include carotid, extremity venous and arterial studies, abdominal Doppler, small parts, OB/GYN, 

general abdominal/body or other tests as assigned. Performs non-invasive imaging evaluation of arteries and veins by Doppler and plethysmographic techniques. Verifies the requisition/chart for valid written order, priority date, ordering 

comments, physician's notes, precautions and patient consent forms. Performs high quality US examinations according to exam protocol in a timely manner. Assists the physician as needed in performing additional imaging or biopsy 

procedures. Ensures that images and records are properly completed with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in accordance with 

age specific criteria. Completes exam charges and image documentation and forwards to radiologist in a timely manner. Administers contrast material as appropriate, observes patients for adverse reactions.4. Job Performance May Include: 

Monitors and trains students in all areas of current competencies. Assists in the orientation and training of new staff. Participates in the modality specific QA/QC program and ensures compliance with regulations. Participates in various 

accreditation processes as directed.5. Organizes and participates in conferences, seminars, and technical meetings.6. Arranges for maintenance and repair of equipment following maintenance contract to eliminate or decrease down time of 

equipment.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to recognize 

artifacts/unusual or special problems unrelated to normal scanning routines.Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions 

to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental 

modalities.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGISTERED VASCULAR SONOGRAPHER U1143 RA4 $58,363.00 $89,038.00 $119,711.00 $4,863.58 $7,419.83 $9,975.92 $224.47 $342.45 $460.43 $28.06 $42.81 $57.55 N 3B1 Prof Technologist-Card ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationTwo (2) years' experience 

in ultrasound preferred. Associates Degree in Ultrasound Technology or Graduate of Accredited Sonography Program. Bachelor's degree preferred. American Registry of Diagnostic Medical Sonographers (ARDMS), Registered Vascular 

Technologist (RVT), and Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) by first day of employment is required. In the event that a sonographer is hired without RVT 

certification, they must obtain RVT certification within 6 months of hire date or can be terminated from their position. Job Duties1. Maintains work area in a clean and orderly condition and ensures that it is properly supplied for procedures. 

Demonstrates conscious effort to be good stewards of hospital resources to ensure facility financial goals are met. Checks equipment and accessories to ensure proper working order and notifies appropriate personnel for repairs. Responds to 

inquiries/calls regarding procedures in a timely manner. Communicates problems on shift with equipment or pending exams with appropriate staff. Engages in equitable distribution of departmental workloads. Participates in a learning 

experience with new employees and students. Performs quality control on assigned equipment and reports issues timely. Attends departmental and facility meetings/classes. Completes required courses/modules on time. Performs pertinent 

duties in the best interest of patients, personnel and the facility as assigned. Adheres to departmental time, attendance and tardiness guidelines. Wears employee ID and follows dress code policy. As appropriate, may assume supervisory 

responsibilities in the absence of the designated supervisor. Participates in all regulatory compliance activities.2. Patient Interaction: Verifies the patient's identification using two patient identifier as outlined in the hospital policies. 

Communicates with patients clearly and in a professional manner. Ensures proper patient preparation, verifies screening protocols, and answers questions. Evaluates patient's history and symptoms for the procedures clinical criteria. 

Instructs/communicates with patient and/or patients family (as appropriate) regarding the tests to be performed and assesses the patients ability to tolerate exam. Must demonstrate and maintain current knowledge, continued education and 

skills to provide appropriate care for the following age groups (specific to department): newborn, pediatric, young adult, adult and geriatric.3. Exam Performance: Performs color duplex imaging procedures to include carotid, extremity venous 

and arterial studies, abdominal Doppler, small parts, OB/GYN, general abdominal/body or other tests as assigned. Performs non-invasive imaging evaluation of arteries and veins by Doppler and plethysmographic techniques. Verifies the 

requisition/chart for valid written order, priority date, ordering comments, physician's notes, precautions and patient consent forms. Performs high quality US examinations according to exam protocol in a timely manner. Assists the physician 

as needed in performing additional imaging or biopsy procedures. Ensures that images and records are properly completed with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures 

accurately and in a timely manner in accordance with age specific criteria. Completes exam charges and image documentation and forwards to radiologist in a timely manner. Administers contrast material as appropriate, observes patients for 

adverse reactions.4. Job Performance May Include: Monitors and trains students in all areas of current competencies. Assists in the orientation and training of new staff. Participates in the modality specific QA/QC program and ensures 

compliance with regulations. Participates in various accreditation processes as directed.5. Organizes and participates in conferences, seminars, and technical meetings.6. Arranges for maintenance and repair of equipment following 

maintenance contract to eliminate or decrease down time of equipment.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, 

and training.Work requires ability to recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability 

to devise creative alternatives and suggestions to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams 

that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.



REGISTERED VASCULAR TECHNOLOGIST 1726 RA4 $58,363.00 $89,038.00 $119,711.00 $4,863.58 $7,419.83 $9,975.92 $224.47 $342.45 $460.43 $28.06 $42.81 $57.55 N 3B16 Prof Technologist-Vas Tech ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

perform high quality vascular ultrasound exams in a fast paced setting at the West Campus Building 3 and Frisco outpatient clinics. Obtain patient history to ensure the appropriate exams are ordered, analyze technical data acquired during the 

exam, and provide written preliminary reports to physicians to interpret. Must have RVT or RVS. Experience and EducationCertification as Registered Vascular Technologist (RVT), registered with American Registry and Diagnostic Medical 

Sonographers (ARDMS) or certification as Registered Vascular Specialist, registered with Cardiovascular Credentialing International. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American 

Red Cross (ARC).Two years' experience preferred but not required.Job DutiesGeneral Job Responsibilities: Performs color duplex imaging procedures to include carotid, extremity venous and arterial studies, abdominal Doppler or other tests as 

assigned. Performs non-imaging evaluation of arteries and veins by Doppler and plethysmographic techniques. Assists ordering physician with writing preliminary interpretation of tests. Performs data collection for quality assurance and 

research programs.Maintains work area in a clean and orderly condition and ensures that it is properly supplied for procedures. Demonstrates conscious effort to be good stewards of hospital resources to ensure facility financial goals are met. 

Checks equipment and accessories to ensure proper working order and notifies appropriate personnel for repairs. Responds to inquiries/calls regarding procedures in a timely manner. Communicates problems on shift with equipment or 

pending exams with appropriate staff. Engages in equitable distribution of departmental workloads. Participates in a learning experience with new employees, students, residents, interns and fellows. Assists with scheduling and coordinating 

exams as appropriate to ensure smooth work flow. Performs quality control on assigned equipment and reports issues timely. Attends departmental and facility meetings/classes (minimum 90% attendance). Completes required 

courses/modules on time. Performs pertinent duties in the best interest of patients, personnel and the facility as assigned. Adheres to departmental time, attendance and tardiness guidelines. Wears employee ID and follows dress code policy. 

As appropriate, may assume supervisory responsibilities in the absence of the designated supervisor. Participates in all regulatory compliance activities.Patient Interaction: Verifies the patient's identification using the forms of ID as outlined in 

the hospital policies. Communicates with patients clearly and in a professional manner. Ensures proper patient preparation and answers questions. Evaluates patient's history and symptoms for the procedures clinical criteria. Assist patient in 

dressing for exam and attends to patients physical well-being while transporting to and from exam room and table, and positioning for exam. Instructs/communicates with patient and/or patients family (as appropriate) regarding the tests to 

be performed and assesses the patients ability to tolerate exam. Must demonstrate and maintain current knowledge, continued education and skills to provide appropriate care for the following age groups (specific to department): newborn, 

pediatric, young adult, adult and geriatric.Exam Performance: Reviews orders for testing as prescribed by physician; obtains patient history; determines appropriate test modality. Performs high quality US examinations according to exam 

protocol in a timely manner. Assists the physician as needed in performing Radiofrequency Ablations. Ensures that images and records are properly completed with patient identification data and appropriate labeling. Utilizes technical 

knowledge and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria. Completes exam charges and image documentation and forwards to vascular surgeons in a timely manner. Job Performance 

May Include: Monitors and trains students in all areas of current competencies. Assists in the orientation and training of new staff. Leads the work of technologists ensuring that procedures are performed according to standards. Participates in 

the modality specific QA/QC program and ensures compliance with regulations. Participates in various accreditation processes as directed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to utilize 

ultrasound related equipment. Work requires ability to interact with patients regarding procedures.Work requires ability to move and position equipment and patients.Work requires ability to read, write, and interpret exams.Work requires 

ability to determine methods and approaches to work problems.Working ConditionsWork is performed primarily in laboratory. This position is Monday-Friday, 1st shift. There is no evening, weekend or holiday call.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGULATORY ANALYST 8097 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

related field and three (3) years related experience or a Master's degree in related field and one (1) years of related experience is required. Advanced science degree and extensive current knowledge of regulations governing human or animal 

research protections strongly preferred. Previous service on an IRB or IACUC a plus.Job DutiesFor campus-wide research, perform thorough protocol pre-review in advance of submission to the Institutional Review Board (IRB) or Institutional 

Animal Care and Use Committee (IACUC) and provide technical consultation to Principal Investigators on any regulatory, scientific, or policy issues that will affect the likelihood of IRB/IACUC approvals.Collaborates closely with the IRB or IACUC 

and other regulatory entities at the institution to provide optimal protocol review services for investigators.Directs, analyzes, coordinates, and evaluates research program operation and procedures.Develops, cultivates, and maintains working 

relationships with internal/external departments/agencies and other organizations associated with and/or receiving benefit from the research program.Establishes research program goals and objectives and directs clinical trials program 

evaluation and quality control activities; develops and/or approves schedules, priorities, and standards for achieving goals. Recommends new policies and procedures for improvement of program activities.Responsible for design, execution, 

and effectiveness of system of internal controls, which provide reasonable assurance that operations are effective and efficient.Ensures compliance with applicable laws, regulations, policies, and procedures.Reads literature and attends training 

and other functions as necessary to keep abreast of relevant scientific, regulatory, and technical developments related to oversight of research.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent verbal, 

written, and interpersonal communication skills to work effectively with all levels of staff, faculty, and scientists.Work requires ability to read, write, analyze data, develop plans and procedures, and coordinate resources to accomplish 

goals.Work requires ability to provide technical assistance and consultation to physicians and other scientists.Work requires responsibility for review, recommendation, development, and implementation of policies.Work requires computer 

proficiency and comfort with electronic technology for data management.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

REGULATORY ANALYST SR 8098 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

related field and five (5) years of related experience or a Master's degree in related field and three (3) years of related experience is required. Advanced science degree strongly preferred. Applicable certification (CIP, CPIA, etc.) or extensive 

current knowledge of regulations governing human or animal research protections strongly preferred. Previous service on an Institutional Review Board or Institutional Animal Care and Use Committee (IACUC) a plus.Job DutiesFor campus-

wide research, provide expert-level knowledge (application and interpretation) of federal regulations (DHHS, PHS, FDA, USDA, HIPAA, etc.), state regulations and policies, and institutional policies relevant to human or animal research and 

privacy. These include research related policies of UTSW. Review complicated scientific research documents and identify substantive ethical and regulatory issues as well as institutional policy issues. May approve protocol submissions eligible 

for expedited/designated member review. Document the decision making process as required by federal regulations in applicable reviewer checklists, database and correspondenceProvide guidance to research committee staff, board 

members/chairs and researchers on resolving complex and controversial issues Solve, recommend and implements solutions for customer and affiliated inter-institution processes and procedures related to protocol submissions and the 

regulatory review process Directs, analyzes, coordinates, and evaluates research committee operation and procedures. Capture and document in the minutes controverted ethical and scientific issues identified during the review process. 

Summarize judgments/resolution of issues for each item of review Reads literature and attends training and other functions as necessary to keep current on changes to regulations and consider implications for institutional review processes 

Provide education and training to faculty and study staff, HRPP/IACUC Office staff and Board members related to the protocol review process and develop and distribute resource materials in an effort to improve protections for research 

subjects Responsible for preparing, sending and tracking incident notifications to researchers, institutional leadership and federal officials as required by federal regulations (i.e., FDA, USDA, HHS, PHS, DOD, DOE, etc.).Respond to follow-up 

inquires by federal agencies, faculty, and officials from affiliated institutions regarding notifications from the research committee. Develops, cultivates, and maintains working relationships with internal/external departments/agencies and 

other organizations associated with and/or receiving benefit from the research program.Establishes research committee goals and objectives and directs research committee evaluation and quality control activities; develops and/or approves 

schedules, priorities, and standards for achieving goals. Responsible for design, execution, and effectiveness of system of internal controls, which provide reasonable assurance that operations are effective and efficient.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires excellent verbal, written, and interpersonal communication skills to work effectively with all levels of staff, faculty, and scientists.Work requires ability to read, write, analyze data, develop 

plans and procedures, and coordinate resources to accomplish goals.Work requires ability to provide technical assistance and consultation to physicians and other scientists.Work requires responsibility for review, recommendation, 

development, and implementation of policies.Work requires computer proficiency and comfort with electronic technology for data management.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGULATORY ASSISTANT 8113 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4A12

Off-Admin Supp-Regulat 

Assist PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School graduate or 

GED and four (4) years of related experience required. May consider education in lieu of experience.Job Duties1. Works under direct supervision to assist management with administrative and/or business functions to assure compliance with 

federal regulations relating to human subject research and/or animal care and use. Understands and applies multiple regulations to complex scientific research projects.2. Review Modification requests, as well as associated study protocols, 

informed consent documents, and other study-related documentation, to assure conformance with all applicable requirements. Seek consultation from IRB/IACUC Chairs, and communicate determinations to PI's and research staff. Manage 

information in database and produce related reports as required.3. Review Adverse Event reports to assure conformance with all applicable requirements. Seek consultation from IRB/IACUC Chairs, as necessary, and communicate 

determinations to PI's and staff. Manage adverse event information in database and produce related reports as required.4. Provide consultation and technical assistance to investigators and study personnel regarding requirements for 

Modification and/or Adverse Event submissions, performance of studies, and documentation of compliance. Serve as an information resource to the campus about human subject protection and/or animal care and use.5. Provide 

administrative support for IRB/IACUC Coordinators, including, but not limited to: managing reviews for expedited studies; preparing approval packets including approval letters, stamping and copying study documents and notifying study 

personnel of completion; processing full-board study continuing review submissions, including review of submissions for completeness; data entry; communication with study personnel for clarifications or to request missing documents; and 

preparing assignment of studies to appropriate board or committee.6. Monitor automatic continuing review reminders on a daily basis, prepare and send study lapse letters.7. Assist with development of and/or updates to IRB/IACUC 

guidance, office procedures/business processes, related forms, database improvements, and other quality assurance activities.Perform other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGULATORY ASSOCIATE 8114 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3K2 Regulatory Compliance-NE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree, or 

equivalent, and two (2) years of related experience required. May consider experience andeducation in lieu of requirements.Job Duties1. Works under limited supervision to assure compliance with federal regulations relating to human subject 

research and/or animal care and use. Understands and applies ethical principles and multiple regulations to complex scientific research projects.2. Review study protocols, informed consent documents, response to stipulations, and other 

study-related documentation, to assure conformance with all applicable requirements.3. Provide working supervision, training, and guidance to lower-level Regulatory Assistants. Assign tasks and set work priorities. Review work for accuracy.4. 

Administer expedited and exempt research review processes, including, but not limited to: intake of protocols and assessment of review level (with referral to full IRB/IACUC, when applicable); regular one-on-one meetings with IRB/IACUC 

Chairs for final determinations; drafting correspondence to investigators regarding IRB/IACUC determinations.5. Provide consultation and technical assistance to investigators and study personnel regarding requirements for IRB/IACUC 

submissions, performance of studies, and documentation of compliance. Serve as an information resource to the campus about human subject protection and/or animal care and use.6. Participate in development of and/or updates to 

IRB/IACUC guidance, office procedures/business processes, related forms, database improvements, and other quality assurance activities.Perform other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGULATORY ASSOCIATE SR 8115 N 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree req'd. 

Advanced degree in health sciences field preferred. Minimum three (3) yrs of related experience in review, oversight, or performance mgmt. of scientific research projects. Knowl. of regulations governing human subj. protection or animal 

care/use strongly preferred. Previous svc. on an IRB/IACUC a plus. May consider experience and education in lieu of requirements.Job DutiesCollaborates closely with the IRB, IACUC, and other regulatory entities at the institution to provide 

optimal protocol review services for investigators.Prepares, submits, and revises all IRB or IACUC applications. Prepares and submits renewal and audit reports.Maintains working relationships with internal/external departments/agencies and 

other organizations associated with and/or receiving benefit from associated research projects.Monitors and evaluates research project quality control activities. Trains personnel on IRB, IACUC, and HIPAA compliance, and information security 

protocols.Recommends new policies and procedures for improvement of program compliance activities. Ensures compliance with applicable laws, regulations, policies, and procedures.Responsible for design, execution, and effectiveness of 

system of internal controls, which provide reasonable assurance that operations are effective and efficient.Reads literature and attends training and other functions as necessary to keep abreast of relevant scientific, regulatory, and technical 

developments related to oversight of clinical research.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

REGULATORY LIAISON 8123 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

biology, life science, or related field, and four (4) years of experience in biomedical research or regulatory affairs. Experience must have been obtained in facilities utilizing NIH funding that follow requirements set forth by OLAW, as well as the 

AAALAC Int'l, and the USDA.Certification as an AALAS technician (ALAS, LAT, or LATG) or Certified Professional IACUC Administrator (CPIA) preferred.Certifications (i.e. CPIA, LAT, LVT) and 3-4 years of experience could be considered in lieu of 

educationJob DutiesWorks with Director and IACUC Chair to develop effective programs of post-IACUC protocol approval monitoring to ensure compliance with applicable research guidelines (NIH OLAW, USDA, AAALAC accreditation) 

throughout the university.Collaborates with Director, IACUC Chair, and veterinary staff to develop effective approval programs for laboratories used for research purposes.Works to develop, cultivate, and maintain constructive working 

relationships with investigators, university administrators, and internal departments.Performs laboratory and animal resource facility site visits throughout the campus. Collaborates with IACUC staff, veterinary staff, and researchers to 

develop, implement, or revise institutional policies to help ensure compliance.Responsible for preparing and distributing timely reports according to the program of post-IACUC approval monitoring. Responsible for timely reporting on results 

to the IACUC committee and staff.Responsible for building and maintaining a usable database management system for the post-IACUC approval monitoring program.Responsible for recommending improvements to processes and training 

delivered through the IACUC office. May participate in training as a trainer. Should bring forth recommendations for training based on post-approval monitoring metrics.Maintains confidentiality as appropriate. Ensures compliance with 

applicable laws, regulations, policies and procedures.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGULATORY MONITORING ANALYST 8126 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3K1 Regulatory Compliance Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

business, healthcare administration, or related area, and five (5) years' professional experience in compliance or regulatory affairs, with research monitoring or auditing activities, preferred.Prefer experience at an academic medical center 

leading multi-faceted project teams, and developing and successfully implementing work plans based on risk-analysis.Job DutiesWorks under minimal supervision to manage and perform regulatory monitoring reviews of various Research 

Administration functions and activities of UT Southwestern. Conducts complex monitoring and assurance activities to determine adherence to internal controls, education/training requirements and compliance with established policies and 

procedures and regulatory requirements associated with various aspects of Research Administration.1. Serves as team leader and project manager while conducting regulatory monitoring reviews of various Research Administration functions. 

Establishes goals, objectives, timelines and quality measures for the team's work and deliverables.2. Conducts complex assurance/effectiveness reviews of compliance activities in accordance with appropriate standards, metrics, established 

compliance plan(s) and prescribed departmental/unit/program policies.3. Develops monitoring plan tools for use in assessment, and the sampling methodologies and solutions to implement post monitoring in the respective area (research 

team and research offices).4. Evaluates effectiveness of research regulatory/compliance controls used by reviewed department/unit/program, as well as adherence with all applicable university research policies and procedures. Develops 

metrics within respective areas of Research Administration for evaluating effectiveness of controls and operational areas.5. Creates monitoring reports with supporting evidence, and defends findings and recommendations made regarding 

identified regulatory or procedural deficiencies that may affect research compliance.6. Assists Vice President for Research Administration and Research Administration Directors in investigations of alleged breaches of policy, misconduct or 

other acts of non-compliance to determine cause, extent of loss and mechanisms for prevention.7. Assists Vice President for Research Administration and Research Administration Directors in responding to audit findings identified by Internal 

Audit and external agencies.8. Assists with export control reviews referred to Research Administration.9. Maintains effective working relationships with Research Administration and compliance personnel to achieve objectives of assurance-

related assignments, including coordination with the Research Compliance Officer and Research Compliance Committee to ensure operational activities integrate with institutional compliance activities.10. Remains abreast of current 

developments and topics in research administration and research regulatory compliance, and coordinates with respective areas of Research Administration to disseminate information.11. Works with respective areas of Research 

Administration to coordinate and maintain policies and procedures, and to maintain compliance-related education and training materials. Develops and conducts training sessions on compliance-related topics for research administrative areas, 

as needed.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGULATORY SCIENTIST 8090 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3E6 Prof Research-Data Scientist PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable.Job SummaryWorks under minimum supervision 

and is responsible for the management and strategy of a product through the regulatory process. Experience and EducationMaster's degree, or equivalent, and two (2) years of related experience required.Regulatory Affairs Certificate (RAC) 

preferred.Job DutiesWrites, reviews, and advises documents requires for submitting regulatory filings with the FDA for biologic products, drugs and devices.Directs, reviews, and advises investigators for the development, submission, and 

maintenance, of investigator sponsored INDs, including writing, submitting, and managing several pre-IND meetings with the FDA for new programs. Able to direct the compilation and assembly of INDs under eCTD format.Reviews, advises, and 

directs research to assure compliance with federal regulations relating to human subject research and/or animal care and use. Understands and applies ethical principles and multiple regulations to complex scientific research projects.Writes 

and reviews study protocols, informed consent documents, response to stipulations, and other study-related documentation, to assure conformance with all applicable requirements.Provides working supervision, training, and guidance to 

lower-level Regulatory Assistants. Assign tasks and set work priorities. Review work for accuracy.Administers expedited and exempt research review processes, including, but not limited to: intake of protocols and assessment of review level 

(with referral to full IRB/IACUC, when applicable); regular one-on-one meetings with IRB/IACUC Chairs for final determinations; drafting correspondence to investigators regarding IRB/IACUC determinations.Provide consultation and technical 

assistance to investigators and study personnel regarding requirements for IRB/IACUC submissions, performance of studies, and documentation of compliance. Serve as an information resource to the campus about human subject protection 

and/or animal care and use.Performs other duties as assigned.Knowledge, Skills, & Abilities¿Work requires excellent verbal, written, and interpersonal communication skills to work effectively with all levels of staff, faculty, and scientists.Work 

requires ability to read, write, analyze data, develop plans and procedures, and coordinate resources to accomplish goals.Work requires ability to provide technical assistance and consultation to physicians and other scientists.Work requires 

responsibility for review, recommendation, development, and implementation of policies.Work requires computer proficiency and comfort with electronic technology for data management.Working 

Conditions_______________________________________________________________________________________Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.Work is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REGULATORY SPECIALIST 8101 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree is 

required.  Advanced degree in health sciences field strongly desired.  Minimum of seven (7) years of job-related experience in development, review, oversight, or performance management of human clinical trials.  Extensive, and current 

knowledge of regulations governing human subject protection.  Job Duties  Collaborates closely with the IRB and other regulatory entities at the institution to provide optimal protocol review services for investigators.      Directs, analyzes, 

coordinates, and evaluates clinical trails program operation and procedures.       Develops, cultivates, and maintains working relationships with internal and external departments and/or agencies and other organizations associated with and/or 

receiving benefit from clinical trials program.     Establishes clinical trials program goals and objectives and directs clinical trials program evaluation and quality control activities; develops and/or approves, schedules,priorities, and standards for 

achieving goals.     Recommends new policies and procedures for improvement of program activities.       Responsible for design, execution, and effectiveness of system of internal controls, which provide reasonable assurance that operations 

are effective and efficient.      Ensures compliance with applicable laws, regulations, policies, and procedures.       Reads literature and attends training and other functions as necessary to remain current on relevant scientific, regulatory, and 

technical developments related to oversight of clinical research activities.     Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

REHABILITATION COUNSELOR U9814 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3F13 Prof Med Services-Counselor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education-Four (4) years of 

experience in counseling, social work, or related field -Masters degree in vocational counseling, clinical rehabilitation counseling, or counseling psychology, current licensed professional counselor (LPC) -Current Texas license and/or certification 

and BLS certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)requiredJob Duties1. Interviews individuals referred for vocational rehabilitation services and evaluates work skills and capacities; 

assists patients in identifying vocational problems and formulated vocational plans. Evaluates school skills and capacities; assists patients in identifying return to school problems and formulating appropriate plans.2. Analyzes information 

received from referring source, patient and case history, develop a vocational diagnosis and rehabilitation plan.3. Administers or arranges for administration of vocational aptitude and interest tests; interpret tests to patients.4. Refers patients 

to Vocational Rehabilitation Workshop, schools, skill training centers, work experience assignments or other training programs.5. Assists patients in finding work by counseling and teaching job seeking skills.6. Monitors progress of patients 

through conferences with teachers, supervisors, trainers, therapy team, etc.7. Counsels and assists patients with personal adjustments during the rehabilitation process; measure progress and adjust program as needed.8. Conducts handling of 

complex cases; performs as case manager for rehabilitation team which includes 1) liaison with payer's, 2) formulating team/treatment reports for payors and others, 3) working with team to formulate treatment plan, and 4) communication 

with patient and family9. Completes periodic summary reports to keep referring sources informed.10. Maintains liaison with other agencies in the field of rehabilitation services; coordinates work and cooperates in programming**Other 

Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REIMBURSEMENT ANLST SR U9805 Y T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3C3

Prof Accounting-

Reimbursement PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position supports the enrollment 

activities and analytic activities of the UTSW System Reimbursement department. Works under limited supervision in the completion and submission of all enrollments for both in state and out of state Medicaid, CMS 855A applications, 

revisions, and revalidations and other enrollment assignments as necessary. Also, provides assistance with projects associated with governmental hospital and physician reimbursement, including but not limited to data analysis, cost reports, 

research, and other administrative functions as assigned. Experience and EducationBachelor's degree in Business, Finance or Health Care Administration, Information Service or equivalent.4 years' experience in and knowledge of the health care 

field required. Advance knowledge and use of Microsoft products, particularly Excel and Access. Advance knowledge of SQL, PowerBI.Direct experience with Epic.An equivalent combination of education and experience may be considered.Job 

DutiesProvides financial decision support for the department.Assists with efforts to create new databases and reporting tools for monitoring, tracking and trending based on project specifications. Assists team members in their analysis of data 

sets and trends using statistical tools and techniques to determine their significance and relevance.Assist management with external audits, help resolves audit issues and responds to inquiries from external auditors, such as Medicare and 

Medicaid.Assist management with developing internal audit tools utilizing the various UTSW data sources.Develop and/or modifies existing reporting tools in order to find root cause and address them. Organizes financial data used for 

forecasting and modeling using Excel, SQL, Power BI, etc.Publishes interactive data sets to shared drive for use by other members of UTSW. Assist with the development of models based on changes in reimbursement methodologies to 

determine financial impact to the System. Extracting large data sets to pull key information for use by other team members in support of business planning and decision support of senior leadership.Perform other duties as 

assigned.Knowledge, Skills & AbilitiesExperience in a large academic medical center is preferred.A working knowledge of reimbursement principles, all payors, including Medicare and Medicaid.Willingness to take on new projects that might be 

outside of one's comfort zone.Substantial analytical skills and the ability to communicate effectively in both oral and written forms are required.Must possess the ability to manage complex projects requiring judgement to identify and analyze 

problems.Must possess the ability to perform all duties independently.Must be able to prioritize work and meet all deadlines.  Must be able to coordinate and direct the work of other staff on a collaborative basis without direct supervisory 

authority.  Demonstrated commitment to the Health System's mission, vision, and values.Physical job demands may be subject to possible modifications to reasonably accommodate individuals with disabilities.Working ConditionsWork is 

performed primarilyremote with some occasions in the office.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.



REIMBURSEMENT SPECIALIST 1931 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3C3

Prof Accounting-

Reimbursement INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or GED and four (4) years progressively responsible experience in medical insurance, medical billing, or medical reimbursement. Certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered Records Administrator (RRA) 

preferred. Any equivalent combination of related education and/or experience may be considered for the above.     Job Duties  Performs policy analysis for managed care issues by reviewing contracts, writing clause revisions, making 

recommendations for reimbursement policy changes, reviewing reports and financial data, and analyzing fee schedules, encounter forms, diagnosis, and procedure codes. Ensures contracts reflect appropriate business decisions.   Ensures 

projects related to reimbursement issues are completed on time and changes are implemented appropriately by conducting meetings, organizing activities, reviewing data analyses and reports, and creating reimbursement policies and 

procedures.     Documents findings by writing inquiry letters, constructing opinion letters, maintaining contract files, and maintaining files for research documents.      Performs other duties as assigned.          **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REIMBURSEMENT SPECIALIST U1931 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3C3

Prof Accounting-

Reimbursement INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or GED and four (4) years progressively responsible experience in medical insurance, medical billing, or medical reimbursement. Certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered Records Administrator (RRA) 

preferred. Any equivalent combination of related education and/or experience may be considered for the above.     Job Duties  Performs policy analysis for managed care issues by reviewing contracts, writing clause revisions, making 

recommendations for reimbursement policy changes, reviewing reports and financial data, and analyzing fee schedules, encounter forms, diagnosis, and procedure codes. Ensures contracts reflect appropriate business decisions.   Ensures 

projects related to reimbursement issues are completed on time and changes are implemented appropriately by conducting meetings, organizing activities, reviewing data analyses and reports, and creating reimbursement policies and 

procedures.     Documents findings by writing inquiry letters, constructing opinion letters, maintaining contract files, and maintaining files for research documents.      Performs other duties as assigned.          **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REIMBURSEMENT SPECIALIST SR 1929 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3C3

Prof Accounting-

Reimbursement INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or GED and six (6) years progressively responsible experience in medical insurance, medical billing, or medical reimbursement. Certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered Records Administrator (RRA) 

preferred.  Job Duties  Performs complex policy analysis for managed care issues by reviewing contracts, writing clause revisions, making recommendations for reimbursement policy changes, reviewing reports and financial data, and analyzing 

fee schedules, encounter forms, diagnosis, and procedure codes; ensures contracts reflect appropriate business decisions.   Ensures projects related to reimbursement issues are completed on time and changes are implemented appropriately.       

Conducts meetings, organizes activities, reviews data analyses and reports, and creates reimbursement policies and procedures.       Documents findings of inquiry and opinion letters.  Maintains contract files, and files for research documents.       

Provides supervision to staff of lower grade in reimbursement operations.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

REIMBURSEMENT SPECIALIST SR U1929 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3C3

Prof Accounting-

Reimbursement INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

or GED and six (6) years progressively responsible experience in medical insurance, medical billing, or medical reimbursement. Certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered Records Administrator (RRA) 

preferred.  Job Duties  Performs complex policy analysis for managed care issues by reviewing contracts, writing clause revisions, making recommendations for reimbursement policy changes, reviewing reports and financial data, and analyzing 

fee schedules, encounter forms, diagnosis, and procedure codes; ensures contracts reflect appropriate business decisions.   Ensures projects related to reimbursement issues are completed on time and changes are implemented appropriately.       

Conducts meetings, organizes activities, reviews data analyses and reports, and creates reimbursement policies and procedures.       Documents findings of inquiry and opinion letters.  Maintains contract files, and files for research documents.       

Provides supervision to staff of lower grade in reimbursement operations.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

RELEASE OF INFORMATION SERVICES LIAISON 1876 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under supervision of the Assistant 

Director, Health Information Management Department. Release of Information (ROI) Services Liaison is responsible for effectively managing and providing operational oversight for the outsourced ROI function by organizing and establishing 

strong lines of communication between the vendor, UTSW and customers. The liaison will serve as a primary contact for UTSW while coordinating, facilitating, and supporting ROI processes the vendor executes on UTSW's behalf. The liaison 

will partner with the vendor and UTSW to develop and maintain a proactive comprehensive approach to handling release of information requests consistently, accurately, and timely across the enterprise, including efforts to ensure service-

level agreements are met.Experience and EducationBachelor's degree in Health Information, Business, Healthcare Administration, Nursing or other related field with three (3) years of progressively responsible related experience supporting 

Release of Information, orAssociate's degree in Health Information, Business, Healthcare Administration, Nursing or other related field with five (5) years of progressively responsible related experience supporting Release of 

Information.Additional certifications (AHIMA, AAPC, HIMSS, CRS, or Epic certification), education or experience supporting Release of Information may be considered in lieu of qualifications. HIM degree and RHIA or RHIT certification preferred. 

Experience in acute care setting, ambulatory care health care environment, or physician practice management a plus.Candidate should havea wide range of knowledge about insurance, billing, legal, regulatory, health care, patient, disability and 

worker's compensation requests as well as be familiar with but not limited to imaging, research, genetic, psychiatric/SUD, cancer, radiation oncology, and IRB release of information requests.Job DutiesManages and provides operational 

oversight over the outsourced ROI function. Organizes and establishes open and strong communication lines between vendor and UTSW and customers.Serves as primary point of contact for UTSW's ROI services to the vendor.Works with 

other UTSW departments to resolve workflow issues and optimize processes.Coordinates, facilitates and supports ROI processes.Assists with review of ROI requests for release of information.Answers questions as needed from the vendor's 

ROI team.Serves as a resource for ROI processes and departmental contacts.Assists with development of a proactive comprehensive approach to handle release of information requests consistently, accurately and timely across the 

enterprise.Performs training as requested.Advises on any ROI issues, as needed.Triages and/or proactively addresses issues/concerns.Helps to resolve customer complaints.Gathers and compiles statistics.Monitors compliance with the vendor 

contact.Coordinates and facilitates scheduling of meetings with Legal, Compliance, and Privacy on a regular basis.Collaborates with vendor to identify opportunities for improvement in workflows.Develops and implements strategies to 

increase customer satisfaction with services.Provides support and reports to HIM Management any concerns.Maintains confidentiality and adheres to ethical guidelines in handling sensitive employee information.Keeps up to date with 

industry best practices and technology in ROI, incorporating them into service enhancements as appropriate.Performs other duties as assigned.Knowledge, Skills & AbilitiesTop candidates will have the following traits:Excellent customer service 

and effective communication and follow-up skills (written and verbal).Strong organizational skills with a high level of accuracy and attention to detail.Solid problem-solving and analytical skills.Ability to multi-task and manage various priority 

duties.Display characteristics of a good team player.Capable of understanding and adhering to established policies and procedures. Perform in a fast-paced environment with strict deadlines and turn-around times.Working ConditionsWork will 

be performed in a hybrid, office environment where there is onsite office presence and remote, as needed. Must be on-site during entirety of probationary period. UT¿Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of¿race, color, religion, 

national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.¿

REMOTE COMMUNITY HEALTH COORDINATOR 7203 N 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4C3 Office-ACO CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and current certification as a Community Health Worker in the state of Texas with at least four (4) years of experience as a Certified Community Health Worker required. Some college and managerial experience preferred. Job 

DutiesOversees and trains Remote Community Health Service team members' knowledge and skills necessary to perform all required program activities. Provides daily operational management of Network Access Improvement Program (NAIP) 

patient participation activities performed by team members to assure high levels of participant satisfaction with a focus on PACT. Serves as first-line manager for all team members within the program. Assists Manager by utilizing high-risk 

member reporting to identify/select possible candidates for each service.Works with NAIP Manager on marketing efforts: includes outreach to clinics having possible candidates and arranging presentations to these or other potential 

community partners as needed.Enrolls, sets up, and validates RPM equipment in member's residences; Educates member on use and features.Educates members about all remote service NAIP programs and their benefits for health and quality 

of life.Oversees RPM utilization and troubleshoots issues related to equipment replacement, repair, or refurbishing.Works with RPM vendor to address any equipment or portal software issues or needs.Assists community partners with 

barriers to member access and compliance to services; assists with connecting members to community partners as needed. Assists participation compliance through telephonic or face-to-face visits as needed.Assists with writing models, 

protocols, and scripting utilized in the NAIP program. This includes Mobile Community Health Programs, Remote Patient Monitoring (RPM), and Medication Management.Serves as liaison between UTSW, Amerigroup Medicaid, program 

vendors, and community partners.Attends meetings with community partners to address goals, barriers to services, and program improvement, assists with weekly and monthly reporting;Provides NAIP Manager reporting on marketing 

outreaches, referrals to programs, discharges, and others.Audits member RPM charts monthly for accuracy, productivity, and timeliness;Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent communication 

skills, both verbal and written.Work requires the ability to organize, coordinate, and demonstrate judgement, professionalism, diplomacy, assertiveness and initiative.Work requires frequent departmental interfaces with internal and external 

customers to coordinate and provide optimal level of program services.Serves as a role model and resource to the staff.Serves as a liaison between department management and staff. Work requires personal contact with program members 

and staff to provide technical support of RPM equipment and software and resolve routine problems related to online connections, tablet functionality, power access, etc.Work requires ability to lift and carry RPM boxed kits, and individual 

components.Work requires ability to maintain current customer service, clinical, and technical skills by attending training opportunities to continue level of competency and ensure compliance with departmental policies and procedures.Work 

requires knowledge and ability to develop and implement policies and procedures.Work may require response to budget variances by developing plan for corrective action. Helps develop cost containment strategies to operate the 

department.Working ConditionsWork is performed in the office area and remotely in other locations to provide flexibility for meeting with members, community partners, vendors, etc. within the Dallas and Tarrant service areas. Must have 

reliable transportation.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REMOTE COMMUNITY HEALTH MONITOR 7205 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3H6 Prof Svcs-Commnty Outreach CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and with at least one (1) year clinical experience as a Medical Assistant or LVN required.Medical Assistant certification (CMOA) and maintenance of current certified status obtained through one of the following: The American 

Association of Medical Assistants, the American Medical Technologists Association, the National Association for Health Professionals, and the National Center for Competency Testing, The National Health career Association or American Allied 

Health preferred. May also be a graduate of an accredited Licensed Vocational Nurse program from approved school of nursing, current licensure as LVN by Board of Nurse Examiners for State of Texas. Some college and supervisory experience 

also preferred. Current Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required. Dependable transportation and current Driver's License and auto 

insurance are required throughout the length of employment in this position.Job DutiesProvides daily Remote Patient Monitoring (RPM) monitoring of members who participate in the Network Access Improvement Program (NAIP) services 

RPM program. These members will have had an order for RPM signed by their Primary Care Provider or Specialist.Review each active member's daily biometric levels as observed through the RPM system online portal. Contact any member 

and validate any biometric levels that fall above or below the normal alert parameters. Notifies ordering Physician or Provider with immediate alerts for any levels outside of prescribed parameters.Fax or securely transmit member's RPM 

levels related to daily alerts, specific request by the ordering Provider, and also for other preferred durations (such as weekly or monthly summary reports). Transmitted reports will be documented in the members RPM chart.Calls member 

every three days to discuss health status and documents in member chart. Documents all interactions with participating members and their ordering Providers and staff in the RPM system.Notifies ordering Provider of three consecutive 

medium alerts and documents the calls in the member RPM chart. Refers member to Remote Community Health Coordinator for additional services as appropriate. Assists participating members with any RPM related technical issues and 

escalate any needs as needed to other NAIP services team members. Attends and participates in department meetings and activities.Maintains current customer service, clinical, and technical skills by attending training events related to RPM 

and to continue level of competency and ensure compliance with departmental policies and procedures.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to remote monitor members' biometrics in 

accordance with program protocols and instructions from ordering providers.Work requires strong interpersonal skills and verbal and written communication skills.Work requires contact with members, physicians, mid-level providers, allied 

health personnel, and other medical and non-medical office personnel to coordinate necessary information and to provide optimal level of remote monitoring.Work requires telephone skills when in contact with members, ordering providers, 

and vendors.Work requires ability to sit for long periods of time and lift, push, and/or pull up to 50 lbs.Work requires ability to read, write, and perform mathematical calculations.Work requires ability to make occasional minor decisions 

related to monitoring and escalate situations as appropriate.Work requires knowledge of multiple chronic conditions commonly referred for the RPM services. Work requires ability to provide education to members regarding their monitored 

biometrics. Work requires ability to complete most assignments with substantial independence. Work requires proficiency in the use of computer and wireless technology.Working ConditionsWORKING CONDITIONSWork is primarily performed 

in the office area and sometimes in remotely in other locations to provide flexibility in meeting with members, community partners, vendors, etc. within the Dallas and Tarrant service areas.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

REMOTE COMMUNITY HEALTH SUPPORT SPECIALIST 7204 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4C3 Office-ACO CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and current certification as a Certified Medical Office Assistant or a Community Health Worker in the state of Texas with at least (1) year related experience as a CMOA or Certified Community Health Worker required. Some college 

and supervisory experience preferred. Availability to work non-business hours to support remote RPM events in clinics or patient residences. Ability to travel within the NAIP service areas. Spanish Bilingual preferred.If area of employment 

requires use of a University-owned vehicle, employee will be required to possess a valid Texas Driver's License, pass a Motor Vehicle Records (MVR) check, and complete drivers training (or van training, if applicable), in accordance with UTS 

Policy 157, appendix B. Job DutiesServe in a generalist role to support Remote Patient Monitoring (RPM) operations from the Network Access Improvement Program (NAIP) office and remote locations (such as the patient's residence, NAIP 

maintenance and storage room, and referring clinic offices if needed). Supporting operations will include RPM enrollment and set up of equipment in patient's residence to enable participation in the program. May also make visits to patients 

to troubleshoot RPM issues, maintain equipment, retrieve equipment upon discharge from the program, and to provide face to face program education if needed. Support administrative efforts for contacting members, educating on program 

services, and scheduling needed visits. Educate and train participating referring clinics on how to review RPM summary reports related to their respective patients receiving that service. These may be report documents or secure online review 

of patient performance. May also educate clinic leaders and staff about NAIP services and how to refer high risk patients to the program.Trouble shoot technical issues in the Vivify Health's RPM system.Serve as first resource for trouble 

shooting all RPM technical issues. Understand escalation steps of unresolved issues. Follow through/track to assure issues are resolved in a timely manner.Enroll, test connectivity, and enter patient profile information into VH system. Retrieve 

and sanitize all RPM equipment to prepare for next deployment.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires the ability to organize, coordinate, and demonstrate judgement, professionalism, and diplomacy. 

Work requires personal contact with program members and staff to provide technical support of RPM equipment and software and resolve routine problems related to online connections, tablet functionality, power access, etc.Work requires 

excellent communication skills, both verbal and written.Must demonstrate excellent customer service skills and a professional attitude and demeanorWork requires familiarity and skills using Microsoft Excel, Word, and Outlook applications. 

Work requires frequent department interfaces with internal and external customers to coordinate and provide optimal level of program services for participating members and community partners.Work requires ability to lift and carry RPM 

boxed kits, and individual components. Work requires interpretation of policy and application of procedures or practices to work problems.Working ConditionsWork is performed in the office area and remotely in other locations to provide 

flexibility for meeting with members, community partners, vendors, etc. within the Dallas and Tarrant service areas. Must have reliable transportation.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

REMOTE MAGNETIC RESONANCE IMAGING TECHNOLOGIST U1166 RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B11 Prof Technologist-MRI ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUnder the direction of the Remote 

Imaging Operations Manager, the Remote MRI technologist will: Provide MRI scanning and scanning assistance to multiple locations, remotely. Works under minimal supervision with the physicians to perform routine to complex MRI imaging 

exams, exam protocols, accreditation, and operations. Ensures services are performed in a safe environment, with assistance from on-site MRI technologist in accordance with local, state, and federal law as established in UTSW guidelines 

protocols and regulatory requirements. Serves as part of the imaging team and acts as a resource and trainer while seeking and providing feedback for improved processes and procedures.Work will be performed remotely from a designated 

UTSW facility.Experience and EducationAmerican Registry of Radiologic Technologists - ARRT (MR) or American Registry of Magnetic Resonance Imaging Technologists (ARMRIT). Basic Life Support (BLS) certification, course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC) by first day of employment is required. Graduate from AMA approved school. Two years of MRI experience and MRSO through ABMRS is preferred. Must have Cardiac MRI 

experience.Job DutiesReview physician orders for accuracy, diagnosis, sedation, and applicability to the MRI protocol. Ensure all patients have been screened for MRI appropriateness and review any contraindications for exams including 

implants, metallic devices, or other foreign objects, which would prohibit or modify the MRI exam. Discuss findings with on-site technologist, and the physicist and radiologist as applicable. If modification of a MRI protocol is necessary consult 

with radiologist to determine appropriate sequences, parameters, etc. Document changes as appropriate in electronic health record. Review patient interview, confirm correct patient is on the table (two patient identifier) as well as the exam 

being performed with on-site technologist or patient, review medical history pertaining to procedures clinical criteria. Ensure the procedure and instructions have been explained to the patient on necessary requirements needed to provide 

diagnostic images. Ensures that images and records are properly completed with patient identification data and appropriate labeling. Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in 

accordance with age specific criteria while consulting with department personnel and leadership to resolve any clinical and/or technical problem. Completes exam charges and image documentation in a timely manner. Remotely observe the 

administration of intravenous injections of contrast material as needed and assist detecting any adverse reactions. Performs MRI ensuring that patient meets safety requirements to MRI contraindications. Instructs/communicates with patient 

regarding the tests being performed and evaluates the patient's ability to tolerate with the assistance of the on-site tech as needed. Acts as a preceptor/trainer for new hires and trainees. Evaluate training effectiveness and provide input on 

processes and procedures for improvement. Performs post processing on MRI systems and remote workstations. May include, but not limited to, MIPing, MPR, 3-D rendering, qualitative and color mapping for breast imaging, ADC mapping 

and color mapping of diffusion scans, cardiac analysis to assess cardiac function including ejection fractions and wall thickness, spectroscopy analysis, and calculation of T1 and T2 values. Must be able to lift 40-50lbs.Responds to 

inquiries/calls/emails/chats in a timely and professional manner. Communicates shift hand off regarding workflow issues with equipment or pending exams with oncoming staff. Engages in equitable distribution of departmental workloads. 

Actively participates in providing orientation and training for new hires and students ensuring that procedures are performed according to set standards. Functions in the department as a part of an interdisciplinary team, and collaborates in 

the care and service delivery process of patient care through effective communication with other service lines. Adheres to hospital policies, regulatory compliance, new yearly metrics/department goals, patient satisfaction, and fiscally 

responsible with regards to equipment, supplies scheduling, overtime, etc. Maintains patient confidentiality and ensures that all processes and procedures are maintained to secure and protect all workstations in all work areas.Research as 

applicable: Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for human-subjects research participants; b) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to multitask 

up to 3 MRI scanners simultaneouslyWork requires ability to communicate effectively and efficiently with on-site technologists to ensure patient safety.Work requires ability to recognize artifacts/unusual or special problems unrelated to 

normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work requires a change 

agent attitude that includes flexibility and adaptability to perform in a high-volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental modalities. Working ConditionsWork will be 

performed remotely from a designated UTSW facility. Location to be determined by Remote Imaging Operations Manager and/or Imaging Director.Any qualifications to be considered as equivalents in lieu of stated minimum require prior 

approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

RESEARCH & DEVELOPMENT ASSOCIATE 4490 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3E8 Prof Research-Lab Science Jr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary NegotiableSummaryUnder limited supervision, assists in the 

design and implementation of novel functional assays and data analysis methods in clinical and/or basic research. Experience and EducationMaster's degree in molecular or cell biology/biotechnology/bioengineering or related field and 

minimum of 2 years research experience in either academic or industry setting. Experience in a range of mammalian cell culture models and animal models. Successful candidate will be independent and forward-thinking to manage 

experimental processes. Job DutiesPlan and execute assigned experimental procedures according to protocols.Manage animal model husbandry Acquire, implement, and validate new methods and technologies through familiarity with 

scientific literaturePerform sophisticated procedures to meet project needs by applying high-quality research methods and improving existing ones as neededPerform cell culture experimentsExtensively document all technical information 

about models, experiments, and outcomesAnalyze data and produce reports as requested by team membersMaintain close coordination with colleagues in multiple aspects of project pipelinesPerforms other duties as needed.Knowledge, Skills 

& AbilitiesWork requires ability to be an effective communicator, capable of determining how best to correspond with different audiences and executing communications based on in depth understanding of projectsWork requires ability to be 

action oriented and eager to take on new opportunities and challenges with effective prioritization, high energy, and enthusiasmWork requires ability to adept at planning and prioritizing work to meet commitments with a keen eye for 

important detailWork requires knowledge and documented practical experience in a range of molecular and cellular biology techniquesWorking ConditionsWork is performed in general office environment or lab.Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, 

sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

RESEARCH & DEVELOPMENT SCIENTIST SR 4491 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3E8A Prof Research-Lab Science Sr RESH UNIV University Classified Sal Pln

SecuritySecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable Summary Leads the design and 

implementation of novel functional assays and data analysis methods in clinical and/or basic research. Experience and Education  PhD in molecular or cell biology/biotechnology/bioengineering or related field and minimum of 2 years post-

doctoral research experience or MSc and 6 years lab research in either academic or industry setting. Experience in a range of cell culture and experimental models. Job DutiesIndependently designs and optimizes novel functional assays and 

animal models for specific scientific investigation Adopts published procedures from the literature to specific scientific investigationEvaluates and implements emerging technologies and methods for specific scientific investigationLead and 

manage a team of R&D scientists in solving challenging problems, including providing technical instruction and allocating work for the teamTrain lab staff, postdoctoral fellows and graduate students to adopt procedures for their independent 

researchEnsure timely delivery of high-quality R&D milestonesMaintain clear documentation of experimental methods and modelsPerforms other duties as needed.Knowledge, Skills & abilitiesWork requires a highly motivated, self-directed 

scientist with ability to multitask, prioritize work and manage several projectsWork requires ability to manage time in a goal-oriented work environmentWork requires ability to generate and critically analyze experimental resultsWork requires 

knowledge and documented practical experience in a range of molecular and cellular biology techniquesWork requires ability to present scientific results, conclusions and strategies to diverse audiences in a clear and meaningful manner.Work 

requires excellent record-keeping, organization, and communication (writing, verbal, presentation) skillsWorking ConditionsWork is performed in general office environment or lab.Any qualifications to be considered as equivalents in lieu of 

stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



RESEARCH ANALYTICAL CHEMIST 4460 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3E8 Prof Research-Lab Science Jr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks with minimal direction to plan and 

carry out, complex research projects, assignments to develop, improve, and standardize advanced analytical methods. Responsible for the engineering and technical operations of the organization, managing or performing scientific research. 

Conducts chemical and physical laboratory tests using instrumental techniques in making qualitative and quantitative analyses. Performs high-level troubleshooting, repairs and modifications of mass spectrometers and HPLCs.Experience and 

EducationPh.D. with proven experience in mass spectrometry-based small molecule analysis. Graduate work or post graduate work in mass spectrometry will qualify. One (1) year experience as an OEM field service engineer, team leader in a 

contract research laboratory, or research scientist in a pharmaceutical or biotech company.Or Masters of Science with 3 years of extensive instrument and laboratory experience. Or Bachelor of Science and 5 years of extensive instrument and 

laboratory experience. . Job DutiesOversees, plans and schedules detailed phases of one or more parts of research projects, or entire research project. Provides analytical chemistry expertise in the performance of laboratory measurements, 

data collection, and analysis using chromatography and mass spectrometry. Selects and determines correct analytical methods in approach to research investigation and in design of investigational goals. Adapts or develops methods to meet 

research goals. Supervises or conducts recording of observations and measurements. Compiles and collates resulting experimental data. Oversees the preparation of figures, tables, and descriptions of data and experiments for grant and 

manuscript submissions and for poster or oral presentations. Determines additional equipment required for research projects and ensures compatibility with existing equipment. Develops and applies advanced instrumentation and methods 

to investigate the chemical and elemental composition of complex materials.Collaborate with PI's to develop resolutions to complex or challenging issues and provide recommendations for improvements for chemical and elemental 

measurements.Sets up and operates HPLC, GC, and MS instruments and other equipment used for the extraction and preparation of samples. Participates in the development, research, and/or design of new types of proposed improvements 

in chemical analysis while conforming to mandatory requirements.Recommend improvements in guiding documentation, technology utilization and automation, and analyze impact of mission changes on design or engineering concepts of 

assigned programs.Performs complex electrical, gas, and plumbing operations on mass spectrometers and HPLCs.Interacts with instruments companies to diagnose and solve complex instrument problems. Performs other duties as 

assigned.Knowledge, Skills & AbilitiesExperience with HPLC techniques, including instrumentation and method developmentFamiliarity with mass spectrometry method developmentAbility to diagnose and correct typical instrument problems 

with no assistance and provide some basic repairs and assistance to other.Able to anticipate and identify problems; correctly analyze situations; consider alternatives; act; monitor and evaluate results in a systematic mannerMentor other 

team members in problem solving, and in improving team productivity and efficiency. Work requires the ability to work with internal and external individuals from different disciplines and different levels of training. Work requires self-

motivation with the ability to work effectively in a team environment. Work requires strong organizational, technical and communication skills.Work requires flexibility and adaptability in dynamic environment.Working ConditionsWork is 

performed primarily in a research laboratory with frequent exposure to moving mechanical and electrical parts and regular exposure to noise and hazardous equipment or materials.Any qualifications to be considered as equivalents in lieu of 

stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

RESEARCH ASSISTANT I 4414 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5B

Technicians-Research 

Assistant RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree with 

major coursework in field of assignment and no experience required.Bachelor's degree with major coursework in field of assignment and one (1) year research experience at level of Research Technician or equivalent.Two (2) years college with 

emphasis in coursework in field of assignment and four (4) years research experience including two (2) years at level of Research Technician or equivalent.High school graduation or GED and six (6) years research experience to include two (2) 

years at level of Research Technician or equivalent. Job DutiesPerforms more difficult scientific and medical research work in science area such as biology, chemistry, physics, or other related scientific field.Constructs, assembles, and operates 

laboratory equipment and apparatus.Records and evaluates data obtained from work assignments for use in scientific papers.Collaborates with supervisor or other research personnel in preparation of scientific papers for publication.Reads 

literature and confers with supervisor concerning procedures and implementation. Collects and organizes research data for project reports. May plan for, and provide working supervision to, work of Research Technicians or other laboratory 

personnel of lower grade.Performs other duties as assigned.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH ASSISTANT I PART TIME NON EX 4414PN 13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5C Technicians-Research Tech Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree 

with major coursework in field of assignment and no experience required.    Bachelor's degree with major coursework in field of assignment and one (1) year research experience at level of Research Technician or equivalent.   Two (2) years 

college with emphasis in coursework in field of assignment and four (4) years research experience including two (2) years at level of Research Technician or equivalent.   High school graduation or GED and six (6) years research experience to 

include two (2) years at level of Research Technician or equivalent.    Job Duties  Performs more difficult scientific and medical research work in science area such as biology, chemistry, physics, or other related scientific field.      Constructs, 

assembles, and operates laboratory equipment and apparatus.       Records and evaluates data obtained from work assignments for use in scientific papers.       Collaborates with supervisor or other research personnel in preparation of 

scientific papers for publication.       Reads literature and confers with supervisor concerning procedures and implementation.       Collects and organizes research data for project reports.        May plan for, and provide working supervision to, 

work of Research Technicians or other laboratory personnel of lower grade.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

RESEARCH ASSISTANT II 4413 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5B

Technicians-Research 

Assistant RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree 

with major coursework in field of assignment and one (1) year experience as Research Assistant I or equivalent.    Bachelor's degree with major coursework in field of assignment and two (2) years experience to include one (1) year as Research 

Assistant I or equivalent.   Completion of two (2) years of college or specialized training in histology, serology, medical technology, etc. and five (5) years experience to include one (1) year as Research Assistant I or equivalent.  High school 

graduation with courses in basic sciences and seven (7) years experience to include one (1) year as Research Assistant I or equivalent.    Job Duties  Plans, coordinates, and supervises assigned research projects, which may be limited as segment 

of larger project, exercising responsibility for project performance and accountability for progress; and/or personally performs advanced scientific and medical research work, suggesting modifications to, or improvements in, design of research 

projects, presenting original ideas for follow-up studies, and recommending utilization of new or revised techniques and procedures to obtain desired results. Constructs, assembles, and operates experimental or other special designed 

laboratory apparatus and equipment.       Assembles and analyzes research data.        Assists in preparation of research material for reports or publication.       May supervise group of Research Technicians and/or Research Assistants of lower 

grade, making work assignments, advising on work procedures and reviewing work in process and upon completion.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH ASSISTANT II PART TIME NON EX 4413PN 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5C Technicians-Research Tech Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree 

with major coursework in field of assignment and one (1) year experience as Research Assistant I or equivalent.    Bachelor's degree with major coursework in field of assignment and two (2) years experience to include one (1) year as Research 

Assistant I or equivalent.   Completion of two (2) years of college or specialized training in histology, serology, medical technology, etc. and five (5) years experience to include one (1) year as Research Assistant I or equivalent.  High school 

graduation with courses in basic sciences and seven (7) years experience to include one (1) year as Research Assistant I or equivalent.    Job Duties  Plans, coordinates, and supervises assigned research projects, which may be limited as segment 

of larger project, exercising responsibility for project performance and accountability for progress; and/or personally performs advanced scientific and medical research work, suggesting modifications to, or improvements in, design of research 

projects, presenting original ideas for follow-up studies, and recommending utilization of new or revised techniques and procedures to obtain desired results. Constructs, assembles, and operates experimental or other special designed 

laboratory apparatus and equipment.       Assembles and analyzes research data.        Assists in preparation of research material for reports or publication.       May supervise group of Research Technicians and/or Research Assistants of lower 

grade, making work assignments, advising on work procedures and reviewing work in process and upon completion.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH ASSOCIATE 4411 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 E 3E3A

Prof Research-Resch Study-

Exmp RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree with 

major coursework in field of assignment and three (3) years of laboratory experience including at least two years at level of Research Assistant II or equivalent.   Bachelor's degree with major coursework in field of assignment and four (4) years 

of laboratory experience including two years at level of Research Assistant II or equivalent.    Job Duties  Recommends and/or initiates new or modified procedures and techniques based upon latest developments in assigned field or analysis of 

research data.      Performs computer programming for accumulation and analysis of research data.       Designs, constructs, repairs, or modifies electronic and/or mechanical equipment or apparatus used in experiments and research projects.      

Instructs medical students, graduate students, residents, or other laboratory personnel of lower grade with respect to techniques, procedures, and equipment utilized in research or experiments.      Assists principal investigator and other 

professional personnel in writing of reports and papers for publication.       May provide working supervision to employees of lower grade engaged in performance of variety of difficult and complex laboratory work tasks.      Performs other 

duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH ASSOCIATE PART TIME NON EX 4411PN 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3E3 Prof Research-Resch Study RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree with 

major coursework in field of assignment and three (3) years of laboratory experience including at least two years at level of Research Assistant II or equivalent.   Bachelor's degree with major coursework in field of assignment and four (4) years 

of laboratory experience including two years at level of Research Assistant II or equivalent.    Job Duties  Recommends and/or initiates new or modified procedures and techniques based upon latest developments in assigned field or analysis of 

research data.      Performs computer programming for accumulation and analysis of research data.       Designs, constructs, repairs, or modifies electronic and/or mechanical equipment or apparatus used in experiments and research projects.      

Instructs medical students, graduate students, residents, or other laboratory personnel of lower grade with respect to techniques, procedures, and equipment utilized in research or experiments.      Assists principal investigator and other 

professional personnel in writing of reports and papers for publication.       May provide working supervision to employees of lower grade engaged in performance of variety of difficult and complex laboratory work tasks.      Performs other 

duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH ASSOCIATE SR 4409 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3E8 Prof Research-Lab Science Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Ph.D. degree with 

major coursework in field of assignment and no experience required.    Master's degree with major coursework in field of assignment and five (5) years laboratory experience, including at least two (2) years at level of Research Associate or 

equivalent.   Bachelor's degree with major coursework in field of assignment and six (6) years laboratory experience, including at least two (2) years at level of Research Associate or equivalent.    Job Duties  Organizes laboratory to which 

assigned; determines work assignments of subordinates, advising them as to techniques, procedures, and equipment to be utilized in solution of work problems; and reviews completed work for professional quality and attainment of desired 

results.    Compiles and evaluates research data; develops new or revised techniques and procedures based upon such data.       Performs or supervises design, development, or adaptation of equipment or apparatus used in research 

experiments to obtain desired results.      Compiles and analyzes results of research assignments, and submits to principal investigator.       Instructs medical students, graduate students, residents, and other laboratory personnel of lower grade 

with respect to techniques, procedures, and equipment utilized in research or experiments.      Confers with industrial, governmental, or other professional groups with respect to progress or results of research assignment.       Assists principal 

investigator and other professional personnel in preparation of reports and papers for publication, usually exercising responsibility for writing of particular segment or phase of report or paper.     Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH ASSOCIATE SR PART TIME NON EX 4409PN Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3E8 Prof Research-Lab Science Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Ph.D. degree with 

major coursework in field of assignment and no experience required.    Master's degree with major coursework in field of assignment and five (5) years laboratory experience, including at least two (2) years at level of Research Associate or 

equivalent.   Bachelor's degree with major coursework in field of assignment and six (6) years laboratory experience, including at least two (2) years at level of Research Associate or equivalent.    Job Duties  Organizes laboratory to which 

assigned; determines work assignments of subordinates, advising them as to techniques, procedures, and equipment to be utilized in solution of work problems; and reviews completed work for professional quality and attainment of desired 

results.    Compiles and evaluates research data; develops new or revised techniques and procedures based upon such data.       Performs or supervises design, development, or adaptation of equipment or apparatus used in research 

experiments to obtain desired results.      Compiles and analyzes results of research assignments, and submits to principal investigator.       Instructs medical students, graduate students, residents, and other laboratory personnel of lower grade 

with respect to techniques, procedures, and equipment utilized in research or experiments.      Confers with industrial, governmental, or other professional groups with respect to progress or results of research assignment.       Assists principal 

investigator and other professional personnel in preparation of reports and papers for publication, usually exercising responsibility for writing of particular segment or phase of report or paper.     Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH BILLING SPECIALIST I U2102 Y T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3G1 Prof Fee Sched-Bill Spec Jr INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

assist with the filing, invoicing, and payment posting of Research related accounts. Responsible for following and providing input to procedures regarding the billing of clinical research activities. Works closely with the Research Billing Specialist 

II and assists where needed. Experience and EducationHigh School diploma or equivalent. One (1) year of hospital or professional billing or follow-up experience required.Job DutiesSends research-related invoices to sponsors and clients 

accurately and timely. Ensures all contact information is up to date at all times.Compiles and sends out statements accurately and timely. Notifies and works with Research Billing Specialist II and Manager when accounts are not paid in a 

timely manner.Assists in monitoring the routing of charges when needed, to ensure the routing rules are working correctly and the work queues are receiving charges appropriately. Reconciles payment posting. Ensures postings are accurate 

and timely. Works with Manager on any identified delays or issues.Meets department accuracy and production standards.Reports problems/concerns to management.Attends training classes, as determined by management.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires working knowledge of Epic Resolute, EpicCare, and Epic CPOE.Work requires working knowledge of MS Excel.Work requires ability to analyze problems, develop solutions, and clearly 

communicate recommendations to supervisor.Work requires the ability to prioritize and handle large volumes of work.Work requires a high degree of organization and accuracy, and clear communication with all research and clinical trial 

stakeholders. Work requires good communication skills, both verbally and in writing, in a clear and concise professional manner.Work requires flexibility and ability adapt to changing work assignments.Work requires demonstrating good 

teamwork skills.Working ConditionsWork is performed primarily remotely. There may be times, however, where working in the office is requiredUT¿Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

RESEARCH BILLING SPECIALIST II U2103 Y T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G1A Prof Fee Sched-Bill Spec Sr INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

analyze and resolve complex clinical research patient accounts. Responsible for establishing, updating and implementing procedures regarding the billing of clinical research activities. Experience and EducationHigh School diploma or equivalent, 

Associates degree preferred, and three (3) years medical billing or collections experience. Billing for research and clinical trial services preferred. Experience involving complex diagnostic studies, endoscopic, interventional and/or surgical 

procedures preferred. Working knowledge of Velos (or other research/clinical trials management system), Epic Resolute, and EpicCare preferred. Certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered Records 

Administrator (RRA) preferred. Coding certifications (CPC, CPMA, CMC, ART, RRA, RHIA, RHIT, CCS, CCA) and/or degrees (associate level, bachelor level, master level) may be considered in lieu of experience.Job DutiesReviews professional 

charges daily that are in the Epic charge router review work queues, charge review work queues, Epic generated reports and or Microsoft Excel files and segregates them as standard-of-care services, research-related services, or indeterminate 

services. Standard-of-care ensure the service(s) are moved to the patient's Epic personal/family guarantor account. Research-related ensure the service(s) are moved to the research guarantor account.For charges that are identified as 

indeterminate, this position utilizes the Velos system, UTSW, CMC, or PHHS Epic systems ("Patients needing research billing review report") and clinical orders. Works with research study coordinators, research compliance coordinators, 

research principle investigators, transplant billing coordinators, the UTSW clinical research services office, and or the sponsored programs administration to determine if the service(s) are standard-of-care or research-related.Responsible for 

identifying work flow issues, developing suggestions for improvement, and providing in-services to other areas regarding the clinical research billing processes. Responsible for ensuring that all charges related to clinical research activities are 

billed appropriately to either insurance(s) or the clinical research sponsor for each patient treated under each clinical research study in conjunction with the various services being charged for hospital services.Monitors the routing of charges to 

ensure the routing rules are working correctly and the work queues are receiving charges appropriately. Works with UTSW HSIR to modify and test changes to the charge routing rules when appropriate. Identifies and resolves edits in the 

systems which may be delaying the billing process. Ensures subsequent follow up activity is established and adheres to a timely schedule to follow up on accounts. Manages the clinical research accounts to be processed, looking for ways to 

continually improve the process resulting in charges being billed to either clinical research sponsors or health insurance.Demonstrates a thorough knowledge and understanding of each phase of the process and a familiarity with all systems 

involved. This includes a complete understanding of clinical research procedures and third party billing requirements in order to effectively carry out assigned duties.Determines appropriate reimbursement methodology and applies to clinical 

research accounts according to established clinical research study.Follows each account to final resolution by identifying it as a possible write-off, re-bill or appeal and refers to the appropriate party to complete the process in a timely manner. 

Acts as a resource for access and billing staff throughout the department on matters of clinical research billing.Keeps abreast of changing regulations and follows established rules and guidelines by working closely with various departments 

throughout UT Southwestern Medical Center.May provide coding education to providers and others, as appropriate and be prepared to present clinical encounters for review and discussion.Attends training classes, as determined by 

management.Knowledge, Skills & AbilitiesWork requires working knowledge of Epic Resolute, EpicCare, and Epic CPOE.Work requires working knowledge of MS Excel.Work requires ability to analyze problems, develop solutions, and clearly 

communicate recommendations to supervisor.Work requires the ability to prioritize and handle large volumes of work.Work requires strong knowledge of Federal/State/Private payor general coverage principles, clinical trial policies, research 

and clinical trials investigating medical device policies, billing regulations and guidelines, and especially the Medicare July 2007 NDC Routine Costs in Clinical Trials (310.1) document.Work requires a working history with the Clinical Research 

Management System (CRMS) called Velos eResearch system and applying the documented coverage analysis to billed professional clinical services.Requires a working knowledge of how to apply routine and investigational clinical services 

modifiers and diagnosis coding.Work requires a high degree of organization and accuracy, and clear communication with all research and clinical trial stakeholders. Work requires good communication skills, both verbally and in writing, in a 

clear and concise professional manner.Work requires meeting department accuracy and production standards.Work requires flexibility to adapt to changing work assignments.Work requires the ability to work independently without close 

supervision.Work requires ability to demonstrate good teamwork skills.Working ConditionsWork is performed primarily remotely. There may be times, however, where working in the office is required.UT¿Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

RESEARCH BILLING SPECIALIST SR 7126 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3G1A Prof Fee Sched-Bill Spec Sr INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent, Associates degree preferred, and three (3) years medical billing or collections experience. Billing for research and clinical trial services preferred. Experience involving complex diagnostic studies, endoscopic, interventional and/or 

surgical procedures preferred. Working knowledge of Velos (or other research/clinical trials management system), Epic Resolute, and EpicCare preferred. Certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered 

Records Administrator (RRA) preferred. Coding certifications (CPC, CPMA, CMC, ART, RRA, RHIA, RHIT, CCS, CCA) and/or degrees (associate level, bachelor level, master level) may be considered in lieu of experience.Job DutiesReviews 

professional charges daily that are in the Epic charge router review work queues, charge review work queues, Epic generated reports and or Microsoft Excel files and segregates them as standard-of-care services, research-related services, or 

indeterminate services. Standard-of-care ensure the service(s) are moved to the patient's Epic personal/family guarantor account. Research-related ensure the service(s) are moved to the research guarantor account.For charges that are 

identified as indeterminate, this position must utilize the Velos system, UTSW, CMC, or PHHS Epic systems ("Patients needing research billing review report") and clinical orders. This position must also work with research study coordinators, 

research compliance coordinators, research principle investigators, transplant billing coordinators, the UTSW clinical research services office, and or the sponsored programs administration to determine if the service(s) are standard-of-care or 

research-related.Consistently monitors the routing of charges to ensure the routing rules are working correctly and the work queues are receiving charges appropriately. Works with UTSW HSIR to modify and test changes to the charge routing 

rules when appropriate. Serves as a research and clinical trials resource to all university professional billing revenue cycle teams.Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring 

for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires working knowledge of Epic Resolute, EpicCare, and Epic CPOE.Work requires working 

knowledge of MS Excel.Work requires ability to analyze problems, develop solutions, and clearly communicate recommendations to supervisor.Work requires the ability to prioritize and handle large volumes of work.Work requires strong 

knowledge of Federal/State/Private payor general coverage principles, clinical trial policies, research and clinical trials investigating medical device policies, billing regulations and guidelines, and especially the Medicare July 2007 NDC Routine 

Costs in Clinical Trials (310.1) document.Work requires a working history with the Clinical Research Management System (CRMS) called Velos eResearch system and applying the documented coverage analysis to billed professional clinical 

services.Requires a working knowledge of how to apply routine and investigational clinical services modifiers and diagnosis coding.Work requires a high degree of organization and accuracy, and clear communication with all research and 

clinical trial stakeholders. Work requires good communication skills.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

RESEARCH COMPLIANCE COORDINATOR 1038 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3K Regulatory Compliance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryThe position will enhance the quality 

of in-patient clinical research management, maximize patient satisfaction, and promote operational and billing compliance. The ideal candidate for this job will have had coordinating experience for clinical trials which include both routine care 

and non-routine-care research-related procedures and tests in treatment trials, preferably with experience in an academic institution as well. Experience and EducationBachelor's degree and 5 years of experience in clinical research with a sound 

understanding of the research process and knowledge of hospital clinical operations.Job DutiesResponsibilities include but may not be limited to:Interface with patients enrolled in clinical research studies or trials, the clinical research team, 

and the routine clinical providersWork with the Clinical Trial Coverage Analyses team and Epic research team to insure the creation of the study grid, study/billing calendar, and clinical research order sets where appropriate, have been created 

in advance of patient enrollment and/or hospital admissionFully understand the research protocol, informed consent, and disease processProvide case management to assist department-level coordinators with patient billing reconciliation and 

verification on those patients who are in house participating in clinical trials as an inpatient (e.g. CAR-T).Actively monitor the implementation and execution of in-patient clinical trial activitiesDocument research-related care and procedures 

have adhered to the research protocolServe as a conduit between the Clinical Research Compliance Office at CUH and the clinical research teamMay assist in the design and development of additional study related documents including (but not 

limited to) Case Report Forms (CRFs), CRF guidelines/instructions Data Management Plan, etc.Daily reviews facility and technical charges and segregates charges as standard-of-care, research-related, or indeterminate and therefore requiring 

further determinationWorks with hospital billing services to ensure the use of correct research pricing1. Develops, implements, and follows policies and procedures of UMC Research Compliance Committee. 2. Develops, implements, and 

monitors procedures for patient registration, physician's orders, billing, and payment for research related services. 3. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; 

b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, 

releasing or similarly affecting human-subjects research records. Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires excellent written communications skills.Working ConditionsWork is performed primarily in 

office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



RESEARCH COORDINATOR 2333 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4G Office-Credentialing Jr ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under general supervision to 

complete credentialing and re-credentialing of UTSW-employed research staff who perform research at Parkland, and running the background check for all non-remunerative House Staff members. Experience and EducationHigh School Diploma 

or equivalent required. Five (5) years of experience in the field of medical staff credentialing, working in a medical education program environment. Three (3) years of experience or equivalent knowledge in the field of medical staff credentialing 

or working in the medical education program/academic medical center environment. Database management and database configuration skills required. Knowledge of Investigational Review Board rules, medical terminology, and Joint 

Commission standards required.Job DutiesCompletes the credentialing process for members of the Research Staff employed by UT Southwestern Medical Center. This includes the verification of license and other related verifications. 

Additionally, the applicant is responsible for completing the initial credentialing and re-credentialing of UTSW-employed research staff who perform research at Parkland, and running the background check for all non-remunerative House Staff 

members. Reports any sanction to the manager, director, and Human Resources. Manages the credentialing database to enhance reporting capabilities, configures database fields, and works with the database vendor regarding the operational 

needs of the database to support the Department.Credentials and coordinates the on-boarding process for all observers in University Hospitals. This includes providing guidance regarding the observer policy, having the necessary paperwork 

signed, and verifying the Occupational Health clearance. Additionally, collects and enters the demographic and credentialing information required by Parkland and other affiliated entities in order for UTSW Research Staff to perform research 

work at those locations. Serves as a representative for University Hospitals at the meetings related to campus research activities. Works closely with Parkland and other affiliated entities to provide and share research credentialing information 

as allowed by policy. Performs data entry and achieves the required benchmark for productivity.**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires high level experience with database 

management and configurationWORKING CONDITIONSWork is performed primarily in an office environment.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

RESEARCH DEVELOPMENT ASSISTANT 4489 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H11

Prof Services-Dev & 

Fundrsing RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position will support the 

development of individual and complex funding proposals through effective interactions with all involved parties and by providing proposal management, proposal editing and/or writing integration service, facilitating program development, 

and providing other support. This position reports directly to the Director of Research Development.Experience and EducationBachelor's degree in science, communications, business, or related field and 2 years research experience in either 

academic or industry setting. Job DutiesEdits proposals and writes or provides writing support for non-scientific/technical sections for complex and individual grant applications; provides editorial review of all sections.Supports the 

development of individual and complex funding proposals through proposal editing and/or writing integration service, facilitating program development, and providing other support.Manages and coordinates the proposal development 

process, working with individuals at various levels across the organization to ensure successful integration of all parts and full compliance with all funding solicitation and sponsor requirements.Assists PIs with the development of the 

administrative/management plan for the project.Provides drafts and/or templates of non-scientific sections.Proactively develops resources for faculty and other research staff and contributes to updates and maintenance of institutional 

resource template materials.Demonstrates ability to organize, analyze, and interpret complex scientific, medical, or technical data.Balances the needs of multiple projects simultaneously in a fast-paced, often deadline-driven environment 

where priorities change in response to external needs and opportunities.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to multi-task, be organized, efficient and detail oriented.Work requires ability to work 

with a team.Work requires excellent communication skills.Work requires ability to be action oriented and eager to take on new opportunities and challenges with effective prioritization, high energy, and enthusiasm.Work requires ability to be 

adept at planning and prioritizing work to meet commitments with a keen eye for important detail.Working ConditionsWork is performed in general office environment or lab.Any qualifications to be considered as equivalents in lieu of stated 

minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

RESEARCH DEVELOPMENT ASSOCIATE 9682 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3E5 Prof Research-Grant Funding PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position will support the 

development of individual and complex funding proposals through effective interactions with all involved parties and by providing proposal management, proposal editing and/or writing integration services, facilitating program development, 

and providing other support. This position reports directly to the Director of Research Strategy.Experience and EducationBachelor's degree in science, communications, business, or related field; Three years of experience working with relevant 

extramural grants and contracts. Job DutiesEdits proposals and writes or provides writing support for non-scientific/technical sections of complex and individual grant applications; provides comprehensive editorial review of all sections; and 

independently advises investigators on proposal strategy, content, and organization.Supports the development of individual and complex funding proposals through effective interactions with all involved parties and by providing proposal 

management, proposal editing and/or writing integration services, facilitating program development, and providing other support.Manages and coordinates the proposal development process, working with individuals at various levels across 

the organization to ensure successful integration of all parts and full compliance with all funding solicitation and sponsor requirements.Assists investigators with the development of the administrative/management plan for the project, the 

project strategy, and the coordination of site visit and/or other follow-up inquiries.Provides drafts and/or templates of non-scientific sections, such as education and outreach and administrative/management plans.Proactively develops 

resources for faculty and other research staff and contributes to updates and maintenance of institutional resource template materials.Demonstrates ability to organize, analyze, and interpret complex scientific, medical, or technical 

data.Balances the needs of multiple projects simultaneously in a fast-paced, often deadline-driven environment where priorities change in response to external needs and opportunities.Reports to Director of Research Development and Senior 

Research Development Associate regarding all relevant activities.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires clear written and oral communication skills.Work requires 

working knowledge of spreadsheets and word-processing software. Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of 

the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

RESEARCH DEVELOPMENT ASSOCIATE SR 9683 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3E5 Prof Research-Grant Funding PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWith minimal direct oversight, this 

position will be responsible for overseeing and supporting the development of individual and/or complex funding proposals through effective interaction with all involved parties and by providing proposal management, proposal editing 

and/or writing integration service, and program and budget development support. This position reports directly to the Director of Research Strategy.Experience and EducationBachelor's degree (Master's degree preferred) in science, 

communications, business, or related field; eight (8) years of experience working with relevant extramural grants and contracts in an academic setting, with such experience to include at least two (2) years of significant editing and advising 

responsibilities regarding scientific and administrative componentsJob DutiesPartners with key stakeholders in departments to design and implement research strategies to increase successful research portfolio. Work collaboratively with 

faculty members to provide research strategy for proposals and writes or provides writing support for non-scientific/technical sections for complex and individual grant applications; provides comprehensive editorial review of all sections; and 

independently advises principal investigators on proposal strategy, content, and organization.Oversee and support the development of multiple, simultaneous, complex, individual funding proposal through strategic interactions with faculty 

and providing proposal management. per year as well as facilitates additional individual, less complex (led by single investigator) grants.Provides a high-impact level of mentorship/expertise to faculty and other personnel as well as integrated 

knowledge in project management, science, scientific communication/editing, sponsor requirements, UT Southwestern resources, and reviewer preferences.Acts as a subject matter expert on complex grants and guides Research Development 

Associates in facilitating and submitting basic and complex grants.Manages and coordinates the proposal development process, working with individuals at various levels across the organization to ensure successful integration of all parts and 

full compliance with all funding solicitation and sponsor requirements.Provides drafts and/or templates of non-scientific sections, such as education and outreach and administrative/management plans.Proactively develops resources for 

faculty and other research staff and contributes to updates and maintenance of institutional resource template materials. Contributes to updates and maintenance of website and other resources. Demonstrates ability to organize, analyze, and 

interpret complex scientific, medical, or technical data.May provide some analytical/graphics needed for applications. Balances the needs of multiple projects simultaneously in a fast-paced, often deadline-driven environment where priorities 

change in response to external needs and opportunities.Provide offerings in formal programs to enhance the opportunity for larger audiences to expand their knowledge of grant writing. Facilitates key meetings in collaboration with faculty to 

ensure research agenda is moving forward. This includes but is not limited to strategy facilitation, goal and role clarity workshops, and team effectiveness engagement.Reports to Director of Research Strategy regarding all relevant 

activities.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires clear written and oral communication skills.Work requires working knowledge of spreadsheets and word-

processing software. Successfully demonstrate organization and time management skills.Work requires ability to communicate effectively with various levels of internal and external contacts.Work requires ability to monitor and maintain 

budget.Work requires ability to ensure adherence to all policies and procedures of university.Work requires ability to work with confidential information on a daily basis.Work requires ability to effectively interpret and apply organizational 

policies, procedures, and systems.Work requires excellent interpersonal, organizational, and analytical skills.Work requires demonstrated ability to manage multiple projects and exercise decision-making and problem solving skills.Work 

requires ability to read, write, develop plans, procedures, and coordinate persons and other resources to accomplish goals.Work requires ability to communicate clearly.Working ConditionsWork is performed primarily in general office area.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, 

color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion

RESEARCH DIETITIAN 6140 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3F2 Prof Med Services-Reg Diet PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree with 

major course work in dietetics and nutrition and completion of approved dietetic intership and registration by Academy of Nutrition and Dietetics, and one year of experience in clinical dietetics; orBachelor's degree with major course work in 

dietetics and nutrition and completion of approved dietetic intership and registration by Academy of Nutrition and Dietetics, and three years of experience in clinical and/or hospital dietetics; orAssociate's degree with major course work in 

dietetics and nutrition, completion of approved dietetic internship, and registration Academy of Nutrition and Dietetics. Five (5) years experience in clinical and/or hospital dietetics.Job DutiesIn conjunction with the medical staff, plans, 

organizes, and parti- cipates in metabolic or nutritional studies or research projects affecting patients with special medical problems, e.g., burn patients, dietetics, etc.Tests modified diets. Analyzes foods for various nutrients to determine 

whether they can be used in routine or modified hospital diets. Performs measurements related to caloric requirements of patients.Monitors nutritional status of patients with respect to caloric intake versus calculated needs, including 

preparation of meals, weighing of food and beverages for comparison with menu calculations, and making adjustments to meet exact weight and volume as well as nutritional requirements.Assists in evaluation of new metabolic treatment 

regimes.Compiles and analyzes research data and maintains records for study protocols.Attends conferences, seminars and workshops to maintain current knowledge of nutritional and diet therapy information.Performs other duties as 

assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH ENGINEER 4280 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3H27 Prof Services-Engineering Jr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal direction to 

provide engineering skills and support within a biomedical or clinical engineering laboratory, or research setting. Experience and EducationBachelor's degree in biomedical, physics, or engineering discipline and two (2) years year related 

experience. Advanced degree maybe used in lieu of experience. Job DutiesProvides technical engineering expertise in the performance of laboratory experiments, data collection, and analysis.Selects and determines procedures in approach to 

research investigation and in design of instrumentation to achieve assigned investigational goals. Makes and records observations and measurements.Compiles and collates resulting experimental data. Sets up and operates equipment, 

instrumentation, and other investigational apparatus. Researches options and makes recommendations for new equipment and supplies. Assembles, erects, or fabricates equipment in accordance with specifications for analyzing data samples. 

Performs statistical and other analyses and prepares technical reports regarding methodology and results.May provide working supervision to technicians or research personnel of lower grade.Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires thorough knowledge of electronic test equipment, biomedical recording equipment, microprocessor-based instruments, and like.Work requires verbal, computer, and other technical skills.Work requires skill to 

fabricate adapters, mounts, etc.Work requires ability to skillfully operate manual hand and power tools.Work requires skill to write and modify computer software.Work requires ability to multitask.Work requires wide range of physical 

activities.Working ConditionsWork is performed primarily in clinical and/or medical research laboratory with frequent exposure to moving mechanical and electrical parts and occasional exposure to noise and hazardous equipment or 

materials. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH ENGINEER SR 4209 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3E8 Prof Research-Lab Science Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

biomedical, physics, or engineering discipline and four years of related research experience.     Job Duties  Plans, schedules, and coordinates detailed phases of one or more parts of research project.       Devises new approaches to research 

problems encountered:  sets up, maintains, and modifies equipment and experiments.       Supervises and assists in collection and preparation of data specification analysis.       Analyzes all data collected during research and clinical trials.        

Determines additional equipment required for research projects and ensures computability with existing machinery.       Designs, builds, and modifies measurement devices and equipment hardware used for data collection and analysis.       

Writes and modifies computer specification programming  of data collection and analysis.       Supervises installation and operation of equipment, provides technicians and/or machinists with clear, conscise drawings for equipment that is to be 

fabricated.      Assists in preparation and presentation of written proposals, reports, and manuscripts for publication as required.       Performs all other duties as directed or required.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH LICENSED VOCATIONAL NURSE 9965 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5A Technicians-AMB Voc Nurse NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationGraduate of NLN 

approved Vocational Nursing program. Current Texas Vocational License and BCLS required. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job 

DutiesDevelops procedures to determine subject eligibility; screens, recruits, and enrolls subjects, ensuring and documenting proper informed consent; tracks subjects' information from multiple projects and explains the study purpose and 

content of each study to patients and/or family members.Performs nursing care, nursing assessment, and data collection for clinical research studies (pharmaceutical studies, Federal studies or investigator initiated studies) under direction of 

physician investigator.Collects, labels, stores and ships blood, serum, urine and other specimens for analysis for each protocol.Coordinates clinical research data collection from patient records (paper and electronic), sponsors documents 

(electronic and paper) and other forms for data collection. May also report information to other physicians as directed by physician investigator. Develops procedures for inpatient and outpatient research activities, follows protocols in the 

scheduling of tests and procedures; administers experimental and non-experimental medication and procedures under physician guidance.Provides working direction for research activities to non-licensed medical or office support personnel. 

Assists in resolving problems relating to patient care and acts as a patient advocate. Monitors and evaluates patients involved in research studies, including their response to therapy. Advises the physician and sponsors on current conditions 

including possible side effects of therapy. Reports adverse events through the appropriate sources per the policy of the protocol and the University Institutional Review Board (IRB) regulations.Maintains inventory of investigational medication, 

devices or approved medication for each protocol and acts as liaison between investigator pharmacy as each protocol requires.Coordinates, if appropriate, all regulatory aspects for each study, which may include budgets, contracts, IRB 

submissions, and other required committee submissions. Responds to internal and/or external audit requests.Serves as primary liaison and prepares annual reports for federal, state, and/or local agencies. Informs Institutional Review Board of 

amendments to research studies; prepares protocols and detailed summaries in lay terms of any new research study**Other Duties: Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

RESEARCH NURSE 1037 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3A9 Specialized Nurse-Research NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under moderate 

supervision of physician, mid-level provider and/or nurse to provide nursing care in medical facility, clinic, or laboratory setting involving medical research efforts with inpatients and outpatients. Responsible for all regulatory aspects of 

research studies, coordination of study procedures and patient enrollment and participation in research studies.Experience and EducationGraduate of NLN (National League for Nursing) approved Nursing program, licensure as Registered Nurse 

by Board of Nurse Examiners for the State of Texas is required. Two years clinical nursing experience required. Clinical research nursing experience is highly desirable but not required. May substitute relevant clinical research experience for 

clinical nursing experience on one-on-one basis.Certification(s):Current Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required. . Job 

DutiesNursing:Performs nursing care, nursing assessment, and data collection for clinical research studies. May provide working direction for research activities to nursing staff and/or other non-licensed medical or office support personnel. 

Assists in resolving problems relating to patient care and acts as a liaison between the research team and other institutional stakeholders. Gives counsel to patients with respect to medical conditions and provides appropriate guidance related 

to research activities, per the study protocol or under the supervision of the principal investigator.Assists in developing procedures for inpatient and outpatient research activities, follows protocols in the scheduling of tests and procedures; 

may administer experimental and non-experimental medication and procedures under physician/principal investigator guidancePatient and study management:Recruits patients for research studies ensuring subject eligibility, screens patients, 

tracks patients' data and explains the study purpose and content of each study.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring 

for human-subjects research participants; c) Regularly maintaining, modifying, releasing, or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.Obtains informed consent and follows the proper consenting process for patients and/or family members.Monitors and evaluates patients involved in research studies within scope of practice, including their response 

to therapy or intervention.May assist in inventory of investigational medication, devices or approved medication for each protocol and acts as liaison between investigator pharmacy as each protocol requires, as per protocol requirements. 

Data and regulatory management:May train other research nurses in specialized skills and knowledge necessary to perform variety of basic and complex research data collection and nursing care; may provide in-service education to staff 

members as appropriate.May assist in clinical research data collection for pharmaceutical studies, Federal studies, or investigator-initiated studies in patient records (paper and electronic), sponsors documents (electronic and paper) and other 

forms for data collection, such as: medical histories, data collection of patients' charts for retrospective review studies, patient physiologic performance results and laboratory determinations, calculations of derived information, and 

maintenance of general research protocols and complex protocols. May also report information to other physicians, institutional stakeholders and granting agencies.May collect, label, store and/or ship blood, serum, urine, and other 

specimens for analysis per the protocol requirements. Documents and updates the physician and sponsors on the condition of the study participants including possible side effects of therapy. Reports adverse events through appropriate 

sources per the policy of the protocol and the University Institutional Review Board (IRB) regulations. May assist in organizing and preparing collected data for subsequent publication as appropriate.May coordinate, as per the requirements of 

the study team, regulatory aspects for each study, which may include but is not limited to budgets, contracts, IRB submissions, maintenance of critical regulatory documents and other required committee submissions. May assist in internal 

and/or external audit requests. Occasionally, attends and participates in out-of-town meetings or scientific conferences as a representative of the research team. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use 

of considerable judgment in application of procedures, nursing assessment techniques, practices, and policies to work problems, organization, and administration of research or outpatient clinic. Work requires frequent contact with physicians, 

residents, fellows, allied health personnel, affiliated institutions, and other medical and/or non-medical office support personnel to facilitate patient care and research data collection.Work requires the determination of methods or approaches 

to work problems.Requires a working knowledge of federal, state, and local laws and regulations governing research.Ability to provide "customer service focus".Interpersonal and teamwork skills to contribute to objectives of 

organization.Adaptability/flexibility to react positively to changes in work environment.Initiative to improve productivity and quality of work.Ability to plan and organize work in logical and efficient manner.Working ConditionsWork is 

performed mostly primarily in clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President 

for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

RESEARCH NURSE PART TIME NON EX 1037PN Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3A9 Specialized Nurse-Research NURS UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduate of NLN 

approved Nursing program, licensure as Registered Nurse by Board of Nurse Examiners for the State of Texas, and CPR certification are required.  Experience in research nursing for at least one (1) year is preferred.   Job Duties  Recruits patients 

for research studies ensuring subject eligibility, screens patients, tracks patients' data and explains the study purpose and content of each study. Obtains informed consent and follows the proper consenting process for patients and/or family 

members.    Performs nursing care, nursing assessment, and data collection for clinical research studies.       Coordinates clinical research data collection for pharmaceutical studies, Federal studies or investigator initiated studies in patient 

records (paper and electronic), sponsors documents (electronic and paper) and other forms for data collection. May also report information to other physicians and granting agencies.  Collects, labels, stores and ships blood, serum, urine and 

other specimens for analysis for each protocol. Develops procedures for inpatient and outpatient research activities, follows protocols in the scheduling of tests and procedures; administers experimental and non-experimental medication and 

procedures under physician guidance.     Trains other research nurses in specialized skills and knowledge necessary to perform variety of basic and complex research data collection and nursing care; provides in-service education to staff 

members as appropriate.     Provides working direction for research activities to nursing staff and/or other non-licensed medical or office support personnel.      Assists in resolving problems relating to patient care and acts as a patient 

advocate.  Gives counsel to patients with respect to medical conditions and provides appropriate guidance related to research activities.     Monitors and evaluates patients involved in research studies, including their response to therapy.  

Advises the physician and sponsors on current conditions including possible side effects of therapy.  Reports adverse events through the appropriate sources per the policy of the protocol and the University Institutional Review Board (IRB) 

regulations.   Assists in organizing and preparing collected data for subsequent publication as appropriate.       Coordinates, if appropriate, all regulatory aspects for each study, which may include budgets, contracts, IRB submissions, and other 

required committee submissions.  Responds to internal and/or external audit requests.     Occasionally, attends and participates in out of town meetings.        Maintains inventory of investigational mediation, devices or approved medication 

for each protocol and acts as liaison between investigator pharmacy as each protocol requires. Performs other duties as assigned.       **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

RESEARCH NURSE SR 1035 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3A9 Specialized Nurse-Research NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision of 

physician and/or nurse to provide advanced nursing care in medical facility, clinic, or laboratory setting involving medical research efforts with inpatients and outpatients. Responsible for advanced research nursing care and/or assigned clinic 

area.Experience and EducationGraduate of NLN (National League for Nursing) approved Nursing program, licensure as Registered Nurse by Board of Nurse Examiners for the State of Texas is required. Associates or advanced degree is preferred 

but not required. Four years clinical nursing experience required, out of which, one year experience in research nursing is required. May substitute relevant clinical research experience for clinical nursing experience on one-on-one 

basis.Certification(s):Current Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required. Job DutiesNursing:Performs advanced nursing care, nursing 

assessment, and data collection for clinical research studies. Provides working direction for research activities to nursing staff and/or other non-licensed medical or office support personnel. Assists in resolving problems relating to patient care 

and acts as a liaison between the research team and other institutional stakeholders. Gives counsel to patients with respect to medical conditions and provides appropriate guidance related to research activities, per the study protocol or 

under the supervision of the principal investigator.Develops, implements and/or standardizes procedures for inpatient and outpatient research activities, follows protocols in the scheduling of tests and procedures; may administer 

experimental and non-experimental medication and procedures under physician/principal investigator guidanceActs as a study-designated liaison in resolving problems relating to patient care and acts as a patient advocate. Patient and study 

management:Recruits patients for multiple and/or complex research studies ensuring subject eligibility, screens patients, tracks patients' data and explains the study purpose and content of each study.Duties performed may include one or 

more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing, or similarly affecting patient 

records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. Obtains informed consent and follows the proper consenting process for patients and/or 

family members, per the protocol and IRB regulations Monitors and evaluates patients involved in research studies within scope of practice, including their response to therapy or intervention.May maintain or oversee inventory of 

investigational drugs, devices or approved medication for each protocol and acts as liaison between investigator and IDS pharmacy as each protocol requires, as per protocol requirements. Data and regulatory management:Trains other 

research nurses in specialized skills and knowledge necessary to perform variety of basic and complex research data collection and nursing care; may provide in-service education to staff members as appropriate.May coordinate clinical 

research data collection for pharmaceutical studies, Federal studies, or investigator-initiated studies in patient records (paper and electronic), sponsors documents (electronic and paper) and other forms for data collection, such as: medical 

histories, data collection of patients' charts for retrospective review studies, patient physiologic performance results and laboratory determinations, calculations of derived information, and maintenance of general research protocols and 

complex protocols. May also report information to other physicians and granting agencies. May collect, label, store and/or ship blood, serum, urine, and other specimens for analysis per the protocol requirements. Documents and updates the 

physician and sponsors on condition of the study participants including possible side effects of therapy. May act as a study team liaison and provide direction in resolving queries from study sponsors or regulatory authorities.Reports adverse 

events through appropriate sources per the policy of the protocol and the University Institutional Review Board (IRB) regulations. May assist in organizing and preparing collected data for subsequent publication as appropriate.May coordinate, 

as per the requirements of the study team, regulatory aspects for each study, which may include but is not limited to budgets, contracts, IRB submissions, maintenance of critical regulatory documents and other required committee 

submissions. May respond to internal and/or external audit requests as a subject matter expert for assigned studies. Occasionally, attends and participates in out-of-town meetings or scientific conferences as a representative of the research 

team, and attends and participates in meetings relating to clinic activities. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of considerable judgment in application of procedures, nursing assessment 

techniques, practices, and policies to work problems, organization, and administration of research or outpatient clinic. Work requires frequent contact with physicians, residents, fellows, allied health personnel, affiliated institutions, and other 

medical and/or non-medical office support personnel to facilitate patient care and research data collection.Work requires the determination of methods or approaches to work problems.Working ConditionsWork is performed primarily in 

clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 



RESEARCH NURSE SR PART TIME NON EX 1035PN Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 3A9 Specialized Nurse-Research NURS UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate's degree 

in nursing, four (4) years clinical nursing, and licensure as Registered Nurse by Board of Nurse Examiners for State of Texas and a current Basic Life Support (BLS) certification course accredited by the American Heart Association (AHA) are 

required.  One (1) year research nursing experience preferred.  Job Duties  Performs advanced research nursing care, nursing assessment, and data collection for clinical research.       Obtains informed consent from patients.        Maintains 

patient census records.        Coordinates clinical research data, such as: medical histories, data collection of patients' charts for restrospective review studies, patient physiologic performance results and laboratory determinations, calculations 

of derived information, and maintenance of general research protocols and complex inpatient protocols.   Develops procedures for inpatient and outpatient activities.        Trains other research nurses in specialized skills and knowledge 

necessary to perform variety basic and complex research data collection and nursing care; provides in-service education to staff members.     Provides working supervision to nursing staff and/or other non- licensed medical or office support 

personnel.       Assists in resolving problems relating to patient care.        Assists in organizing and preparing collected data for subsequent publication.       Attends and participates in meetings relating to clinic activities.        May maintain 

inventory of investigational drugs.        Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; 

c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. Performs other 

duties as assigned.   **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH PATIENT NAVIGATOR 1079 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 4E2 Guest & Pat Services-Nav ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduate and five (5) years working experience in health care environment required.    Preferred education is a Bachelor degree in appropriate field; and/or working experience in a large multi-specialty system.     Job Duties  Acts as a liaison 

between the patient, their family and the research study.       Implements an individualized patient navigation plan for patients seeking treatment by facilitation of appointment scheduling, assisting with referral processes, providing client 

education and linking clients with appropriate support services.     Identifies patient's understanding of medical care/outcomes and provides appropriate education and resources to address needs.       Empowers patients to self-navigate the 

healthcare system.        Promotes teamwork and multidisciplinary care concepts to patients, staff and faculty regarding the research project.       Assists people to create their own/unique solutions by acting as a resource for the research 

project, and navigating a large multi-disciplinary medical system; connects patient with community resources when appropriate.     Promotes the navigation program to the UT Southwestern community.        Identifies and maintains a database 

of outcomes.        Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH PROGRAM MGR - BASIC SCIENCE 4387 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1C Managerial RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Research Program Manager is 

responsible for supporting research in a basic science department by developing and enhancing shared facilities and programs; develops and implements procedures to optimize operations and resource utilization; tracks, evaluates, and 

reports progress of shared resources. Experience and EducationBachelor's degree in science, finance, or related field and four (4) years related experience in research, research administration or non-profit administration. Must be familiar with 

NIH research grant preparation and management. Requires advanced PC expertise including word processing, spreadsheet, presentation, and database software. Prior experience related to research administration is strongly preferred. Master's 

degree preferred.Job DutiesSupports research by developing and enhancing shared facilities and programs; develops and implements procedures to optimize operations and resource utilization; tracks, evaluates, and reports progress of shared 

resources. Assists with strategic development of new research programs and initiatives; oversees sponsored research operations, and research compliance. Collaborate with PIs, Research, Administrative and Scientific staff to prepare all types 

of grant applicationsCreate sponsored budgets and budget justifications and consider specific guidelines, formats, UTSW salaries and internal and outsourced service costs for all activitiesInterface with and assist sub-recipients and their 

external Research administrators in preparation of their pre-award application packets and related activitiesReview final grant application drafts for accuracy, content, adherence to all relevant guidelines (i.e. OMB Uniform Guidance, 

Administrative Requirements & Cost Principles)Secure all internal Institutional approvals prior to submissionUpload documents and compile grant applications using sponsor's online platforms (i.e. NIH/ASSIST, Proposal Central, etc.) and 

submit applicationsAssist PI's in JIT submissionReview all notices of grants awards from sponsor, inform PI's and department Accountant on any special requirementsWork with Sponsored Program Administration to setup sub-agreement 

documentationEnsure compliance in all other areas related to grant and contract managementReview awarded grants to compile resource requests, service and equipment needsWork closely with PI's and Department Accountant to sustain 

complex database excel spreadsheetsWork with Department Accountant to perform account reconciliation, including monthly variance reports on research actual results in addition to Salary & Wage Confirmation as required by Institution 

guidelinesWork with Department Account on Re-budgeting needs for monthly or as neededDetermine updated monthly accruals and projections to support forecasting accuracy and project completion, as required with Department 

AccountantAssist in preparation and submission of progress reports and facilitate financial reports with Post Award AdministrationPromotes collaboration among investigators and across disciplines, departments and institutions; organizes 

meetings, seminars and conferences; manages internal and external communications of the department; oversees information services group in developing web-based research collaboration tools and databases. Keep abreast on laws and 

regulations that apply to sponsored projects and designated fundsProvide guidance regarding the interpretation of applicable contract, grant and cooperative agreement terms and conditionsAssist with some aspects of non-sponsored funds 

(i.e. Endowment & Scholar Accounts)Performs other duties as needed.Knowledge, Skills & AbilitiesWork requires ability to manage and direct staff.Work requires ability to monitor and maintain budget.Work requires skill in executive level 

project and financial management.Work requires ability to ensure adherence to all policies and procedures of university, such as accounting regulations and internal controls policy.Work requires ability to communicate effectively with various 

levels of internal and external contacts concerning policies and procedures.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in office.

RESEARCH PROGRAM MGR - INTERNAL MED 4369 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H2

Prof Services-Pgrm/Proj 

Coord RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

science, finance or related field and four (4) years related experience in research, research administration or non-profit administration. Must be familiar with NIH research grant preparation and management.  Requires advanced PC expertise 

including word processing, spreadsheet, presentation and database software.  Prior experience related to research administration is strongly preferred.  Masters degree preferred.   Job Duties  Supports research in the Department of Internal 

Medicine by developing and enhancing shared facilities and programs; develops and implements procedures to optimize operations and resource utilization; tracks, evaluates, and reports progress of shared resources.    Promotes collaboration 

among investigators and across disciplines, departments and institutions; organizes meetings, seminars and conferences; manages internal and external communications of the department; oversees information services group in developing 

web- based research collaboration tools and databases.    Supports new research funding opportunities; works with faculty and departmental grants managers to assist with multi-investigator grant proposals including planning, budget 

preparation, administrative coordination and submission; works closely with UTSW Foundation and development staff to identify opportunities for philanthropic support; assists Chair by serving as liaison to key university, community and 

funding partners.  Designs and conducts surveys on research space utilization. Analyzes and compiles data on departmental productivity, space requirements and utilization by researchers.      Assists with strategic development of new research 

programs and initiatives; oversees clinical trials operations, and research compliance.      Develops processes regarding terminating research faculty.        Performs other duties as assigned.          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH RN - PRN 1037P Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under moderate 

supervision of physician, mid-level provider and/or nurse to provide nursing care in medical facility, clinic, or laboratory setting involving medical research efforts with inpatients and outpatients. Responsible for all regulatory aspects of 

research studies, coordination of study procedures and patient enrollment and participation in research studies. Experience and EducationGraduate of NLN (National League for Nursing) approved Nursing program, licensure as Registered Nurse 

by Board of Nurse Examiners for the State of Texas is required. Two years clinical nursing experience required. Clinical research nursing experience is highly desirable but not required. May substitute relevant clinical research experience for 

clinical nursing experience on one-on-one basis.Certification(s):Current Basic Life Support (BLS) certification through a course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is requiredJob 

DutiesNursing:Performs nursing care, nursing assessment, and data collection for clinical research studies. May provide working direction for research activities to nursing staff and/or other non-licensed medical or office support personnel. 

Assists in resolving problems relating to patient care and acts as a liaison between the research team and other institutional stakeholders. Gives counsel to patients with respect to medical conditions and provides appropriate guidance related 

to research activities, per the study protocol or under the supervision of the principal investigator.Assists in developing procedures for inpatient and outpatient research activities, follows protocols in the scheduling of tests and procedures; 

may administer experimental and non-experimental medication and procedures under physician/principal investigator guidancePatient and study management:Recruits patients for research studies ensuring subject eligibility, screens patients, 

tracks patients' data and explains the study purpose and content of each study.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring 

for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-

subjects research records.Obtains informed consent and follows the proper consenting process for patients and/or family members.Monitors and evaluates patients involved in research studies within scope of practice, including their response 

to therapy or intervention.May assist in inventory of investigational medication, devices or approved medication for each protocol and acts as liaison between investigator pharmacy as each protocol requires, as per protocol requirements. 

Data and regulatory management:May train other research nurses in specialized skills and knowledge necessary to perform variety of basic and complex research data collection and nursing care; may provide in-service education to staff 

members as appropriate.May assist in clinical research data collection for pharmaceutical studies, Federal studies, or investigator-initiated studies in patient records (paper and electronic), sponsors documents (electronic and paper) and other 

forms for data collection, such as: medical histories, data collection of patients' charts for retrospective review studies, patient physiologic performance results and laboratory determinations, calculations of derived information, and 

maintenance of general research protocols and complex protocols. May also report information to other physicians, institutional stakeholders and granting agencies.May collect, label, store and/or ship blood, serum, urine, and other 

specimens for analysis per the protocol requirements. Documents and updates the physician and sponsors on the condition of the study participants including possible side effects of therapy. Reports adverse events through appropriate 

sources per the policy of the protocol and the University Institutional Review Board (IRB) regulations. May assist in organizing and preparing collected data for subsequent publication as appropriate.May coordinate, as per the requirements of 

the study team, regulatory aspects for each study, which may include but is not limited to budgets, contracts, IRB submissions, maintenance of critical regulatory documents and other required committee submissions. May assist in internal 

and/or external audit requests. Occasionally, attends and participates in out-of-town meetings or scientific conferences as a representative of the research team. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires use 

of considerable judgment in application of procedures, nursing assessment techniques, practices, and policies to work problems, organization, and administration of research or outpatient clinic. Work requires frequent contact with physicians, 

residents, fellows, allied health personnel, affiliated institutions, and other medical and/or non-medical office support personnel to facilitate patient care and research data collection.Work requires the determination of methods or approaches 

to work problems.Requires a working knowledge of federal, state, and local laws and regulations governing research.Ability to provide "customer service focus".Interpersonal and teamwork skills to contribute to objectives of 

organization.Adaptability/flexibility to react positively to changes in work environment.Initiative to improve productivity and quality of work.Ability to plan and organize work in logical and efficient manner.Working ConditionsWork is 

performed mostly primarily in clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President 

for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

RESEARCH SCIENTIST 4406 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3E8 Prof Research-Lab Science Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Ph.D. degree with 

major coursework in field of assignment and five (5) years research experience in field of assignment, including at least two (2) years at level of Senior Research Associate or equivalent.  Master's degree with major coursework in field of 

assignment and seven (7) years research experience in field of assignment, including at least three (3) years at level of Senior Research Associate or equivalent.  Bachelor's degree with major coursework in field of assignment and nine (9) years 

research experience in field of assignment, including at least four (4) years at level of Senior Research Associate or equivalent.   Job Duties  Plans, organizes, coordinates, directs, and personally participates in assigned scientific or medical 

research project.  Selects or assists in selection of key research personnel. Determines specific goals or objectives to be attained and assigns and reviews work of subordinates.  Plans experimental protocols.    Reviews and analyzes resulting 

research data.  Revises techniques or approaches to work problems as indicated necessary by research data.      Compiles, writes, and submits research results to supervisor. Prepares or assists in preparation of research papers, reports, and 

abstracts for publication as one of co-authors.      Designs, develops, or adapts equipment used in experiments or research to obtain desired results.       Plans and supervises training of technicians and other laboratory personnel with respect to 

proper laboratory techniques, use of laboratory equipment, and safety procedures.      May confer with industrial, governmental, or other groups concerning progress or results of research project.       Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH SCIENTIST PART TIME NON EX 4406PN Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3E8 Prof Research-Lab Science Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Ph.D. degree with 

major coursework in field of assignment and five (5) years research experience in field of assignment, including at least two (2) years at level of Senior Research Associate or equivalent.  Master's degree with major coursework in field of 

assignment and seven (7) years research experience in field of assignment, including at least three (3) years at level of Senior Research Associate or equivalent.  Bachelor's degree with major coursework in field of assignment and nine (9) years 

research experience in field of assignment, including at least four (4) years at level of Senior Research Associate or equivalent.   Job Duties  Plans, organizes, coordinates, directs, and personally participates in assigned scientific or medical 

research project.  Selects or assists in selection of key research personnel. Determines specific goals or objectives to be attained and assigns and reviews work of subordinates.  Plans experimental protocols.    Reviews and analyzes resulting 

research data.  Revises techniques or approaches to work problems as indicated necessary by research data.      Compiles, writes, and submits research results to supervisor. Prepares or assists in preparation of research papers, reports, and 

abstracts for publication as one of co-authors.      Designs, develops, or adapts equipment used in experiments or research to obtain desired results.       Plans and supervises training of technicians and other laboratory personnel with respect to 

proper laboratory techniques, use of laboratory equipment, and safety procedures.      May confer with industrial, governmental, or other groups concerning progress or results of research project.       Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH SCIENTIST SR 4405 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3E8A Prof Research-Lab Science Sr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationPh.D. degree with major 

coursework in field of assignment and six (6) years research experience in field of assignment, including at least one (1) year at level of Research Scientist or equivalent.Master's degree with major coursework in field of assignment and nine (9) 

years research experience in field of assignment, including at least two (2) years at level of Research Scientist or equivalent. May consider a Bachelor's degree with major coursework in field of assigment with additional related exerience.Job 

DutiesPlans, organizes, coordinates, directs and personally participates in major medical or scientific research projects, including development and implementation of research protocols. Selects key research personnel; determines specific goals 

or objectives to be attained; assigns and reviews work of subordinates.Reviews and analyzes resulting research data, revises techniques or approaches to work problems as indicated as necessary by research data. Compiles, writes and submits 

project results to principal investigator or department chairman.Prepares or assists in preparation of research papers, reports and abstracts for publication as one of co-authors.Designs, develops or adapts equipment used in experiments or 

research to obtain desired results.Plans and supervises training of technicians and other laboratory personnel with respect to proper laboratory techniques, use of laboratory equipment, and safety procedures.Confers with industrial, 

governmental or other groups concerning progress or results of research project.Supervises large group of employees engaged in performance of technical and professional work, which varies from routine to complex laboratory work 

tasks.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH SCIENTIST SR PART TIME NON EX 4405PN Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3E8A Prof Research-Lab Science Sr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Ph.D. degree with 

major coursework in field of assignment and six (6) years research experience in field of assignment, including at least one (1) year at level of Research Scientist or equivalent.   Master's degree with major coursework in field of assignment and 

nine (9) years research experience in field of assignment, including at least two (2) years at level of Research Scientist or equivalent.   Job Duties  Plans, organizes, coordinates, directs and personally participates in major medical or scientific 

research projects, including development and implementation of research protocols. Selects key research personnel; determines specific goals or objectives to be attained; assigns and reviews work of subordinates.    Reviews and analyzes 

resulting research data, revises techniques or approaches to work problems as indicated as necessary by research data. Compiles, writes and submits project results to principal investigator or department chairman.     Prepares or assists in 

preparation of research papers, reports and abstracts for publication as one of co-authors.       Designs, develops or adapts equipment used in experiments or research to obtain desired results.       Plans and supervises training of technicians 

and other laboratory personnel with respect to proper laboratory techniques, use of laboratory equipment, and safety procedures.      Confers with industrial, governmental or other groups concerning progress or results of research project.       

Supervises large group of employees engaged in performance of technical and professional work, which varies from routine to complex laboratory work tasks.      Performs other duties as assigned.          **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH STUDY COORD PART TIME NON EX 4377PN 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3E3 Prof Research-Resch Study RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

related field and one (1) year research data management and patient interviewing experience in delivery of health care services or experience in behavioral, social science, or clinical applied research.  Bachelor's degree in related field and three 

(3) years research data management and patient interviewing experience in delivery of health care services or experience in behavioral, social science, or clinical applied research.   Job Duties  Develops, coordinates, and reviews research study 

procedures to ensure receipt, completeness, and accuracy of research data required for studies.      Coordinates all regulatory aspects, such as preparing safety reports, adverse events, FDA compliance, drug company monitoring, laboratory 

standards; and laboratory standards; maintains databases related to these regulatory aspects.     Coordinates aggregation and maintenance of local and national research data required to ascertain and identify research study outcomes; 

oversees and may perform entry of research data, coding, retrievals, adjustments, additions, and computer backups.     May develop and monitor budgets; negotiates participant rates; approves expenditures; pays invoices; reconciles accounts 

associated with studies.      Develops and prepares statistical research reports, charts, and graphs as required during research studies.       Assists in design of research survey forms to capture required participant information; interviews 

research study subjects and/or family members to gather research study information.      Develops procedures to determine subject eligibility; screens, recruits, and enrolls subjects, ensuring and documenting proper informed consent; tracks 

subjects' information from multiple projects. Prepares informed consent forms for subjects' families.     Coordinates collection and data management of national research studies from multiple projects by interacting with internal and external 

research data managers, patients, and physicians for coordination of tissue samples, lab data and protocols, and other statistical information concerning research study subjects.    Serves as primary liaison and prepares annual reports for 

federal, state, and/or local agencies. Informs Institutional Review Board of amendments to research studies; prepares protocols and detailed summaries in lay terms of any new research study.     May provide full supervision to personnel of 

lower grade.        Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH STUDY COORDINATOR 4377 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3E3 Prof Research-Resch Study RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree in 

related field and one (1) year research data management and patient interviewing experience in delivery of health care services or experience in behavioral, social science, or clinical applied research.Bachelor's degree in related field and three 

(3) years research data management and patient interviewing experience in delivery of health care services or experience in behavioral, social science, or clinical applied research. Job DutiesDevelops, coordinates, and reviews research study 

procedures to ensure receipt, completeness, and accuracy of research data required for studies.Coordinates all regulatory aspects, such as preparing safety reports, adverse events, FDA compliance, drug company monitoring, laboratory 

standards; and laboratory standards; maintains databases related to these regulatory aspects.Coordinates aggregation and maintenance of local and national research data required to ascertain and identify research study outcomes; oversees 

and may perform entry of research data, coding, retrievals, adjustments, additions, and computer backups.May develop and monitor budgets; negotiates participant rates; approves expenditures; pays invoices; reconciles accounts associated 

with studies.Develops and prepares statistical research reports, charts, and graphs as required during research studies.Assists in design of research survey forms to capture required participant information; interviews research study subjects 

and/or family members to gather research study information.Develops procedures to determine subject eligibility; screens, recruits, and enrolls subjects, ensuring and documenting proper informed consent; tracks subjects' information from 

multiple projects. Prepares informed consent forms for subjects' families.Coordinates collection and data management of national research studies from multiple projects by interacting with internal and external research data managers, 

patients, and physicians for coordination of tissue samples, lab data and protocols, and other statistical information concerning research study subjects.Serves as primary liaison and prepares annual reports for federal, state, and/or local 

agencies. Informs Institutional Review Board of amendments to research studies; prepares protocols and detailed summaries in lay terms of any new research study.May provide full supervision to personnel of lower grade.Duties performed 

may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or 

similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other duties as assigned.

RESEARCH TECHNICIAN I 4416 11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 5C Technicians-Research Tech Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Completion of two 

(2) years of college or specialized training in histology, medical technology, or relevant field and one (1) year experience as Laboratory Technical Assistant or equivalent.   High school graduation including courses in basic sciences such as 

physics, chemistry, biology, etc., and three (3) years of laboratory experience including two years as Laboratory Technical Assistant or equivalent.   Job Duties  Assists in conducting experiments and working on research problems in such fields 

as physiology, bacteriology, tissue culture, chemistry and other related fields by performing basic, routine, and least complex procedures as prescribed by supervisor.     Assembles and/or operates various laboratory equipment and apparatus.       

Records resulting data in accordance with established methods. Confers with supervisor concerning results obtained and modifies procedures in accordance with instruction of supervisor.      Performs other duties as assigned.          **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESEARCH TECHNICIAN II 4415 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 5C Technicians-Research Tech Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

with major coursework in field of assignment and no experience required.    Two (2) years college with emphasis in coursework in field of assignment and two (2) years of laboratory experience at level of Laboratory Technical Assistant or 

equivalent.   High school graduation or GED and four (4) years laboratory experience to include two (2) years at level of Laboratory Technical Assistant or equivalent.    Job Duties  Performs routine scientific and medical research work in science 

area such as biology, chemistry, physics, or other related scientific field.      Assembles and/or operates various laboratory equipment and apparatus.       Records research data in accordance with prescribed procedures, discussing results with 

supervisor.       Assists in collection of data for project reports.        Reads literature and confers with supervisor concerning implementation of new procedures.       May plan for, and provide working supervision to, work of laboratory personnel 

of lower grade engaged in limited phase of research project.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.



RESIDENCY RECRUITMENT SPECIALIST  IM 8089 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3M Prof Svcs-Strat/Phys Rltns Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides operational and programmatic 

support to the Vice Chair of Education for the Department of Internal Medicine. Leads the development and implementation of recruitment and onboarding strategies for the department's core residency program. Experience and 

EducationBachelor's degree in Business, Human Resources, or related field, and three (3) years of experience in event planning, or complex project management. Experience working with budgets, preparing financial spreadsheets, and tracking 

expenditures required. Data management and analysis skills are essential. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her delegate.Job 

DutiesResponsible for the overall operations/planning of the annual recruitment season for the IM core residency program (i.e.; event space/virtual platform; vendor identification/recommendation/selection; communication with 

applicants/interviewers; pre-interview dinners, budget preparation, etc.). This includes providing event specific supervision and leadership of personnel and vendor staff, if applicable, for each event. Responsible for developing screening and 

outreach strategies to attract a diverse, talented group of applicants annually. This includes creating content for the recruiting website, and social media campaigns and utilizing software tools (e.g.; ERAS, Thalamus GME, and Thalamus Cortex) 

to identify, invite, and rank applicants for selection. Understands and develops validated selection criteria when screening applicants. Serves as the lead administrator tasked with developing the communication plan and deliverables for all 

recruitment activities. This includes selecting, modifying and validating a faculty evaluation rubric for screening, selecting, interviewing and ranking candidates annually. Is expected to develop training for faculty members in the use of these 

validated metrics for candidates. Will analyze the success of these selected/developed rubric and continuously update the items for optimizing psychometric performance. Will develop and utilize standard communication strategies for 

applicants. Designs and runs reports to track applicant data. This will include collecting and analyzing data, reviewing effectiveness of outreach efforts, evaluating recruitment spend per applicant, and developing other measures of program 

attractiveness to candidates. Is expected to create tables, charts and other statistical reports to identify areas for improvement especially as it pertains to recruiting a diverse group of candidates. Coordinates, plans, strategizes, and organizes 

all onboarding and orientation events. This includes preparing event timelines and organizing those activities across three clinical sites. Further projects include arranging lectures, securing badge and facility access, organizing Epic and MedHub 

training, conducting facility tours, managing occupational health clearances, and obtaining training permits from the Texas Medical Board. Builds collaborative relationships with both internal and external partners to develop processes/best 

practices that maximizes work efficiencies. Individual will actively engage stakeholders to establish a network of results driven individuals.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires the ability to learn and 

understand the rules relating to recruitment by the National Resident Matching Program, and guidelines from the Alliance for Academic Internal Medicine and the Board of Internal Medicine.Work requires the ability to actively support the 

mission and objectives of the Internal Medicine Residency Program through a caring commitment to the overall wellbeing of our residents. Work requires significant experience utilizing Excel, Word, and other Office 365 applications, as well as 

an understanding of recruitment software (e.g.: ERAS, Thalamus GME, etc.).Work requires excellent written and verbal communication skills.Work requires ability to work independently and to coordinate and prioritize work to meet fluctuating 

deadlines.Work requires personal and telephone contact with all levels of internal external personnel and organizations.Work requires ability to read, write, analyze data and develop plans, procedures, and coordinate persons and other 

resources to accomplish goals.Work requires responsibility for reviewing, developing, recommending, and implementing policies and procedures relating to assigned activity, program, or function.Work requires responsibility for maintenance 

and tracking of accounts assigned to projects or programs.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

RESIDENTS RESPD T01 $15,557.00 $19,744.00 $24,072.00 $1,296.42 $1,645.33 $2,006.00 $59.83 $75.94 $92.58 $7.48 $9.49 $11.57 N 8D Doctoral Residents CLIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable      **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESPIRATORY EQUIPMENT TECHNICIAN U5316 P09 $30,900.00 $38,600.00 $47,590.00 $2,575.00 $3,216.67 $3,965.83 $118.85 $148.46 $183.04 $14.86 $18.56 $22.88 N 5G2 Clin Supp Services-Monitor ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Respiratory Care Equipment 

Technician is primarily responsible for maintaining and monitoring Respiratory Care supplies and equipment within the Department and at satellite storage areas, for restocking and disinfection, for routine adjustments and calibration and for 

performing related duties as assigned, including assisting respiratory therapists. The Equipment Technician shall serve as a resource for information and demonstration of all respiratory therapy equipment. Works under general supervision to 

Respiratory Manager(s).Experience and EducationRespiratory student attending accredited respiratory therapy program OR High School diplomaOne year of Hospital Experience preferredBasic Life Support (BLS) from American Heart 

Association (AHA) or American Red Cross (ARC)Microsoft Office Word and Excel applicationsJob DutiesAssembles, disassembles and cleans equipment.Transports appropriate equipment to all areas of the hospital.Stocks equipment in 

designated Respiratory Therapy areas.Maintains medical gas cylinders appropriately as needed.Collects and maintains durable equipment by troubleshooting broken equipment, preparing and transporting to the bio-medical department for 

repairs.Creates and utilizes spreadsheets for departmental reporting and tracking of equipment as needed.Follows proper methods of equipment decontamination and all hospital policies.Helps to clean, organize and maintain department 

supply rooms to include reporting of cart system maintenance needs.Uses disposable supplies in a cost effective manner minimizing waste.Offers suggestions for efficient use of resources.Collaborates with other departments in maintaining 

equipment and supplies; biomedical, logistics, materials management and all other customers or vendors**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires good organizational, reading and 

writing skillsWork requires basic computer knowledgeWork requires good customer service skillsWORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Constant walking, standing, bending, turning and 

stooping. Pushing and pulling heavy objects such as patient beds. Must be able to lift up to 50 lbsAny qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, 

religion, national origin, sex,&iquest;sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

RESPIRATORY UNIT-BASED EDUCATOR U5321 P24 $51,431.00 $73,028.00 $96,119.00 $4,285.92 $6,085.67 $8,009.92 $197.81 $280.88 $369.69 $24.73 $35.11 $46.21 N 3F12 Prof Med Services-Resp ALLIED HOSP Hospital Classified Salary Pln

MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCELicensure as a Registered Respiratory Therapist by the Texas Medical Board (TMB-MRT) with a minimum of a Bachelor's of Science in Respiratory Therapy. Recent clinical education experience 

preferred; not required. A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).ESSENTIAL FUNCTIONSProvides orientation, ongoing education and skills training 

for staff, including new hires and agency staff.Provides real-time input and just-in-time training on new and current staff's clinical practice.Demonstrates continuous performance improvement in clinical education & skills assessmentsRegarded 

as clinical expert and role model in application of respiratory therapy processes and evidence-based practice to manage the complex care needs of specific patient populations. Serves as a facilitator in the Respiratory Preceptor, Respiratory EPIC 

and Respiratory Education committees as well as Respiratory Clinical Student rotations. Assists unit leadership in initial and annual competencies for new and current clinical staff: High Risk/Low Volume, High Risk/High VolumePerforms 

annual unit-specific needs assessment and ongoing educational gap analysis. Maintains all in-service, education and orientation records/competencies for the department and provides a monthly report to the manager.Identifies opportunities 

for new practices, best practices, and the development of new programs within the scope of Respiratory Care.Serves as a facilitator to therapists and actively mentors and supports their growth in the profession and clinical practice. Works 

collaboratively with clinical leaders to properly identify and prioritize goals and objectives to meet the needs of the department and/or organization.Provide educational programs on a formal and informal basis. Performs other duties as 

assigned.KNOWLEDGE, SKILLS, & ABILITIESMust be able to demonstrate effective verbal and written communicationAbility to successfully manage multiple educational projects simultaneously Demonstrate competence in technical skills and 

knowledge related to assigned clinical areaMust demonstrate patient-centric values and behaviors Proficiency in use of technology as applicable to roleAbility to establish effective, respectful and collegial working relations with all internal and 

external customers WORKING CONDITIONSIndoor work environment with a minimum of 8 hours per day but may require additional hours and flexibility in work hours to accommodate for both day and night staff members; requires lifting 

equipment and the ability to move and reposition patients; up to 50 pounds. Risk of exposure to blood-body fluids, hazardous chemicals when working in Clinical Areas including, but not limited to, peer groups, leadership, patients, physicians, 

staff, students, volunteers and vendorsUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and 

state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RESUSCITATION PROGM MGR U9798 Y T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationExp: Minimum of 5 years 

clinical practice required. Proficient computer skills. Experience with the RQI Learning Management System preferred. Education/Cert: Master's degree (MBA, MHA, or health related field) with 2 years of experience managing projects/ 

programs. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesOversees Resuscitation Quality Improvement program for university hospitals and 

ambulatory participants. Leads the process with coordinating, planning and rolling out RQI. Monitor RQI quarterly progress. Ensures compliance in RQI program. Responsible for adding employees into the RQI program based on job certification 

requirements. Performs any additional task associated with RQI.Develops annual capital and operational budgets for resuscitation department.Works collaboratively with clinical leaders to properly identify and prioritize objectives to meet the 

needs of the department and/or organization resuscitation certification needs.Employs processes to enhance organizational support of resuscitation education.Provides an appropriate environment for learning. Facilitates training classes for 

the organization as an approved instructor through the American Heart AssociationImplements disciplinary interventions, including termination, as appropriate and in compliance with policyResponsible for leading any ongoing resuscitation 

certifications approval processes for ambulatory and hospital employeesIn collaboration with senior management and stakeholders, define scope, goals and deliverables of the resuscitation program for UT Southwestern at the system level. 

Provides operational oversite of services that are consistent with evidence based practice. Build, develop, and grown relationships within and outside the organization to ensure success of the program. Directs identified resuscitation 

compliance issues to the appropriate existing channels for evaluation and resolution; operational areas to improve the RQI compliance processes, coordinates and prepares reports.Provides trainings/refreshers to AHA instructors, RQI 

champions and RQI participants on any updates through the American Heart Association and the Resuscitation Quality Improvement program.Responsible for the contract compliance of accreditation criteria (American Heart Association, 

Center for Medicare & Medicaid Services, and Joint Commission). Achieve the program objectives and improve the quality of patient care by analyzing code blue debriefing data and providing feedback on gaps in practice. Correlation of COI 

data to unit-based analytics obtained through RQI performance metrics.Develops and maintain appropriate hospital and/or Department of Nursing policies, procedures that incorporates nationally accepted standards of practice. Develops and 

maintains an annual Quality Assurance Program which outlines the UT Southwestern University Hospital performance improvement activities and a defined strategy for achieving established goals and objectives. Establishes and maintains an 

effective and consistent system for process design, performance measurement and performance improvement, with the primary goal of constantly improving outcomes and patient safety.Plan, coordinate, and implement a comprehensive 

resuscitation program system-wide to include management of instructors for the training center ensuring they meet established criteria, management of instructor alignment on the Instructor Network, and appointment of all Training Center 

Faculty.Works collaboratively with all UTSW administrative support functions, e.g., Licenses and Certification, Credentialing, Compensation, Organizational Development and Training, Information Resources, etc., as well as the High Reliability 

team. **Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires knowledge of personal computers. Work requires ability to plan, coordinate, organize, and supervise multiple programs.  Critical thinking 

skills. Work requires a self-starter who demonstrates a high level of independent judgments and individual initiative.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Constant walking, standing, 

bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Pass pre-employment physical exam including color blind testing.Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

REV CYCLE TRANSPLANT SPECIALIST 7026 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3G1A Prof Fee Sched-Bill Spec Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position works under general 

supervision to handle contracting and operational functions for transplant contracts.Experience and EducationBachelor's degree in Business Administration, Hospital Administration, or related field preferred. A minimum of five (5) years' 

experience in the health care industry to include at least three (3) years in managed care contracting/provider relations or revenue cycle. May consider additional years of healthcare experience in lieu of education. Transplant program 

experience preferred.Job DutiesManages and maintains transplant patients' referrals and updates throughout the transplant process via internal Access database and Epic Resolute including insurance coverage and charge review for proper 

billing.May include coordination of case rate distributions for patients covered under case rate or global payments.Conducts payment audits on transplant patient accounts working closely with Revenue Cycle and +Revenue 

Accounting.Intermediary between Revenue Cycle and Transplant Network.Performs reporting functions and data analysis as needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires the ability to analyze contract 

and financial data, evaluate and interpret contact language and parameters.Work requires the ability to establish and maintain effective working relationships with a variety of internal and external constituencies.Work requires proficiency in 

Microsoft Suite, CPT Codes, ICD-10 and Medical Terminology.Work requires knowledge of HIPAA and patient confidentiality regulations.Work requires strong verbal and written communication skills.Work requires attention to detail with a 

high degree of accuracy.Work requires being effectively able to take initiative, multi-task competing priorities and remain focused/organized in a fast-paced environment with limited supervision.Work requires having a broad knowledge of the 

managed health care environment including fee schedules, third party reimbursement, and the regulatory and legislative environment.Working ConditionsWork is performed in general office environment.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

REV INTGY ANLST I U9462 Y T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3C4 Prof Accounting-Rev Analyst PROF HOSP Hospital Classified Salary Pln

SalarySalary NegotiableSUMMARYThe Revenue Integrity Analyst maintains the integrity of the Revenue Integrity program to ensure compliance with Medicare/Medicaid regulations, Managed Care contractual agreements and the applicable 

policies of UT Southwestern University Hospital.MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's degree in Healthcare Administration, Business, or other related degree and three (3) years' experience in the hospital setting, 

healthcare industry or coding. Applicants with significant additional related experience may be considered in lieu of education.EPIC HB/PB experience preferred. Applicable professional certification through AHIMA (CCA) or AAPC (CPC A, COC-A) 

are highly desirable and preferred.Job DutiesAssist in daily resolution of billing edits that are holding patient claims from billing, by reviewing medical records and other applicable documentation. Expected to identify, report and participate in 

the resolution of any potential or actual revenue/charge related issues. Performs internally defined audits to identify under/over charges; reviews charges posted to the claims against the necessary clinical documentation to identify any 

possible under/over charges; documents audit findings and sends results to appropriate departments.Monitors EPIC Revenue Integrity Dashboard. Reviews patient records and is able to assist with account fixes, charge reconciliation for other 

departments based on clinical documentation. Responds to departmental charging inquiries timely. Follow up with appropriate health team members to ensure accurate and complete documentation in the medical record. Works 

collaboratively with the appropriate operational leaders to develop education strategies to promote complete and accurate clinical documentation and correct negative trends. Works with various staff and departments such as Health 

Information Management, clinical nursing units, physicians and others to obtain the information necessary to perform account audits. Works with Coding and other clinical departments to identify/fix errors based on ICD/CPT Coding 

Guidelines and National Correct Coding Initiative edits. Review payments for accuracy from contracted payers. Performs account corrections via all types of EPIC work queues. Identifies trends, recommends corrective action steps and 

collaborates with team members to educate healthcare staff.Serves as subject matter expert to leadership on issues related to Revenue IntegrityCompletes special projects as identified and neededStays abreast of on-going compliance trends 

and developments. Reports new developments to department.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires knowledge of revenue cycle process and hospital/medical billingWork requires understanding of 

components of electronic medical records.Work requires current knowledge of code data sets to include CPAT, HCPCS, and ICD 10.Work requires current knowledge of NCCI edits, and Medicare LCD/NCDs.Work requires computer skills; MS 

Office including, Word, PowerPoint, Excel and Outlook; Windows Operating System and Internet. Work requires the ability to perform consistent audits of all hospital departments' charges and chart documentation. Work requires the ability to 

perform account analysis and provide report to Audit RN to finalize a defense audit.Work requires the ability to complete daily resolution of all claim edits, charge discrepancy inquires and patient charge dispute inquires via EPIC WQs or Audit 

Nurse Email box. Work requires the ability to identify areas of opportunity for improvement and perform necessary education. Work requires interpersonal and communication skills, analytic and organizational skills, critical -thinking and the 

ability to meet deadlines.  The following is the acronym, "PACT", and is fundamental to all non-clinical positions at UT Southwestern Medical Center:P-Problem Solving: Employees take ownership in solving problems effectively, efficiently, and 

to the satisfaction of customers, or managers. They show initiative in addressing areas of concern before they become problems.A-Ability, Attitude and Accountability: Employees exhibit ability to perform their job and conduct themselves in a 

professional and positive manner reflecting a professional environment readily assuming obligations in a dependable and reliable manner. C-Communication, Contribution, and Collaboration: Who are our Customers? Anyone who requests our 

help, needs our work product, or receives our services. Employees focus on customer service with creative solutions while improving the customer experience through clear, courteous, and timely delivery and communication. Sharing ideas 

with others helps expand our contribution to department goals.T-Teamwork: Employees work to contribute to the department's success by supporting co-workers, promoting excellence in work product and customer service, and in 

maintaining a satisfying, caring environment for each other.WORKING CONDITIONSWork primarily performed in office setting. Must be able to lift five (5) pounds This position is security-sensitive and thereby subject to the provisions of Texas 

Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

REV INTGY ANLST II U9461 Y T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3C4 Prof Accounting-Rev Analyst PROF HOSP Hospital Classified Salary Pln

SalarySalary NegotiableEDUCATION/EXPERIENCEIn excess of five (5) years' experience in the hospital setting, healthcare industry or coding with a focus in one or more of the following areas: charge integrity; charge reconciliation; charge 

compliance; charge auditing; CDM management. EPIC HB/PB experience preferred.Bachelor's degree from a recognized college or university in business, healthcare or a closely related field and +five (5) years of experience within the revenue 

cycle. Experience above minimum requirement will be considered in lieu of educationApplicable professional certification through AHIMA (RHIA, RHIT, CCS) or AAPC (COC, CPC) Pharmacy Technician (CPhT, PTCB), or Licensed Vocational Nurse 

(LVN).JOB DUTIES1. Responsible for conducting quality control audits to ensure data/documentation integrity, and communicating findings and recommendations, explaining regulatory requirements, and overseeing the corrective actions for 

audits within the operational units.2. Compile information and/or prepare reports and analyses setting forth results of date integrity findings with appropriate recommendations; perform subsequent audits to ensure complete and appropriate 

corrective action.3. Follow up with appropriate health team members to ensure accurate and complete documentation in the medical record. Works collaboratively with the appropriate operational leaders to develop education strategies to 

promote complete and accurate clinical documentation and correct negative trends.4. Advises service line leaders and their staff on proper usage of charge codes; identifies opportunities for capturing additional revenue in accordance with 

payer guidelines; develops specifications to modify existing charge capture applications to reduce charge-related claim edits/rejections.5. Monitors EPIC Revenue Integrity Dashboards. Serves as subject matter expert to leadership on issues 

related to Revenue Integrity.6. Train and assist in daily resolution of billing edits that are holding patient claims from billing, by reviewing the medical records and other applicable documentation.7. Stay abreast of ongoing compliance trends 

and developments. Reports new developments to department.KNOWLEDGE, SKILLS, & ABILITIESWork requires knowledge of RI processes and hospital/medical billing to include CDM, UB, RAs and 1500Work requires advanced knowledge of 

code data sets to include CPT, HCPCS and ICD 10Work requires advanced knowledge of NCCI edits and Medicate LCD/NCDsWork requires comprehensive understanding of reimbursement theories to include DRG, OPPS, HCC and managed 

careWork requires ability to work with confidential information on a daily basis.Work requires ability to review, analysis and interpret managed care contracts, billing guidelines and state and federal regulationsWork requires good 

interpersonal, organizational, and analytical skills.Work requires demonstrated ability to manage multiple projects and exercise decision-making and problem solving skills.Work requires ability to read, write, develop plans, procedures, and 

coordinate persons and other resources to accomplish goals.Work requires ability to communicate clearly.Work may require telephone and personal contact with all levels of internal and external personnel and organizations.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REV INTGY COMPLIANCE COORD U5454 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3A24 Specialzed Nurse-Audit RN PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Revenue Integrity Compliance 

Coordinator maintains the integrity of the Revenue Integrity program to ensure compliance with Medicare/Medicaid regulations, Managed Care contractual agreements and the applicable policies of UT Southwestern University 

Hospital.MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEGraduate of an accredited nursing program, with a current license to practice in the state of Texas.10 years of clinical experience as a Registered Nurse, including at least 5 to 7 years 

performing utilization review, charge audit, case management, CDI (Clinical Documentation Integrity) and denial/appeal functions in an acute care hospital. Principles of Managed Care, Medicare/Medicaid reimbursement required.                 

General good health and stress coping ability. Full mobility and ability to participate in vigorous activity. Ability to speak and hear, to allow discussions with physicians, patients and other members of the healthcare team. Possess near vision 

acuity for accurate reading of computer screens and recording on patient charts.ESSENTIAL FUNCTIONSMonitors, tracks and coordinates all preparations for, and periodically, conduct audits requested by governmental and managed care 

payers, comparing clinical documentation to charges billed to identify any possible under/over charges; documents and sends audit results to payer organizations or external auditors for review and resolution as applicable; maintains 

communication with auditors and other relevant individual/organizations until all discrepancies are resolved. Develops and maintains all metrics for internally defined audits to identify under/over charges. Reports documented audit findings 

to appropriate departments. Performs charge audits as requested by patients; reviews billed charges for patients who are disputing charges by comparing the charges against all necessary clinical documentation and looking for discrepancies; 

documents audit results; posts corrections to accounts; communicates back to appropriate departments and sends to PFS/Customer Service for rebilling if necessary. Provides follow up to Compliance when appropriate.Performs monthly 

Quality Assurance checks to ensure account corrections are being performed within compliance guidelines and presents results to manager.Develop an overall approach for education to the various departments by directing periodic 

comprehensive reviews of charge capture practices. Works with various staff and departments such as Compliance, Health Information Management, clinical nursing units, physicians and others to obtain the information necessary to perform 

account audits. Assists departments with the charge reconciliation process. Works with all relevant hospital departments to provide timely education on how to correct or improve processes that have been found to be deficient. Enlists 

assistance from Compliance Department when necessary to ensure Administrative Policies are being followed. Works with various staff and departments such as Health Information Management, clinical nursing units, physicians and others to 

obtain the information necessary to perform account audits. Work with CDI and Care Coordination to improve physician documentation and assist with discharge planning gaps.Performs other duties as assigned        KNOWLEDGE, SKILLS, & 

ABILITIESComplete monthly QA checks utilizing EPIC User Productivity reports and provide results to manager. Ensure staff is prepared to conduct periodic defense audits Coordinate efforts with team to ensure consistent service line charge 

reconciliation audits are completed and documented. Provide process flow and clinical guidance across the revenue cycle. WORKING CONDITIONSWork is performed primarily in an office setting.Any qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 

51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

REVENUE CYCLE INTELLIGENCE ANALYST 7200 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3G2B Prof Fee Sched-MSRDP Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree and two 

years of experience in revenue cycle or revenue cycle analytics in either an ambulatory or hospital setting. Experience with enterprise data base systems such as SQL server, Microsoft Access, or Excel. Previous experience in healthcare data 

analytics a plus. May consider additional years' experience in lieu of education.Job DutiesServe as the subject matter expert for Revenue Cycle program(s) and workflow(s) and provide analytics that leverage these measures programmatically 

and meaningfully.Assist with research and development and completion of special projects for revenue cycle strategy.Develop and maintain electronic data capture tools and analytics for error identification, testing and output generation to 

maintain a high level of quality of data. Follow data management standards to ensure analytics and reporting meet various revenue cycle initiatives needs while ensuring accuracy and quality of data.Serve as a subject matter expert for two or 

more Epic applications (HB/PB/SBO/Grand Central/Cadence) to assist revenue cycle leadership in making workflow decisions based on analytical information providedMonitor and report variances in data that is provided to staff and 

management. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires excellent written communications skills.Work requires strong analytical/problem solving skills.Work requires 

demonstrated ability and skills with performance improvement methodology.Work requires ability to prioritize and organize work to meet deadlines, as well as time management.Working ConditionsWork is performed primarily in office 

area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REVENUE CYCLE INTELLIGENCE ANALYST U7200 Y T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3G2 Prof Fee Sched-MSRDP Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree and two 

years of experience in revenue cycle or revenue cycle analytics in either an ambulatory or hospital setting. Experience with enterprise data base systems such as SQL server, Microsoft Access, or Excel. Previous experience in healthcare data 

analytics a plus. May consider additional years' experience in lieu of education.Job DutiesServe as the subject matter expert for Revenue Cycle program(s) and workflow(s) and provide analytics that leverage these measures programmatically 

and meaningfully.Assist with research and development and completion of special projects for revenue cycle strategy.Develop and maintain electronic data capture tools and analytics for error identification, testing and output generation to 

maintain a high level of quality of data. Follow data management standards to ensure analytics and reporting meet various revenue cycle initiatives needs while ensuring accuracy and quality of data.Serve as a subject matter expert for two or 

more Epic applications (HB/PB/SBO/Grand Central/Cadence) to assist revenue cycle leadership in making workflow decisions based on analytical information providedMonitor and report variances in data that is provided to staff and 

management. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires excellent written communications skills.Work requires strong analytical/problem solving skills.Work requires 

demonstrated ability and skills with performance improvement methodology.Work requires ability to prioritize and organize work to meet deadlines, as well as time management.Working ConditionsWork is performed primarily in office 

area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



REVENUE CYCLE INTELLIGENCE ANALYST SR U7201 Y T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3G2 Prof Fee Sched-MSRDP Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Computer Science, or other quantitative fields of study and six (6) years' analytics and project experience in data querying, statistical programming and data visualization using tools such as SAS, SQL, R, Power BI, 

Tableau, or SSRS. Master's degree in Business Administration, Public Health, Computer Science, Health Administration or other quantitative fields of study preferred. Position requires equivalent of 3 years' experience supporting analytics 

efforts for performance improvement projects or Certification in LEAN/Six Sigma Green Belt or Certification as a Project Management Professional. Master's degree and prior health care industry experience preferred. Certification in EPIC Clarity 

and one additional module preferred.Job DutiesLeads highly complex projects and serves as primary customer contact. Defines and maintains project plans and schedules. Monitors compliance with definitions of project scope, timeline and 

deliverables. Provides regular updates on projects to customers and management.Designs and develops predictive and advanced analytics, utilizing multiple data sources simultaneously.Analyzes and organizes data using the appropriate 

analytical and statistical methods, which includes: A) Ability to analyze and evaluate information to support a decision or recommendations B) Critically examining the information and make judgements-tests, critique, defend, and criticize the 

information C) Anticipate and plan strategies for overcoming obstaclesDesigns, develops or recommends improvements to management reporting tools as needed Leads lower level analysts in the collection, interpretation and analysis of 

financial data to support organizational decision making and strategic planning activities.Generally organizes, plans for scheduling, coordinating resources, and meeting deadlines.Provides practical recommendations through thorough research 

on business process improvements and clinical operation benchmarks to directors and executive leaders. Assists in developing and implementing business strategies in departments to improve revenue cycle outcomes and productivity.Serves 

as the subject matter expert for revenue cycle programs and provide analytics that leverage these measures programmatically and meaningfully to the revenue cycle.Follows data management standards to ensure analytics and reporting meet 

various revenue cycle needs while ensuring accuracy and quality of data.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires excellent written communications skills.Work 

requires demonstrated ability and skills with project management and quality improvement tools, such as Microsoft Project, Visio, Excel, Sharepoint, or Qeystone.Work requires strong analytical/problem solving skills.Work requires 

demonstrated ability and skills with quality improvement methodology, such as Six Sigma or Lean.Work requires ability to prioritize and organize work to meet deadlines, as well as time management.Working ConditionsWork is performed 

primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REVENUE CYCLE INTELLLIGENCE ANALYST SR 7201 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3G2B Prof Fee Sched-MSRDP Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Computer Science, or other quantitative fields of study and six (6) years' analytics and project experience in data querying, statistical programming and data visualization using tools such as Excel, Access, SAS, SQL, R, 

Power BI, Tableau, or SSRS. Position requires equivalent of 3 years' experience supporting analytics efforts for performance improvement projects or Certification in LEAN/Six Sigma Green Belt or Certification as a Project Management 

Professional. Certification in EPIC Clarity and one additional module preferred within one year of employment. May consider experience in lieu of education.Job DutiesLeads highly complex projects and serves as primary customer contact. 

Defines and maintains project plans and schedules. Monitors compliance with definitions of project scope, timeline and deliverables. Provides regular updates on projects to customers and management.Designs and develops predictive and 

advanced analytics, utilizing multiple data sources simultaneously.Analyzes and organizes data using the appropriate analytical and statistical methods, which includes: A) Ability to analyze and evaluate information to support a decision or 

recommendations B) Critically examining the information and make judgements-tests, critique, defend, and criticize the information C) Anticipate and plan strategies for overcoming obstaclesDesigns, develops or recommends improvements 

to management reporting tools as needed Leads lower level analysts in the collection, interpretation and analysis of financial data to support organizational decision making and strategic planning activities.Generally organizes, plans for 

scheduling, coordinating resources, and meeting deadlines.Provides practical recommendations through thorough research on business process improvements and clinical operation benchmarks to directors and executive leaders. Assists in 

developing and implementing business strategies in departments to improve revenue cycle outcomes and productivity.Serves as the subject matter expert for revenue cycle programs and provide analytics that leverage these measures 

programmatically and meaningfully to the revenue cycle.Follows data management standards to ensure analytics and reporting meet various revenue cycle needs while ensuring accuracy and quality of data.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires excellent written communications skills.Work requires demonstrated ability and skills with project management and quality improvement tools, such 

as Microsoft Project, Visio, Excel, Sharepoint, or Qeystone.Work requires strong analytical/problem solving skills.Work requires demonstrated ability and skills with quality improvement methodology, such as Six Sigma or Lean.Work requires 

ability to prioritize and organize work to meet deadlines, as well as time management.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

REVENUE CYCLE OPERATIONS TRAINER 7030 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3D7 Prof Svcs-Billing/Rev Trainer PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under supervision to plan and 

coordinate complex training and educational programs for UT Southwestern Medical Center. Assists in the development of effective training materials (including visual aids and manuals) to support classroom activities. Conducts/facilitates and 

maintains responsibility for the effectiveness of assigned training sessions. Experience and EducationBachelor's degree in business administration, education, computer science, or related field; two years of related experience in a healthcare 

environment is preferred. Must have a minimum of one (1) year work experience in the use of training methods, techniques and materials; or,Associate's degree in business administration, education, computer science, or related field. (Two 

year college will not suffice without a degree). Experience in a healthcare environment is preferred. Must have a minimum of three (3) years work experience in the use of training methods, techniques and materials; or,High School diploma or 

equivalent. Must have a minimum of five (5) years of experience in the use of training methods, techniques and materials.For technical training positions: A minimum of one (1) year of experience (inclusive of above requirement) working with 

EPIC software is required.For customer service training positions: A minimum of one (1) year of experience (inclusive of above requirement) working in a call center and/or customer service is required.Job DutiesPlans, organizes, administers, 

and conducts training and educational programs. Confers with management and line supervision to determine need for, and scope of programs. Develops curriculum, lesson plans or other appropriate methods of presentation to ensure that all 

staff development educational goals are met.Conducts training sessions for new hires and existing employees on current revenue cycle software, including software upgrades, and/or customer service related offerings.Prepares training 

manuals, materials and visual aides. May conduct role-playing activities to develop skills (e.g. negotiation, teamwork and conflict management).May liaise with managers and support on-the-job coaching /mentoring (e.g. how to handle difficult 

patient calls).Assists in the development of new hires training courses, including communication and patient financial experience skills.Identifies individual and team skills gaps.Assesses the impact of each educational course on staff 

performance and client satisfaction.Schedules new hire and refresher training sessions.Maintains updated records of training curricula and material.Assists in the research, design, and development of training curriculum for a broad-based 

targeted employee population.Determines project scope, designs, and delivers training programs targeted for specific organizational needs. Supports departmental retreats and/or team building activities.Conducts analysis and contributes to 

implementation of metrics to evaluate the effectiveness of training curriculum; provides recommendations on future training offerings.Provides one-on-one, business driven and employee focused, organizational development consultation to 

department managers, directors, and executive level management.Attends professional meetings, seminars, and conferences.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent written and verbal 

communication skills. Work requires working knowledge of desktop publishing software, graphic presentation software, and word processing software. Work requires virtual and in-person classroom training experience.Work requires ability to 

deliver effective presentations and training seminars.Work requires ability to operate multimedia equipment.Work requires ability to conduct prolonged speaking, walking and standing.Working ConditionsWork is performed primarily in office 

area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

REVENUE CYCLE OPERATIONS TRAINING SUPERVISOR 7075 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

supervise the daily operations of the Revenue Cycle Operations Training Department.Experience and EducationBachelor's Degree and four (4) years training experience or a two (2) year degree and six (6) years training experience. Experience 

must be related to training and development preferably in healthcare. At least 2 years of EPIC EMR experience is required. EPIC Certification in at least one module is required or completed within first year.Strong experience in Revenue Cycle, 

Patient Access, Patient Financial Services or other related field is preferred. Job DutiesDevelops and implements training programs for EPIC applications.Designs, creates and maintains training support materials. Develops and maintains a 

training schedule for new hires and refresher trainings for existing staff.Provides training for new staff. Coordinates the testing and maintenance of the Epic training environments.Trains additional classroom trainers from within the 

organization to assist with end-user training.Stays abreast of changes/updates for assigned Epic applications.Assists employees in trouble shooting Epic application errors and provide resolution and/or escalation.Coordinates training for EMR 

updates.Assists in the development of new process and/or best practice workflows for new Epic functionality or system changes. Assists with scheduling and maintaining the training rooms, workstations, printers, scanners and other 

equipment needed for classroom training.Performs other duties as assigned.LEADERSHIP SKILLS AND ABILITIESProvides direct supervision of training department employees; including coaching, assisting with hiring decisions and training of new 

team members. Assists Manager with the department training schedule. Assumes supervisory decision making and accountability in absence of Director or Manager. Ensures appropriate staffing coverage during vacations, sickness, transitions 

or other absences. Acts as a back up to employees or manager during absences as required. Establishes and maintains open lines of communication with staff through regular meetings and discussions.Coordinates with department and cross-

departmental staff/leadership to identify training needs and performance improvement opportunities. Provides feedback to leadership on training activities and provides recommendations.Works with the Training Manager and Revenue Cycle 

leadership to facilitate departmental needs assessment and designs training programs that align with departmental learning objectives using adult learning principles and best practices.Works with the Training Manager to solve specific 

training problems either on a one to one basis or in groups.Maintains training records for all training activities.Communicates changes effectively, prepares and supports those affected by change, monitors transition and evaluates results and 

applies feedback to improve performance.Maintains ongoing coaching and performance improvement plans with assigned team. Motivates and inspires assigned team to achieve performance goals. Seeks opportunities to introduce new skills 

which contribute to the success of the department and organization.Works in a collaborative manner with direct reports, peers and internal partners.Knowledge, Skills & AbilitiesWork requires virtual and in person classroom experience, 

excellent written and verbal skills.Work requires effective communication skills.Work requires the ability to identify and resolve problems in a timely manner, display willingness to make decisions, exhibit sound and accurate judgment, use 

discretion to make decisions or seek advice from manager.Working ConditionsWork is performed primarily in virtual and in-person classrooms.UT¿Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

REVENUE INTEGRITY EDUCATOR I 7096 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3C4 Prof Accounting-Rev Analyst INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma and 

Coding certification, in good standing (AHIMA, AAPC, other). CPC-A considered with at least one (1) year of professional coding experience post-certification. Two 2 years of professional coding experience to include the ability to abstract 

procedure and diagnosis codes from visit notes, procedure/operative reports; appropriate application of payment modifiers, ensure appropriate teaching physician supervision is documented when applicable, etc.). Demonstrated professional 

coding and presentation skills. Associates degree or two years of college is desired. Prior training experience is helpful.Job DutiesAnalyzes new and existing provider (physician, advanced practice provider (APP), other health professionals) 

coding, documentation and billing of Evaluation & Management (E&M) services, all levels of diagnostic and therapeutic services, to ensure revenue integrity. This is performed via EPIC work queues and requires the analysis to be completed 

while meeting department metrics. Requires a strong knowledge of CPT, HCPCS and ICD-10 diagnosis coding, as well as payer regulations and guidelines for professional billing compliance (e.g., NCCI, CMS teaching physician rules). This position 

requires a high degree of organization, prioritization and the ability to communicate complex information effectively, both verbally and in writing to providers and/or billing staff.Participate in the new provider onboarding education with 

eventual co-training responsibilities. Serves as back-up for Billing Specialist for scheduling new provider onboarding, tracking hiring, onboarding completion, etc.Conduct quality assurance (QA) reviews for contractors, abstractors and other 

staff, for compliant billing, including procedure and diagnosis coding, teaching physician rules, "incident-to" and shared service, and other professional billing criteria. Prepare preliminary reports of findings and present to involved parties 

including supervisor, billing manager(s), contractor, etc. Assist with final QA reports and tracking of regular QA activities. Contributes to workflow improvements and other performance improvement activities, such as drafting educational 

documents for professional billing and compliance-related topics (new procedure codes, etc.).Participate in data analysis to identify risk areas, billing trends and to assist with denial management for supported departments. Conduct 

introductory level chart reviews with moderate supervision, for E&M services, procedures and diagnostic services. Prepare preliminary report of findings and assist with presentation of findings to interested parties (physicians, billing 

managers, staff, etc.). Will conduct group presentations, with increasing independence, on results, recommendation and any corrective action identified.Analyzes provider or billing staff questions/issues for compliant coding and 

documentation, reimbursement policy. Performs research via internet and other available resources in order to address the question/issue. Prepares preliminary responses for Revenue Integrity Educator II or III, Supervisor or Manager to 

review prior to final response to provider and/or staff.Maintains positive, effective working relationships with providers, clinic and billing staff to promote revenue integrity and compliance objectives.Performs other duties, as 

assigned.Knowledge, Skills & AbilitiesWork requires strong written and verbal communication skills.Work requires the skills to develop and present group presentations.Work requires skill in using spreadsheet applications, word processing 

and database computer applications.Work requires knowledge of CPT, HCPCS and ICD-9-CM coding systems, as well as medical record documentation and accepted billing/coding standards.Work requires ability to interact effectively with 

various levels of faculty and staff to ensure billing/coding rules are met or exceeded.Working ConditionsWork is performed primarily in a general office area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

REVENUE INTEGRITY EDUCATOR II 7091 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3G2B Prof Fee Sched-MSRDP Sr INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and five (5) years of experience in a professional billing environment with emphasis on coding, auditing and compliance responsibilities is required.  Certification in one of the following:  Certified Professional Coder (CPC), Certified 

Coding Specialist (CCS) or a Certified Medical Coder (CMC) is required.  CPMA is desired.  Associates degree or two years of college is desired. Job Duties  1.Serves as a professional billing integrity leader, under supervision of Sr. Professional 

Billing Integrity Educator or Supervisor, to develop and conduct individual or group presentations on coding, billing and compliance topics, based on new regulatory and professional coding industry information; pre-bill professional charge 

review findings; University-identified risk areas, or special projects requested by MSRDP leadership. This may include medical record audits, invoice analysis, and review of internal reports (e.g., Charge Analyzer, Code Correct), denials, external 

audit findings, etc. Assists Sr. Professional Billing Integrity Educator or Supervisor with development and deployment of any action plans required.2.Conducts standardized new provider coding and compliance training (onboarding) for 

physicians, advanced practice providers and other professional practitioners, in two or more service lines/divisions. Training may be conducted in an individual or group setting.3.Performs post-onboarding pre-bill review of professional 

charges and follow-up with new providers to confirm understanding of procedure, modifier and diagnosis code assignment, as well as, documentation requirements to promote billing compliance. Supporting two or more service lines, with 

supervision by Sr. Professional Billing Integrity Educator or Supervisor.4.Conducts increasingly independent reviews on adequacy of medical record documentation, to support the procedure, modifier and diagnosis coding of evaluation and 

management (E&M) services and low-moderate complexity diagnostic/therapeutic services, billed by physicians, practitioners or billing staff, in two or more service areas. Working with Sr. Professional Billing Integrity Educator or Supervisor, 

develops reports that summarize outcomes.  Provides input on recommended corrective action plans.5.Research coding, documentation and reimbursement policy questions or problems submitted by physicians, practitioners, supported-

departments, billing staff and others, to ensure compliance with specific payer and/or government regulations. Assist Senior Billing Integrity Educator and/or supervisor with responses. Escalates issues beyond their scope to Senior Billing 

Integrity Educator, Supervisor or Manager.6.In coordination with the Compliance Office, support and/or conduct Billing Compliance risk-based audits.7.Complete charge review and follow-up EPIC work queue assignments, within department 

timeliness standards, under guidance of the Senior Billing Integrity Educator or Supervisor.  Assists with quality assurance reviews for internal or contractor staff to verify the coding or other work is consistent and supported by regulations, 

University guidelines and/or MSRDP Medicine Audit Plan.8.Assists with training for contractor staff on the use of audit software, EPIC, internal audit plan, work queue assignments, etc. as needed.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

REVENUE INTEGRITY EDUCATOR III 7092 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3G2B Prof Fee Sched-MSRDP Sr INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and six (6) years of experience in a professional billing environment with emphasis on coding, auditing and/or compliance responsibilities is required.  Certification in one of the following:  Certified Professional Coder (CPC), 

Certified Coding Specialist (CCS) or a Certified Medical Coder (CMC) is required.  Must have or obtain CPMA certification within 12 months of hire.  Bachelor's degree or registered nurse is desired. Job Duties  1.Serves as a professional billing 

integrity project leader, for all service lines, under minimal supervision, to develop and conduct individual or group presentations on coding, billing and compliance topics, based on new regulatory and/or professional coding industry 

information; pre-bill professional charge review findings; University-identified risk areas, or special projects requested by MSRDP leadership. This may include medical record audits, invoice analysis, and review of internal reports (e.g., charge 

analyzer, Code Correct) denials, external audit findings, etc.  Responsible for the development and deployment of any quality improvement or corrective action plans required.  Monitors for intended improvements or necessary alterations in 

action plans and reports progress to Supervisor and/or Manager.2.Develops and conducts standardized and/or specialty-driven new provider coding and compliance training (onboarding) for any service line, for physicians, advanced practice 

providers and other professional practitioners, in an individual or group setting. Ensures onboarding schedule is current and covered by team members, and regularly reviews onboarding platform and processes, working with Supervisor and 

team members to revise when indicated.3.Performs post-onboarding pre-bill review of professional charges, for any service line.  Provides necessary feedback and follow-up with new providers to confirm understanding of procedure, modifier 

and diagnosis code assignment, as well as documentation requirements (teaching physician, working with advanced practice providers, etc.) to promote billing compliance.  Assists Supervisor with ensuring any pending charges are reviewed 

and released in a timely manner according to MSRDP standards.4.Conduct independent reviews on adequacy of medical record documentation to support the procedure, modifier and diagnosis coding of any service line billed by any supported 

physicians, practitioners or billing staff, or areas that may pose a compliance risk and develop recommended solutions/action plans, which may include revised workflows and/or education. These reviews will require the application of critical 

thinking skills to summarize findings and develop action plans for risk mitigation. These reviews may be requested by MSRDP leadership, department/division leadership, medical residency coordinators, and others.5.Researches coding, 

documentation and reimbursement policy questions or problems submitted by physicians, practitioners, supported-departments, billing staff and others, to ensure compliance with specific payer and/or government regulations and optimum 

reimbursement. Prepares timely responses based on research outcome. Escalate issues to Supervisor or Manager, when indicated.6.In coordination with the Compliance Office, support and/or conduct Billing Compliance risk-based audits and 

resulting education.7.Completes charge review and follow-up EPIC work queue assignments, for any service line, within department timeliness standards, under minimal guidance of the supervisor.  Assists supervisor in monitoring team work 

queues regularly to ensure timely resolution of charges/questions.  Conducts quality assurance reviews for internal or contractor staff to verify the coding or other work is consistent and supported by regulations, University guidelines and/or 

MSRDP Medicine Audit Plan; with reporting and education, when indicated.8.Provides training to new internal or contractor staff on the use of audit software, EPIC, internal audit plan, work queue assignments, etc. as needed.  **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RF ENGINEER 4320 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H27 Prof Services-Engineering Jr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Mechanical or Electrical Engineering, Master's degree in Engineering or Science. Three (3) to Five (5) years related experience required.    Job Duties  Provides professional engineering consultation services relative to users' needs such as 

designing and building RF Coils.       Tests RF coils for signal to noise, RF uniformity and Safety concerns.       Designs and builds ancillary circuits necessary to interface these coils to both Philips and GE MR Systems.       Trains investigators to 

build and test multinuclear MR coils.        Maintains a RF Coil laboratory for the Department of Radiology.        Orders & maintains RF test equipment like an Oscilloscope, Network analyzer, and signal generator.       Orders capacitors as needed 

in the RF coil laboratory.        Documents the safety of non-commercial RF coils for the MR research community.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

RISK & INSURANCE SPECIALIST 6651 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H17 Prof Services-Clinical Ops PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor degree in 

related field and five (5) years' experience in appropriate field.  Insurance claims experience required. Job Duties  1.Develops risk control and insurance program processes and procedures to ensure appropriate coverage and risk retention in 

accordance with The University of Texas System risk financing and self-insurance programs for property insurance, equipment, automobiles, special events, etc.2.Proactively identifies areas with risk of institutional property damage, business 

interruption or loss potential and recommends mitigation opportunities to reduce or eliminate risk.3.Responds to incidents and emergencies to assist in limiting potential losses, identifies potential mitigation options, document losses and file 

claims as necessary.4.Coordinates risk management and insurance activities with UT System including initiating and tracking claims and maintaining inventory and values for insurance policies.5.Responds to requests and provides information 

and training relating to risk control and insurance programs.6.Develops and implements plans, policies and procedures to control losses and assess risk as directed.7.Compiles concise and comprehensive reports and information to assist in 

communicating risk control and insurance issues to institutional leadership.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

RISK MANAGEMENT SPECIALIST 9569 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H16 Prof Services-Other PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under attorney supervision within 

the Office of Legal Affairs to support efficient and compliant management of professional liability and medical risk management functions, primarily within ambulatory clinics.Experience and EducationAssociate Degree in Nursing or related 

health care field, and three (3) years' experience in ambulatory clinical practice, quality assurance, risk management, or legal setting. Licensed Vocational Nurse preferred.Job DutiesEnsure accuracy of data within the RLDatix event tracking 

system as it relates to Feedback Management.Process non-behavioral patient warnings and terminations from the medical practice in compliance with law and University policy; review with providers and staff the circumstances leading to non-

behavioral terminations and recommend other measures when appropriate. Ensure the medical records accurately reflect the basis for non-behavioral warnings and terminations. Draft appropriate and accurate letters on behalf of providers to 

inform patients of actions needed to preserve the physician-patient relationship or to explain the reasons that relationship cannot continue. Competently spot risk issues and consult risk managers and attorneys as needed to complete 

assigned duties or special projects.Professionally and empathetically handle calls from patients terminated from a practice for non-behavioral reasons.Provide support on special projects such as collection, organization, analysis of trends 

identified in the RLDatix event tracking system and preparing related reports.Assist with planning, management, and monitoring of assigned projects from attorneys and risk managers.Prepare materials to be presented at the Professional 

Liability Advisory Committee.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of general office equipment and spreadsheet, word-processing, database, and Internet software applications.Work requires 

attention to detail and accurate and effective verbal and written communication. Work requires ability to organize and prioritize work and follow through on all projects.Work requires ability to understand legal concepts and billing concepts, 

and availability of University resources. Work requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires excellent customer service skills, including ability to handle conflict.Work 

requires ability to read, write, analyze data, create methodologies to accomplish goals, and implement recommendations by coordinating people and/or other resources.Work requires ability to develop, recommend, and implement approved 

policies.Working ConditionsWork is performed primarily in general office area. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status or veteran status.

RN - BEHAVIORAL RESPONSE 6065 Y P32 $58,623.00 $85,219.00 $111,816.00 $4,885.25 $7,101.58 $9,318.00 $225.47 $327.77 $430.06 $28.18 $40.97 $53.76 E 3A26

Specialized Nurse-RN Coord 

Mid NURS UNIV University Classified Sal Pln

SalarySalary NegotiableSummaryWorks with minimal supervision to promote safe patient and staff processes and appropriate plan of care guidance for behavioral or disruptive events across the Health System.Experience and 

EducationRequired: Graduate of an accredited Nursing program and three (3) year of behavioral health nursing experience.Preferred: Five (5) years of behavioral health nursing experience. Certified psychiatric nurse.A current Basic Life Support 

(BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Other requirement: UTSW's de-escalation training completion within 6 months of hire date.Job DutiesProvides proactive assistance 

for disruptive/ behavioral care through rounding and response to staff concerns.Serves as the lead responder for behavioral emergency calls (or acute behavioral events) throughout the hospital. Provide on-site assistance/management of crisis 

situations to prevent or minimize disruption of services.Serves as a clinical expert and resource in the specialized care of patients with behavioral concerns through assessment, communication, immediate interventions, patient and/or family 

education, and support.Assists with plan of care for behavioral or disruptive patients across the inpatient and emergency room settings including education directed towards identified knowledge deficits, treatment planning, and discharge 

planning.Collaborates with staff to prevent escalation of behavioral concerns, including thorough rounding and intervention.Collaborates with multidisciplinary team, patient, and family on behavioral plans of care to decrease disruptive 

events.Assists in investigation of patient/visitor concerns as they relate to behavior issues and assist in implementing appropriate courses of action, taking corrective action in situations requiring immediate intervention, and optimizing service 

satisfaction of patients, families, providers, and staff. Collaborates with clinical and support staff to foster delivery of quality care, communicating issues identified by front line staff to appropriate administrative team and assisting staff in 

identifying clinical experts for specific patient population concerns.Provides support and resources to staff post event, including debriefing with staff and patient/visitors involved in behavioral events, in collaboration with unit 

leadership.Attends scheduled case reviews and treatment team meetings when consulted and/or appropriate.Completes and maintains de-escalation program instructor training (provided by UT Southwestern Medical Center) and provides 

formal instruction to staff.Provides just-in-time training/education of de-escalation training as part of rounding and response to behavioral concerns.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to 

respond to and interact with all stakeholders with the PACT standards.Work requires ability to safely and effectively manage disruptive behavioral events utilizing de-escalation/crisis intervention principles.Work requires a change agent 

attitude that includes flexibility and adaptability to perform in a high-volume facility.Work requires knowledge of therapeutic considerations for mental, emotionally, and/or developmentally disabled individuals.Work requires a high amplitude 

for emotional intelligence and crisis management.Work requires strong commitment to customer service.Working ConditionsWork requires walking, standing, bending, turning and stooping; pushing and pulling heavy objects such as patient 

beds. Must be able to help lift and turn patients.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/



RN - BEHAVIORAL RESPONSE U6065 P32 $58,623.00 $85,219.00 $111,816.00 $4,885.25 $7,101.58 $9,318.00 $225.47 $327.77 $430.06 $28.18 $40.97 $53.76 E 3A18 Specialized Nurse-Endoscopy NURS HOSP Hospital Classified Salary Pln

position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks with minimal supervision to promote safe 

patient and staff processes and appropriate plan of care guidance for behavioral or disruptive events across the Health System. Experience and EducationRequired: Graduate of an accredited Nursing program and three (3) year of behavioral 

health nursing experience. Preferred: Five (5) years of behavioral health nursing experience. Certified psychiatric nurse.A current Basic Life Support (BLS) certification, course accredited by the American Hear Association (AJA) or American Red 

Cross (ARC). Other requirement: UTSW's de-escalation training completion within 6 months of hire date.Job DutiesProvides proactive assistance for disruptive/ behavioral care through rounding and response to staff concerns.Serves as the 

lead responder for behavioral emergency calls (or acute behavioral events) throughout the hospital. Provide on-site assistance/management of crisis situations to prevent or minimize disruption of services. Serves as a clinical expert and 

resource in the specialized care of patients with behavioral concerns through assessment, communication, immediate interventions, patient and/or family education, and support.Assists with plan of care for behavioral or disruptive patients 

across the inpatient and emergency room settings including education directed towards identified knowledge deficits, treatment planning, and discharge planning.Collaborates with staff to prevent escalation of behavioral concerns, including 

thorough rounding and intervention.Collaborates with multidisciplinary team, patient, and family on behavioral plans of care to decrease disruptive events.Assists in investigation of patient/visitor concerns as they relate to behavior issues and 

assist in implementing appropriate courses of action, taking corrective action in situations requiring immediate intervention, and optimizing service satisfaction of patients, families, providers, and staff. Collaborates with clinical and support 

staff to foster delivery of quality care, communicating issues identified by front line staff to appropriate administrative team and assisting staff in identifying clinical experts for specific patient population concerns. Provides support and 

resources to staff post event, including debriefing with staff and patient/visitors involved in behavioral events, in collaboration with unit leadership.Attends scheduled case reviews and treatment team meetings when consulted and/or 

appropriate.Completes and maintains de-escalation program instructor training (provided by UT Southwestern Medical Center) and provides formal instruction to staff. Provides just-in-time training/education of de-escalation training as part 

of rounding and response to behavioral concerns.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to safely and 

effectively manage disruptive behavioral events utilizing de-escalation/crisis intervention principles. Work requires a change agent attitude that includes flexibility and adaptability to perform in a high-volume facility.Work requires knowledge 

of therapeutic considerations for mental, emotionally, and/or developmentally disabled individuals.Work requires a high amplitude for emotional intelligence and crisis management.Work requires strong commitment to customer 

service.Working ConditionsWork requires walking, standing, bending, turning and stooping; pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients.UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the 

basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-

work-here/diversity-inclusion/

RN - RAPID RESPONSE U9400 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A10 Specialized Nurse-Rapid Resp NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMinimioun of 3 years 

critical care experience. Graduate of an accredited Nursing program. Must be able to read, write and communicate in English. BSN preferred. Current Texas (or BNE Compact State) RN license, BLS, ACLS, PALS required, courses accredited by the 

American Heart Association (AHA) or American Red Cross (ARC).Job Duties1.Responds to all Rapid Response pages ,Code Blue pages for code blues outside the of the ICUs, Code Stoke, and Sepsis Pages. Assumes the role of team lead duing 

these events until a designated physician lead is identiifed. All assessments take into consideration age specific criteria (children, adolescents, adults and older adults).2.Performs Modified Early Warning System (MEWS) Rounds for patients 

with increasing MEWS scores. Actively collaborates with staff to develop appropriate Follow up care for the patient. Utilizes critical thinking skills to assess appropriate level of care. . Maintains and utilizes competencies to foster autonomous 

critical thinking reasoning.3. Rounds on Direct Admits patients uUtilizing critical thinking reasoning to ensure the bed assignment is appropriate for the patient. Escalates concerns to admitting team. Active coordinator of the interdisciplinary 

plan of care. Confers with all members of the health care team in a collaborative fashion. Shares information and observations of the patient and/or patient's family in a manner that advocates for optimal patient care.4. Appropriately 

prioritizes nursing interventions based upon completed assessment. Works collaboratively with staff to identify changes in patient condition which warranted the Rapid Response call. Collects data, including but not limitied to, physical 

assessment, laboratory results, xray reports, etc. Ensures the data is communicated to appropriate care provider team. Offers suggestions including the transfer of the patient to a higher level of care if warranted.5. Evaluates implemented 

interventions and modifies care according to the evaluation. Documents interventions, response to interventions, and modifications in the Rapid Reponse flowsheet.6. Adheres to appropriate hospital and/or Department of Nursing policies, 

procedures, clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA standards, professional practice model (Shared governance) and care delivery model (Relationship Based Care) into the provision of safe, 

quality patient care. Nursing care is based on current literature and research.7.Assist in the design of systems to collect and analyze data to create information and aid in the evaluation and continuous improvement of the rapid response 

process.8. Advocate for resources and support that enhance patient safety and unit/hospital based initiatives. Participates in evaluating data to guide decisions regarding unit / department budget formulation and implementation9. Performs 

Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-workers accountable for their behavior and compliance with policies and standards. Actively intervenes when patient safety is at risk.10. Performance 

Improvement: Accountable for patient care and quality/safety initiatives. Participates in debriefing of Rapid Response/ Code Blue events providing input as to what went well, what was learned, and suggestions for improvements.11. Responds 

to emergent/urgent calls for assistance in a timely, professional manner. Provides non-judgmental, non-punitive feedback to staff who initiated the call. Shares professional and technical information with colleagues and students. Offers self as 

a resource as needed to others12. Demonstrates our commitment to our patients and each other by integrating our culture in all internal and external interactions**Other Duties: Performs other duties as assigned. UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RN APPEALS COORDINATOR U5358 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3A22 Specialized Nurse-Utili Rev NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

Manager, Hospital Revenue Cycle.Experience and EducationRequired - Current Registered Nurse (RN) License Preferred - Associate's or bachelor's degree in NursingRequired - 3 years Hospital based experience in the delivery of patient care as 

an RN. Experience in Case Management, Utilization Review and/or Discharge Planning either in the Acute Care environment or Managed Care environment. Experience functioning independently and working well within a team setting. 

Preferred - Experience in Appeal/Denial Management in a hospital settingJob DutiesReviews incoming clinical denials from payers, regulatory and other agencies in respect to clinical medical necessity determinations or prior authorization 

denials related to medical necessity. Handles written and/or verbal appeals of denials, utilizing clinical documentation to make the case for overturning denials.Identifies, plans, and coordinates aspects of medical necessity reviews with others 

within UT Southwestern as necessary. Maintains current knowledge of third-party payer and government requirements related to job      functions. Maintains minimum standards for licensure and strives for professional/personal 

development. Adapts behavior to the specific patient population, including but not limited to respect for privacy,      method of introduction to the patient, adapting explanation of services or procedures to be performed, requesting    

permissions and communication style. Knowledge, Skills & AbilitiesThis job applies clinical expertise as well as knowledge of utilization and discharge planning criteria to review medical information of prior hospitalized patients that are being 

reviewed via the regulatory audit process. Identifies issues and problems such as inappropriate admissions and non-acute hospital days which may adversely impact quality patient care, appropriate utilization of hospital resources, or optimal 

financial reimbursement to the company. Functions as a liaison with the department and ensures compliance with regulations and alternative level of care options affecting the company's revenue as it relates to all medical necessity audits. 

Working ConditionsWork is performed primarily in a hospital or working remotely from home. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior 

approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

RN CLINICAL EDUCATOR P6106 P39 $67,708.00 $95,765.00 $122,091.00 $5,642.33 $7,980.42 $10,174.25 $260.42 $368.33 $469.58 $32.55 $46.04 $58.70 N 3A29 Spclzed RN-Unit Based Edu NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of accredited 

school of professional nursing and minimum five (5) years of education experience required. **Registered Nurse with Texas Board of Nursing and current Basic Life Support (BLS) certification, course accredited by the American Heart 

Association (AHA) or American Red Cross (ARC).Preferred: BSN, one (1) year education experience and ACLS,course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Job DutiesEvaluates competence of newly-

hired staff, sets plans for their immediate educational needs and follows up as needed.Develops and implements education plan for each assigned unit, each year.Identifies educational needs of staff, as they relate to changes in service, 

equipment, technique or other issues. Implements programs to meet those needs. Utilizes variety of presentation styles. Adheres to adult learning principles.Provides on-unit instruction and guidance for nursing staff on assigned units, with 

particular concern for newly hired staff and for nurse interns.Participates in interview and selection of nurse interns and experienced staff.Identifies house-wide education needs, plans to meet them, and implements those plans, which includes 

CPR and ACLS, as well as new programs.Welcomes students, orients them to assigned areas and assists with identification of resources for them and for their instructors.Shows vigilance regarding patient safety, and works with unit manager, 

patient safety officer and other educators to identify any safety issues. Participates in plans for their resolution and implementation.Maintains professional skill base appropriate to assigned areas, including age-specific skills.Updates 

knowledge base regarding regulatory requirements, especially JCAHO, as they relate to assigned areas. Participates in plans for staff to meet those expectations.Maintains all needed records regarding CEU programs, for each assigned 

area.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RN CLINICAL LEAD - ENDOSCOPY U5479 P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 N 3A31 Spclzed RN-Clinical Lead NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationThree years' 

experience as a Registered Nurse (Surgery, Day Surgery, PACU, GI Lab experience, as appropriate for department)Graduate of an NLN approved nursing programCurrent Texas (or BNE Compact State) licenseCurrent Texas (or BNE Compact State) 

license; Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Advanced Cardiac Life Support (ACLS)certification, course accredited by the American Heart Association 

(AHA) or American Red Cross (ARC)required for GI Lab, PACU. Moderate sedation required for GI Lab. Specialty certification preferred.Job Duties1. Provides direct patient care. Handles procedures and tasks specific to unit's patient population. 

Serves as role model to other staff when providing direct patient care.2. Makes daily patient rounds. Does random chart audits and scope processing rounds. Utilizes opportunities to teach and mentor other nursing personnel. Works 

effectively with Faculty to understand service-based needs as well as assist with onboarding of new Faculty in the operative environment.3. Helps ensure staff meet established productivity targets as appropriate. Completes and Reviews 

staffing/nursing assignments (if necessary) and revises as necessary to meet the specific needs of the patients on a shift by shift basis. Approves/Denies vacation requests. Assists with scheduling, attends huddles and trouble shoots 

operational issues. 4. Demonstrates effective problem solving abilities and actively participates in identification and resolution of physician, patient and or family complaints. Reports complaints and intervention to the Clinical Nurse Manager 

in a timely manner to allow for adequate follow-up. Reports unresolved or escalating situations to Nurse Manager immediately. Follows up on staff issues and ensures feedback to staff member. Engages in effective problem solving with other 

departments as necessary to meet needs of the patient population served.5. Demonstrates flexibility and willingness to provide coverage during off shifts when staffing crisis/shortage occurs.6. Serve as service line expert. Ensure service based 

equipment and supply needs are met by working with appropriate support departments. Assist in identifying and planning for future equipment, instrumentation, and supply needs.7. Generates or supervises the generation of event reports 

during the assigned duty hours. Investigates facts as able. Facilitates timely receipt of these reports and follow-up by the Clinical Nurse Manager. Notifies Nurse Manager/Risk Manager immediately of high risk situations.8. Actively participates 

in routine and special patient care conferences. Promotes professional growth of nursing personnel by providing opportunities for active participation in unit based activities, patient care/unit decisions, or hospital committees.9. Provides 

input for peer annual performance reviews and orientation evaluation of nursing personnel assigned to the unit. Assist in planning and coordination of staff orientation to core service line, including but not limited to equipment and 

supplies.10. Assists with scheduling and daily assignments as needed. 11. Assumes delegated responsibility for inventory control of equipment and supplies to ensure safe and effective patient care. Facilitates timely return of specialty 

equipment.12. Assists with staff meeting, special projects and in the development, implementation and evaluation of performance improvement activities. Participates on hospital work groups as requested.13. Duties performed may include 

one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting 

patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.14. Performs other duties as assigned.Knowledge, Skills & AbilitiesMust be able to 

read, write, and communicate in EnglishAble to operate and troubleshoot standard/basic pieces of equipment in department.Constant walking, standing, bending, turning, and stopping. Must be able to lift and turn patients.Working 

ConditionsWork is performed primarily in a hospital/clinical setting. Constant walking, standing, bending, turning, and stooping.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice 

President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

RN CRITICAL CARE RESIDENT U5349 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 8D Doctoral Residents NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationCandidates are new 

nurse graduates with a minimum of a Bachelor's degree who have graduated from an ACEN or CCNE accredited/state approved program. Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, course 

accredited by the American Heart Association (AHA). Specialty areas may have increased certification/license requirements as dictated by unit or standard of care.Job Duties1. Performs and accurately documents physical, psychosocial, and 

emotional assessments. All assessments take into consideration age specific criteria (children, adolescents, adults and older adults).2. Actively anticipates patient's and/or patient's family needs and expectations and utilizes these in 

conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.3. Identifies and 

implements appropriate nursing interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the 

health care team in a collaborative fashion, sharing information and observations of the patient and/or patient's family in a manner that contributes to optimal patient care.4. Appropriately prioritizes nursing interventions based upon 

completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate.5. Evaluates implemented interventions and modifies care according 

to the evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner.6. Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally 

accepted standards of nursing practice while delivering nursing care to patients. Suggests practices to enhance Nursing care based on current literature and research.7. Provides appropriate and timely answers and/or education to patient's 

and/or patient's families. Completes accurate and timely documentation of all education provided. Obtains feedback/evaluation of understanding from patient/family, i.e., have we helped you? Patient/family verbalizes comfort with after 

discharge care. Demonstrates effective communication with children, adolescents, adults and older adults.8. Welcomes and orients patient/family to the unit. Encourages patient/family participation in care. Reviews plan of care with 

patient/family every shift. Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes frequent rounds on patients, communicates when will return; patient infrequently needs to use call 

light.9. Assumes accountability for all actions in the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error.10. Effective patient/family advocate. Responds to patient's and/or patients family's 

complaints in an appropriate and effective manner. Reports complaints to the Clinical Nurse Manager or their designee in a timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work related 

problems.11. Participates in performance improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions.12. Provides supervision of and direction to unlicensed support 

personnel and nurses new to the environment. Delegates duties appropriately and within legal parameters.**Other Duties: Performs other duties as assigned. WORKING CONDITIONSWork is primarily performed in a hospital unit/environment. 

The incumbent may be exposed to body fluids and infectious diseases. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RN CRITICAL CARE UNIT-BASED EDUCATOR U5355 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A29 Spclzed RN-Unit Based Edu NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationLicensure as a Registered 

Nurse by Board of Nurse Examiners for the State of Texas with a minimum of a Bachelor's of Science in Nursing; Certification preferred. Two (2) recent years work in a clinical specialty. A current Basic Life Support (BLS) certification, course 

accredited by the American Heart Association (AHA).Job DutiesProvides orientation, ongoing education and skills training for staff, including new hires and agency staff.Provides real-time input and just-in-time training on new and current 

staff's clinical practice.Regarded as clinical expert and role model in application of the nursing processes and evidence-based practice to manage the complex care needs of specific patient populations. Facilitates preceptor training, resident 

assignment, and preceptor competencies for specific unit. Assists unit leadership in initial and annual competencies for new and current clinical staff. Performs annual unit-specific needs assessment and ongoing educational gap analysis. 

Serves as a facilitator to nurse and patient care technician residents and actively mentors and supports their growth in the profession and clinical practice. Works collaboratively with clinical leaders to properly identify and prioritize goals and 

objectives to meet the needs of the department and/or organization.Provide educational programs on a formal and informal basis. Performs other duties as assigned.Knowledge, Skills & AbilitiesMust be able to demonstrate effective verbal 

and written communication.Ability to successfully manage multiple educational projects simultaneously.Demonstrate competence in technical skills and knowledge related to assigned clinical area.Must demonstrate patient-centric values and 

behaviors.Proficiency in use of technology as applicable to role.Ability to establish effective, respectful and collegial working relations with all internal and external customers including, but not limited to, peer groups, leadership, patients, 

physicians, staff, students, volunteers and vendors.Working ConditionsIndoor work environment with a minimum of 8 hours per day but may require additional hours; requires lifting equipment and the ability to move and reposition patients; 

up to 50 pounds. Risk of exposure to blood-body fluids, hazardous chemicals when working in Clinical AreasUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RN DIABETES EDUCATOR P6107 P32 $58,623.00 $85,219.00 $111,816.00 $4,885.25 $7,101.58 $9,318.00 $225.47 $327.77 $430.06 $28.18 $40.97 $53.76 N 3A19 Specialized Nurse-Educator NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor of Nursing, 

graduation from accredited nursing program, current State of Texas Nursing license, current CPR certification, A current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC).Completion of PBDS orientation required. Must complete CDE exam within two (2) years of employment; maintains CDE credential. Must complete medication exam within six (6) months of employment. Certification preferredJob 

DutiesAssesses patient's needs and prioritizes care in inpatient/ outpatient setting. Involves family in education and communicates with Outcomes Manager and/or applicable colleagues.Implements multidisciplinary educational plan based on 

Doctor's order, assessment, and specific patient limitation and needs.Ensures all documentation meets applicable organizational guidelines and ADA standards. Uses time managements skills to ensure work is completed in timely 

manner.Teaches in variety of settings, including individual one-on-one and group classes. Facilitates group discussion as needed.Participates in development of unit program plans based on ADA and AADE guidelines. Follows program plans to 

ensure excellence and consistency.Initiates doctor contact as appropriate. Involves Unit Manager for issues requiring senior level feedback.Actively participates as team member of unit performance improvement activities.Maintains knowledge 

through CEU programs, personal study, clinic updates, and standards. Maintains clinical skills for patient population.Develops educational materials based on ADA/AADE guidelines. Discusses newly developed materials with manager and other 

team members.Participates in unit marketing initiatives through formal appointments and/or as representative of DMI within hospital. Participates in community screening as needed.Maintains flexibility with assignments and scheduling as 

cancellations and urgent appointments arise.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

RN FACILITATOR PRE-ARRIVAL PATIENT FINANCIAL SERVICES U5370 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3A18 Specialized Nurse-Endoscopy NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SUMMARYPerforms first level review of 

encounters to ensure compliance with managed care, commercial insurance, and public insurance requirements. Review medical necessity of each referral to identify complex requests for early physician intervention to prevent delays in 

patient care. MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEGraduate of an accredited Registered / Professional Nursing program with a current license to practice in the State of Texas. Five (5) years' clinical experience as an RN, including 

two (2) years' Case Management, Utilization Management, or denial/appeal functions in an acute care hospital.ESSENTIAL FUNCTIONSEnsures correct information is submitted to the payer for approvalReviews each pending request for 

authorizations to determine medical necessity according to payer guidelines Provides verbal clinical to payer when necessary to secure proper approvals. Review external referrals for proper AUCDocument approvals obtained in the appropriate 

fields for proper reimbursement.Notifies the appropriate physician, clinic, department, Insurance Specialist, and others as appropriate when the request does not meet medical necessity guidelines Documents all reviews of medical necessity 

clearance or escalation of review due to the lack of meeting medical necessity guidelines and all communication related to utilization review activities.Verifies eligibility and benefits, and obtains authorizations for treatments or precertification 

of outpatient high cost drugs as required from health care plans Educates clinical partners on policy guidelines to ensure compliance Works in a collaborative manner with the Insurance Specialist to provide education on appropriate clinical 

submissions for approval Responds to third party payers, staff, physicians in customer service relations and problem resolution. Assists in developing, implementing, and educating on policies, methods, and standards; coordinates quality 

improvement processes and evaluates results Acts as a lead for departmental clinical decision-making Responsible for generating and maintaining relevant department reports Contributes to the education and onboarding of new 

employeesPerforms other related duties and projects as assigned. This job description should not be considered an exhaustive listing of all duties and responsibilities performed in this position. Our practice encourages all employees to develop 

personal and professional goals for themselves and will provide opportunities for continued growth and development.KNOWLEDGE, SKILLS, & ABILITIESTECHNOLOGY EXPERIENCESTechnical - Desktop Tools/Microsoft Outlook/4-6 Years/End 

UserTechnical - Desktop Tools/Microsoft Word/4-6 Years/End UserTechnical - Office Equipment/Fax/Copier/4-6 Years/End UserREQUIRED SKILLSRequires critical thinking skills, decisive judgement, and the ability to work with minimal 

supervision. Must be able to work in a fast paced environment Takes initiative; shows adaptability, and flexibilityBuilds coalitions and partnerships Understand and follow established proceduresThe use of initiative and strong independent 

judgementAbility to develop, recommend, and educate on policies, procedures and expectations Acts with urgency to address service issues; demands highest level of service from self and staff. Articulates views clearly and directly; expresses 

facts clearly in writing and verballyWorks requires the ability to work with confidential information on a daily basis WORKING CONDITIONSWork is performed primarily in general office area.Any qualifications to be considered as equivalents in 

lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 

51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

RN FIRST ASSIST PART TIME NON EX 5055PN Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 N 3A8 Specialized Nurse-OR NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationCurrent licensure as a 

registered nurse in the State of Texas. Completion of a registered nurse first assistant educational program and /or CNOR Certification - Certified Nurse Operative Room, Basic Life Support Certification (BLSC) and Advanced Cardiac Life Support 

Certification (ACLS), and three years of experience required.Job Duties1. Under the direction and supervision of a physician, and using Standardized Procedures, the RNFA functions as the first assist during portions of surgical procedures.2. 

Performs post-operative procedures to include transcription of standard post-operative orders into patient medical records; assists physicians with evaluation and management of patient's status during recovery; reviews vital signs, laboratory 

and x-ray studies; pulls tubes, changes dressings, assists with technical management of patients.3. May participate in daily rounding on surgical service with medical team and participate in patient care planning and education.4. Reviews 

patient chart noting allergies, pertinent medical history, and abnormal physical findings. Performs patient discharge in with social worker, pharmacist, and physical therapist; dictates discharge and transfer summaries in a timely manner.5. 

Provides treatment and follow-up care for specific conditions, according to approved protocols and under the supervision of a physician. Ability to help develop appropriate protocols and keep protocols up to date.6. Perform admission 

evaluation on new patients to include: obtaining basic medical information and history, reviewing patient's medical record, performing physical exam, transcribing history and medical findings into patient medical record, and reporting 

deviations from normal findings to attending physician.7. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects 

research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



RN FLOAT FELLOW U6023 P31 $56,914.00 $82,732.00 $108,549.00 $4,742.83 $6,894.33 $9,045.75 $218.90 $318.20 $417.50 $27.36 $39.78 $52.19 N 8H Nursing Fellow NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe RN Fellowship is for all nurses with 

more than 6 months of independent practice experience in a specialty (not including a residency) who are transitioning into practice in the UTSW Registered Nurse Fellowship.RN Fellows will receive an extensive orientation and training to the 

new specialty.Experience and EducationCandidates are experienced nurses with more than six (6) months of independent practice experience in a specialty (not including a residency). Bachelor's degree from an approved/accredited nursing 

program either by a governmental authority, nursing board, or a licensing authority which has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1) preferred. Must be able to read, write and communicate in 

English.Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).  Job DutiesPerforms and accurately documents 

physical, psychosocial, and emotional assessments. All assessments take into consideration age specific criteria (children, adolescents, adults and older adults).Actively anticipates patients' and/or patient's family needs and expectations and 

utilizes these in conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectationIdentifies 

and implements appropriate nursing interventions based on the completed assessment. Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members 

of the health care team in a collaborative fashion, sharing information and observations of the patient and/or patient's family in a manner that contributes to optimal patient care.Appropriately prioritizes nursing interventions based upon 

completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate.Evaluates implemented interventions and modifies care according to 

the evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted 

standards of nursing practice while delivering nursing care to patients. Suggests practices to enhance Nursing care based on current literature and research.Provides appropriate and timely answers and/or education to patients and/or patient's 

families. Completes accurate and timely documentation of all education provided. Obtains feedback/evaluation of understanding from patient/family, i.e., have we helped you? Patient/family verbalizes comfort with after discharge care. 

Demonstrates effective communication with children, adolescents, adults and older adults.Welcomes and orients patient/family to the unit. Encourages patient/family participation in care. Reviews plan of care with patient/family every shift. 

Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes frequent rounds on patients, communicates when will return; patient infrequently needs to use call light.Assumes accountability 

for all actions in the workplace. Reports errors promptly and takes appropriate follow-up action to rectify the error. Effective patient/family advocate. Responds to patients and/or patients family's complaints in an appropriate and effective 

manner. Reports complaints to the Clinical Nurse Manager or their designee in a timely manner. Utilizes the chain of command appropriately to resolve patient, operational, or personal work related problems.Participates in performance 

improvement activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions. Provides supervision of and direction to unlicensed support personnel and nurses new to the environment. 

Delegates duties appropriately and within legal parameters.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects 

research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs other duties as assigned.Knowledge, Skills & AbilitiesSelf-directed and able to organize and manage multiple tasks/projects simultaneously.Work requires high level of effective written, verbal and interpersonal 

communication skills.Work requires interdisciplinary collaboration between nursing, physicians and allied health professionals.Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects 

such as patient beds. Must be able to help lift and turn patients.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

RN HOSPITAL TRIAGE U5362 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A23 Specialized Nurse-Triage NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCELicensure as Registered Nurse by Board of Nurse Examiners for State of Texas. Two (2) years of ambulatory clinical nursing experience or emergency room experience is preferred. Strong communication 

skills and the ability to facilitate team based care.ESSENTIAL FUNCTIONSUtilizes strong listening skill to be able to interpret subtle indications of the patient's complaint so that they can form a thorough assessment of the patient's problem 

without the ability to visually observe or assess.Follows clinic specific protocols and/or professional judgment and assessment skills to identify the nature and urgency of patient needs to determine the appropriate disposition. Provides patient 

education and advice to improve continuity of care, avoid unnecessary visits to the emergency room and reduce risks from medical complications. Collects sufficient data related to the presenting problem and medical history and recognizes 

and mates symptom patterns to those in clinic protocols to be able to provide safe, timely disposition of health-related problems.Refills medications per clinic specific protocols.Establish and maintain ongoing communication with internal 

stakeholders and external customers while securing the patient's admission or internal transfer.Apply clinical expertise and the nursing process to triage and prioritize admission acuity from multiple locations: direct admits, external transfers, 

ED, onsite clinics and private physician offices.Ensure smooth functioning of the patient placement process to reduce wait times and avoid unnecessary movement of patients, serves as an expert clinical resource for patient placementFacilitate 

the direct admit process by interacting with physicians to ensure telephone triage results in appropriate patient placement.Notifies Administrative Coordinator or Manager concerning admissions that do not meet the hospitals 

criteria.Continually seeks new ways to improve processes and increase efficiencies and takes the initiative to communicate recommendations to Administrative Coordinator or Manager.Duties performed may include one or more of the 

following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires use of considerable 

judgment in application of procedures, nursing assessment techniques, practices and policies to work problems, organization, and administration of clinical activities. Work requires knowledge, skills, and abilities specific to the needs of the 

clinical specialty.Work requires ability to maintain current customer service, clinical, and technical skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and 

procedures.Work requires ability to provide suggestions for change and assist with development and implementation of policies and procedures.Work requires ability to complete most assignments with substantial independence.Work 

requires excellent verbal and written communication skills.Work requires proficiency in the use of computer technology. Work requires ability to read, write, and perform mathematical calculations.Work requires frequent contact with 

physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate necessary information to provide optimal level of patient care.Work requires telephone contact with patients, 

referring physicians, and pharmaceutical representatives outside of UT Southwestern, vendors, and third party payees.WORKING CONDITIONSWork is primarily performed in hospital setting. Constant sitting, occ, walking, bending and 

liftingAny qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to 

the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.

RN II - ANGIO U6051 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A12 Specialized Nurse-Angio NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education- Graduate of an 

approved/accredited nursing program either by a governmental authority, nursing board, or a licensing authority which has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). Must be able to read, write and 

communicate in English.- One (1) year of RN experience. Specialty areas may have increased experience requirements as dictated by unit or standard of care.- Current Texas (or BNE Compact State) license, BSN required - Professional 

certification in a nursing organization is preferredBasic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)Advanced Cardiac Life Support (ACLS) certification, course 

accredited by the American Heart Association (AHA) or American Red Cross (ARC)Job DutiesPerforms and accurately documents physical, psychosocial, and emotional assessments. All assessments take into consideration age specific criteria 

(children, adolescents, adults and elder adults).Actively anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes 

critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.Identifies and implements appropriate nursing interventions based on the completed assessment. Completes accurate and 

timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a collaborative fashion. Shares information & observations of the patient and/or 

patient's family in a manner that advocates for optimal patient care.Appropriately prioritizes nursing interventions based upon completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, 

etc. Reports changes, takes follow-up action as appropriate. Actively involves patient, family and/or care-giver informed.Evaluates implemented interventions and modifies care according to the evaluation. Documents interventions and 

modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA 

standards, into the provision of safe, quality patient care, utilizing current literature, and research. Practices in accordance with our Professional Practice Model - "Relationship Based Care" & delivers care using our Care Delivery System "PACE" - 

Patient Focused, Accountable, Coordinated and Continuous and Evidence Based.Provides appropriate & timely answers and/or education to patients, patient's families, significant others and/or caregivers. Completes accurate and timely 

documentation of all education provided including discharge plan of care. Asseses competence, obtains feedback/evaluation of understanding from patient, family, significant others and/or /caregivers. Demonstrates effective communication 

based on individual patient needs and learning preferences.Welcomes and orients patient, family, significant other and/or caregiver to the unit. Encourages patient/family participation in care. Reviews personalized patient plan of care with 

patient/family every shift. Updates white boards accordingly and sets daily goals with patient input. Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes hourly rounds on patients and 

communicates when they will return.Advocate for resources and support that enhance patient safety and unit/hospital based initiatives. Participates in evaluating data to guide decisions regarding unit / department budget formulation and 

implementation.Performs Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-workers accountable for their behavior and compliance with policies and standards. Actively intervenes when patient safety 

is at risk.Performance Improvement: Accountable for patient care and quality/ safety initiatives (EX: patient safety, patient satisfaction, core measures, infection control). Supports efforts to develop and maintain team environment. 

Participates in multidisciplinary quality and practice improvement teams.Shares professional and technical information with colleagues & students. Offers self as a resource as needed to others (Ex: preceptor, charge, mentor, unit expert, lends 

a hand when needed). Participates in meetings & on committees & represents the dept. & hospital in community outreach.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

RN II - APHERESIS U6052 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A13 Specialized Nurse-Apheresis NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

approved/accredited nursing program either by a governmental authority, nursing board, or a licensing authority which has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). Must be able to read, write and 

communicate in English. - One (1) year of RN experience. Specialty areas may have increased experience requirements as dictated by unit or standard of care. - Current Texas (or BNE Compact State) license, BSN preferred - Professional 

certification in a nursing organization is preferred.Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Current Advanced Cardiac Life Support (ACLS) 

certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesPerforms and accurately documents physical, psychosocial, and emotional assessments. All assessments take into consideration 

age specific criteria (children, adolescents, adults and elder adults).Actively anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with the assessment to develop an appropriate plan of care for 

the patient. Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.Identifies and implements appropriate nursing interventions based on the completed assessment. 

Completes accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a collaborative fashion. Shares information & observations of 

the patient and/or patient's family in a manner that advocates for optimal patient care.Appropriately prioritizes nursing interventions based upon completed assessment. Promptly identifies changes in condition as evidenced by nursing 

assessment, labs, x-rays, etc. Reports changes, takes follow-up action as appropriate. Actively involves patient, family and/or care-giver informed.Evaluates implemented interventions and modifies care according to the evaluation. Documents 

interventions and modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted standards of nursing practice. 

Incorporates ANA standards, into the provision of safe, quality patient care, utilizing current literature, and research. Practices in accordance with our Professional Practice Model - "Relationship Based Care" & delivers care using our Care 

Delivery System "PACE" - Patient Focused, Accountable, Coordinated and Continuous and Evidence Based.Provides appropriate & timely answers and/or education to patients, patient's families, significant others and/or caregivers. Completes 

accurate and timely documentation of all education provided including discharge plan of care. Asseses competence, obtains feedback/evaluation of understanding from patient, family, significant others and/or /caregivers. Demonstrates 

effective communication based on individual patient needs and learning preferences.Welcomes and orients patient, family, significant other and/or caregiver to the unit. Encourages patient/family participation in care. Reviews personalized 

patient plan of care with patient/family every shift. Updates white boards accordingly and sets daily goals with patient input. Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes 

hourly rounds on patients and communicates when they will return.Advocate for resources and support that enhance patient safety and unit/hospital based initiatives. Participates in evaluating data to guide decisions regarding unit / 

department budget formulation and implementation.Performs Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-workers accountable for their behavior and compliance with policies and standards. 

Actively intervenes when patient safety is at risk.Performance Improvement: Accountable for patient care and quality/ safety initiatives (EX: patient safety, patient satisfaction, core measures, infection control). Supports efforts to develop and 

maintain team environment. Participates in multidisciplinary quality and practice improvement teams.Shares professional and technical information with colleagues & students. Offers self as a resource as needed to others (Ex: preceptor, 

charge, mentor, unit expert, lends a hand when needed). Participates in meetings & on committees & represents the dept. & hospital in community outreach.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

RN II - ENDO U5372 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A18 Specialized Nurse-Endoscopy NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable MINIMUM 

QUALIFICATIONSEducation/Experience:Graduate of an approved/accredited nursing program either by a governmental authority, nursing board, or by a licensing authority that has jurisdiction over approval/accreditation of nursing programs 

(Texas BON 217.1). One year of RN experience. Licensure/CertificationCurrent Texas (or BNE Compact State) license, BSN preferred. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC). ESSENTIAL FUNCTIONSJob Duties: Assesses and documents physiological, psychological sociocultural, and spiritual health status of patient on admission utilizing age-age specific concerns for children, adolescents, 

adults, and older adults. Performs ongoing assessment of patient's physiological health status during intraoperative phase. Communicates relevant health status data to other team members and departments. Interprets health status data to 

anticipate patient's family, and physician's needs and expectations. Develops appropriate plan of care for patient. Utilizes critical thinking skills in planning and prioritizing intraoperative nursing care. Identifies and implements appropriate 

intraoperative nursing interventions based on health status data. Completes accurate and timely documentation of these interventions. Confers with all members of health care team in collaborative fashion, sharing information and 

observations of patient and/or patient's family in manner that contributes to optimal patient care. Evaluates implemented interventions and modifies care according to evaluation. Documents interventions and modifications to plan of care in 

accurate and timely manner. Prioritizes intraoperative nursing interventions per patient's health status data, physician, and planned procedures as applicable. Adheres to appropriate hospital policies, procedures, and standards of nursing 

practice while delivering intraoperative nursing care. Provides appropriate and timely patient education to patient and/or patient's family. Completes accurate and timely documentation of education provided. Demonstrates effective 

communication with children, adolescents, adults, and older adults.Supervises, directs, and coordinates patient care assignments of other members of healthcare team. Delegates duties within legal parameters. Prepares for procedures as 

appropriate by obtaining supplies and equipment in timely manner. Serves as technical subject matter person, resource person, and/or preceptor to nursing staff. Completes written clinical performance evaluation form in timely manner. 

Handles and operates instruments, supplies, and equipment and performs safe nursing care in manner that is cost effective without compromising quality of care.Solves minor problem issues of counts and errors, patient care, relationships, 

equipment, supplies, and environment prior to management intervention. Provides and supports efforts to develop and maintain team environment. Duties performed may include one or more of the following core functions: a) Directly 

interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) 

Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires use of considerable judgment in application of procedures, 

nursing assessment techniques, practices and policies to work problems, organization, and administration of hospital activities. Work requires ability to maintain current customer service, nursing, and technical skills by attending training 

programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures.Work requires ability to complete most assignments with substantial independence.Work requires good verbal and 

written communication skills. Must be able to read, write and communicate in EnglishWork requires proficiency in the use of computer technology. Work requires ability to read, write, and perform mathematical calculations.Work requires 

frequent contact with physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office support personnel to coordinate necessary information to provide optimal level of patient care.Work requires telephone 

contact with patients, referring physicians, and pharmaceutical representatives outside of UT Southwestern, vendors, and third party payees.Work requires constant walking, standing, bending, turning, and stooping. Pushing and pulling heavy 

objects such as patient beds. Must be able to help lift and turn patients. Work requires ability to lift, push, and/or pull up to 50 lbs.Work is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning 

and stooping. Work requires ability to lift, push, and/or pull up to 50 lbs.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

RN II - HBC U5563 P27 $57,930.00 $90,746.00 $118,803.00 $4,827.50 $7,562.17 $9,900.25 $222.81 $349.02 $456.93 $27.85 $43.63 $57.12 N 3A2 Registered Nurse II NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableExperience and Education- Graduate of an 

approved/accredited nursing program either by a governmental authority, nursing board, or a licensing authority which has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). Must be able to read, write and 

communicate in English. - One (1) year of RN experience. Specialty areas may have increased experience requirements as dictated by unit or standard of care. - Current Texas (or BNE Compact State) license, BSN preferred - Professional 

certification in a nursing organization is preferred. Current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Specialty areas may have increased 

experience/certification requirements as dictated by unit or standard of care.Job DutiesPerforms and accurately documents physical, psychosocial, and emotional assessments. All assessments take into consideration age specific criteria 

(children, adolescents, adults and elder adults).Actively anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with the assessment to develop an appropriate plan of care for the patient. Utilizes 

critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.Identifies and implements appropriate nursing interventions based on the completed assessment. Completes accurate and 

timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a collaborative fashion. Shares information & observations of the patient and/or 

patient's family in a manner that advocates for optimal patient care.Appropriately prioritizes nursing interventions based upon completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, labs, x-rays, 

etc. Reports changes, takes follow-up action as appropriate. Actively involves patient, family and/or care-giver informed.Evaluates implemented interventions and modifies care according to the evaluation. Documents interventions and 

modifications to the plan of care in an accurate and timely manner.Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA 

standards, into the provision of safe, quality patient care, utilizing current literature, and research. Practices in accordance with our Professional Practice Model - "Relationship Based Care" & delivers care using our Care Delivery System "PACE" - 

Patient Focused, Accountable, Coordinated and Continuous and Evidence Based.Provides appropriate & timely answers and/or education to patients, patient's families, significant others and/or caregivers. Completes accurate and timely 

documentation of all education provided including discharge plan of care. Asseses competence, obtains feedback/evaluation of understanding from patient, family, significant others and/or /caregivers. Demonstrates effective communication 

based on individual patient needs and learning preferences.Welcomes and orients patient, family, significant other and/or caregiver to the unit. Encourages patient/family participation in care. Reviews personalized patient plan of care with 

patient/family every shift. Updates white boards accordingly and sets daily goals with patient input. Explains special diets, tests, procedures and medications in easily understood and appropriate language. Makes hourly rounds on patients and 

communicates when they will return.Advocate for resources and support that enhance patient safety and unit/hospital based initiatives. Participates in evaluating data to guide decisions regarding unit / department budget formulation and 

implementation.Performs Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-workers accountable for their behavior and compliance with policies and standards. Actively intervenes when patient safety 

is at risk.Performance Improvement: Accountable for patient care and quality/ safety initiatives (EX: patient safety, patient satisfaction, core measures, infection control). Supports efforts to develop and maintain team environment. 

Participates in multidisciplinary quality and practice improvement teams.Shares professional and technical information with colleagues & students. Offers self as a resource as needed to others (Ex: preceptor, charge, mentor, unit expert, lends 

a hand when needed). Participates in meetings & on committees & represents the dept. & hospital in community outreach.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

RN II - IMAGING 6050 Y P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A14 Specialized Nurse-Imaging PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationOne (1) year experience 

in an acute care setting is preferred. Excellent IV skills required, as well as excellent communication and customer service skills.Graduate of an approved/accredited nursing program either by a governmental authority, nursing board, or a 

licensing authority which has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). Must be able to read, write and communicate in English. Current Texas (or BNE Compact State) license, BSN preferred. Current Basic 

Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Current Advanced Cardiac Life Support (ACLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC).Professional certification in a nursing organization is preferred1.  Performs and accurately documents physical, psychosocial, and emotional assessments. All assessments take into consideration age specific criteria 

(cD52:I60hildren, adolescents, adults and lder adults).2. Actively anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with the assessment to develop an appropriate plan of care for the patient. 

Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.3. Identifies and implements appropriate nursing interventions based on the completed assessment. Completes 

accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a collaborative fashion. Shares information and observations of the patient 

and/or patient's family in a manner that advocates for optimal patient care. 4. Appropriately prioritizes nursing interventions based upon completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, 

labs, x-rays, etc. Reports changes, takes follow-up action as appropriate. Actively involves patient in plan of care and keeps patient, family and/or care-giver informed. 5. Evaluates implemented interventions and modifies care according to the 

evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner. 6. Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted 

standards of nursing practice. Incorporates ANA standards, into the provision of safe, quality patient care, utilizing current literature, and research. Practices in accordance with our Professional Practice Model - "Relationship Based Care" and 

delivers care using our Care Delivery System "PACE" - Patient Focused, Accountable, Coordinated and Continuous and Evidence Based. 7. Provides appropriate and timely answers and/or education to patients, patient's families, significant 

others and/or caregivers. Completes accurate and timely documentation of all education provided including discharge plan of care. Assesses competence, obtains feedback/evaluation of understanding from patient, family, significant others 

and/or caregivers. Demonstrates effective communication based on individual patient needs and learning preferences. 8. Welcomes and orients patient, family, significant other and/or caregiver to the unit. Encourages patient/family 

participation in care. Reviews personalized patient plan of care with patient/family every shift. Updates white boards accordingly and sets daily goals with patient input. Explains special diets, tests, procedures and medications in easily 

understood and appropriate language. Makes hourly rounds on patients and communicates when they will return.9. Advocate for resources and support that enhance patient safety and unit/hospital based initiatives. Participates in evaluating 

data to guide decisions regarding unit / department budget formulation and implementation10. Performs Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-workers accountable for their behavior and 

compliance with policies and standards. Actively intervenes when patient safety is at risk.11. Performance Improvement: Accountable for patient care and quality/safety initiatives (EX: patient safety, patient satisfaction, core measures, 

infection control). Participates in multidisciplinary quality and practice improvement teams12. Shares professional and technical information with colleagues and students. Offers self as a resource as needed to others (Ex: preceptor, charge, 

mentor, unit expert, lends a hand when needed). Participates in meetings and on committees and represents the department and hospital in community outreach. 13. Duties performed may include one or more of the following core functions: 

a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.***Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.



RN II - IMAGING U6050 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A14 Specialized Nurse-Imaging NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationOne (1) year experience 

in an acute care setting is preferred. Excellent IV skills required, as well as excellent communication and customer service skills.Graduate of an approved/accredited nursing program either by a governmental authority, nursing board, or a 

licensing authority which has jurisdiction over approval/accreditation of nursing programs (Texas BON 217.1). Must be able to read, write and communicate in English. Current Texas (or BNE Compact State) license, BSN preferred. Current Basic 

Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Current Advanced Cardiac Life Support (ACLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC).Professional certification in a nursing organization is preferred1.  Performs and accurately documents physical, psychosocial, and emotional assessments. All assessments take into consideration age specific criteria 

(cD52:I60hildren, adolescents, adults and lder adults).2. Actively anticipates patient's and/or patient's family needs and expectations and utilizes these in conjunction with the assessment to develop an appropriate plan of care for the patient. 

Utilizes critical thinking skills in planning and prioritizing nursing care. Maintains and utilizes competencies per unit expectation.3. Identifies and implements appropriate nursing interventions based on the completed assessment. Completes 

accurate and timely documentation of these interventions. Active coordinator of the interdisciplinary plan of care. Confers with all members of the health care team in a collaborative fashion. Shares information and observations of the patient 

and/or patient's family in a manner that advocates for optimal patient care. 4. Appropriately prioritizes nursing interventions based upon completed assessment. Promptly identifies changes in condition as evidenced by nursing assessment, 

labs, x-rays, etc. Reports changes, takes follow-up action as appropriate. Actively involves patient in plan of care and keeps patient, family and/or care-giver informed. 5. Evaluates implemented interventions and modifies care according to the 

evaluation. Documents interventions and modifications to the plan of care in an accurate and timely manner. 6. Adheres to appropriate hospital and/or Department of Nursing policies, procedures, clinical pathways and nationally accepted 

standards of nursing practice. Incorporates ANA standards, into the provision of safe, quality patient care, utilizing current literature, and research. Practices in accordance with our Professional Practice Model - "Relationship Based Care" and 

delivers care using our Care Delivery System "PACE" - Patient Focused, Accountable, Coordinated and Continuous and Evidence Based. 7. Provides appropriate and timely answers and/or education to patients, patient's families, significant 

others and/or caregivers. Completes accurate and timely documentation of all education provided including discharge plan of care. Assesses competence, obtains feedback/evaluation of understanding from patient, family, significant others 

and/or caregivers. Demonstrates effective communication based on individual patient needs and learning preferences. 8. Welcomes and orients patient, family, significant other and/or caregiver to the unit. Encourages patient/family 

participation in care. Reviews personalized patient plan of care with patient/family every shift. Updates white boards accordingly and sets daily goals with patient input. Explains special diets, tests, procedures and medications in easily 

understood and appropriate language. Makes hourly rounds on patients and communicates when they will return.9. Advocate for resources and support that enhance patient safety and unit/hospital based initiatives. Participates in evaluating 

data to guide decisions regarding unit / department budget formulation and implementation10. Performs Peer Evaluation to provide constructive feedback to peers regarding performance. Holds co-workers accountable for their behavior and 

compliance with policies and standards. Actively intervenes when patient safety is at risk.11. Performance Improvement: Accountable for patient care and quality/safety initiatives (EX: patient safety, patient satisfaction, core measures, 

infection control). Participates in multidisciplinary quality and practice improvement teams12. Shares professional and technical information with colleagues and students. Offers self as a resource as needed to others (Ex: preceptor, charge, 

mentor, unit expert, lends a hand when needed). Participates in meetings and on committees and represents the department and hospital in community outreach. 13. Duties performed may include one or more of the following core functions: 

a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.***Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

RN LVAD COORD U6045 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 E 3A25 Specialized Nurse-RN Coord Jr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

medical field required. Bachelor's degree in Nursing preferred. Three (3) years of clinical nursing experience in the specific functional area is preferred.Current Texas RN (or BNE Compact State) license required. Current Basic Life Support (BLS) & 

Advanced Cardiac Life Support (ACLS) courses accredited by the American Heart Association (AHA) or American Red Cross (ARC)required. VAD Certification preferred, and required by the end of orientation.Job DutiesCollects relevant clinical 

data using a systematic and continuous process. Interprets tests and procedures based on established evidence based standard of care.Anticipates patient's and/or patient's family's expectations and needs and utilizes them in conjunction 

with assessment to develop appropriate plan of care for patient. Synthesizes data and patient information relevant to VAD implant. Utilizes critical thinking skills in planning and prioritizing nursing care.Identifies and implements appropriate 

nursing interventions based on assessment. Active coordination of inpatient care including rounding on patients and multidisciplinary rounds. Confers with members of the health care team in a collaborative fashion. Communicates plan of 

care with family, patient & VAD team members.Prioritizes nursing interventions based upon assessment. Identifies changes in condition as evidenced by assessment,labs, x-rays, etc. Reports changes and takes follow-up action as 

appropriate.Coordination of long term management and follow up care for patients post VAD implant. Collaboration with providers as well as outpatients post VAD implant. Collaboration with providers as well as outpatient medical teams to 

implement clinical interventions for all VAD patients.Adheres to appropriate policies, procedures, clinical pathways, and nationally accepted standards of nursing practice while delivering care to patients. Suggests practices to enhance nursing 

care based on current literature and research.Educates patient, family and community pre & post implant through discharge and follow up. Provides appropriate and timely answers and/or education to patients, patients' families, significant 

others and/or caregivers. Completes documentation of all education provided. Obtains feedback and evaluation of understanding from patient and family. Demonstrates effective communication based on individual patient needs and learning 

preferences.Assists the patient through the University system to facilitate the patient treatment plan. Acts as a liaison between patients, families, hospital staff and referring physicians. Interfaces with other hospital departments & physicians 

to facilitate testing and/ or the admission process.Assists providers with patient follow up clinic visits. Shares in off hours call coverage.Describes/maintains compliance with LVAD Joint Commission Disease Specific standards. Advocates for the 

patient's medical and legal rights and promotes the informed consent process.Tracks and manages all LVAD equipment. Provides education and training to patient care staff. Participates in QA/PI activities including tracking of outcome data for 

the program. Assists in program development, revision of policies/procedures and research projects. Attends at least 80% of scheduled staff meetings & 100% of mandatory educational sessions.Performs other duties as assigned. **Other 

Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RN MANAGER - HOME HEALTH HH382 P43 $75,085.00 $111,881.00 $138,683.00 $6,257.08 $9,323.42 $11,556.92 $288.79 $430.31 $533.40 $36.10 $53.79 $66.67 E 1C Managerial NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEGraduate of NLN approved nursing program. BSN required. Three (3) to Five (5) years home health experience and a minimum of 1 year supervisory experience is required. Basic Life Support (BLS) from 

the American Heart Association (AHA) is required.Not have been convicted of a felony or misdemeanor listed on 97.601(b) (2) (relating to license denial, suspension, or revocation).ESSENTIAL FUNCTIONSEnsures that operations conform to 

local, state, and federal governmental regulations and company established quality assurance standards.Implement an effective budgeting and accounting system that promotes the effective operation of the Home Health Agency.Coordinates 

the establishment and implementation of patient's plan of care/service.Ensures appropriate staff are assigned to meet the patient/client's needs/services requests. Provides orientation to the Plan of Care/Service as necessary.Assures that the 

patient's plan of care is executed as written.Facilitates communication between staff members/disciplines, with the patient/client's physician, as appropriate, and with community resources to optimize care/service delivery. Conducts and/or 

attends multi-disciplinary team conferences at prescribed intervals to evaluate and revise the plan of care/service. Documents all conferences with team members in the medical records and Team Conference notebook.Assures that a 

reassessment of a patient's needs is performed by the appropriate health care professional: a.When there is significant health status change. b. Physician request c. After hospital dischargeManager is available to the Agency at all times, either 

in person or via telecommunication.Evaluates the performance of field staff according to requirements set forth in the job description and company standards for acceptable care/service delivery. Performs on-site field supervision as needed to 

identify problem areas, verify adherence to company policy and procedures, and to ensure that care/service is appropriately provided.Participates in orientation of new staff as well as the coordination of continuing education and staff 

development activities.Reviews current clinical/service documentation for compliance with federal, state, and agency regulations. Reviews documentation for necessity of services, quality of care, compliance with physician orders, and to 

ensure reimbursement. Reviews all admissions, re-certifications, and discharged charts, noting any deficient areas.Assists with the implementation of the agency's Quality Improvement Plan, Medical Review process, and the quarterly Clinical 

Record/Utilization Review Committee meetings, recording the minutes when requested.Works closely with the Director on denials to assist with preparing appeals and billing re-submittals. May correspond with third party payers regarding 

compliance and reimbursement.May perform periodic audits of patient/client clinical/service/financial records, personnel files, committee reports, and in-service manuals to ensure conformance with state and federal regulations governing 

home health care agencies.Performs patient/client visits as necessary and admission evaluations as directed by immediate supervisor.Duties performed may include one or more of the following core functions: a) Directly interacting with or 

caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIES Work requires ability to maintain current customer service, clinical, and technical 

skills by attending training programs and seminars to continue level of competency and ensure compliance with departmental policies and procedures.Work requires knowledge and ability to develop and recommend departmental and 

institutional policies and procedures for patient care and operational management.Work requires establishment and management of operating budget.Work requires determination of methods and approaches to problems.Work requires 

knowledge of basic computer skills.Work requires excellent verbal and written communication skills.Work requires frequent contact with physicians, residents, fellows, allied health personnel, and other medical and/or non-medical office 

support personnel to coordinate and provide optimal level of patient care.Work requires telephone contact with patients, referring physicians, and pharmaceutical representatives outside of UT Southwestern, vendors, and third party 

payees.Work requires ability to stand for long periods of time.Work requires ability to lift, push, and/or pull up to 50 lbs.Work requires ability to read, write, and perform mathematical calculations.WORKING CONDITIONSWork is performed 

primarily in clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

RN PACU UNIT-BASED EDUCATOR U5497 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A29 Spclzed RN-Unit Based Edu NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationLicensure as a Registered 

Nurse by Board of Nurse Examiners for the State of Texas with a minimum of a Bachelor's of Science in Nursing; Certification preferred. Two (2) recent years work in a clinical specialty. A current Basic Life Support (BLS) certification, course 

accredited by the American Heart Association (AHA).Job DutiesProvides orientation, ongoing education and skills training for staff, including new hires and agency staff.Provides real-time input and just-in-time training on new and current 

staff's clinical practice.Regarded as clinical expert and role model in application of the nursing processes and evidence-based practice to manage the complex care needs of specific patient populations.Facilitates preceptor training, resident 

assignment, and preceptor competencies for specific unit.Assists unit leadership in initial and annual competencies for new and current clinical staff.Performs annual unit-specific needs assessment and ongoing educational gap analysis.Serves 

as a facilitator to nurse and patient care technician residents and actively mentors and supports their growth in the profession and clinical practice.Works collaboratively with clinical leaders to properly identify and prioritize goals and 

objectives to meet the needs of the department and/or organization.Provide educational programs on a formal and informal basis.Performs other duties as assigned.Knowledge, Skills & AbilitiesMust be able to demonstrate effective verbal 

and written communication.Ability to successfully manage multiple educational projects simultaneously.Demonstrate competence in technical skills and knowledge related to assigned clinical area.Must demonstrate patient-centric values and 

behaviors.Proficiency in use of technology as applicable to role.Ability to establish effective, respectful and collegial working relations with all internal and external customers including, but not limited to, peer groups, leadership, patients, 

physicians, staff, students, volunteers and vendors.Working ConditionsIndoor work environment with a minimum of 8 hours per day but may require additional hours; requires lifting equipment and the ability to move and reposition patients; 

up to 50 pounds. Risk of exposure to blood-body fluids, hazardous chemicals when working in Clinical AreasUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RN PROGRAM MANAGER 2412 Y P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1C Managerial NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis nurse position is accountable for the 

day-to-day management of assigned clinical program(s) and related team(s) and/or interdisciplinary projects supporting the ambulatory clinical practice and involving diverse and multidisciplinary stakeholders. Provides program-based 

analytical and nursing leadership, content expertise, clinical judgement, and support to departmental leadership and Ambulatory Nursing Administration.Experience and EducationBachelor's degree in nursing with Licensure as a Registered 

Nurse by Board of Nurse Examiners for the State of Texas. Five (5) years inpatient/outpatient experience in direct patient care nursing is required. BLS certification by the American Heart Association (AHA) or American Red Cross (ARC) is 

required. Master's degree in nursing and at least one year of project management preferred. Strong experience and mastery of MS Office preferred.Job DutiesMay perform some or all of the following under the general direction of the Chief 

Nursing Officer or designee, and in collaboration with department's leadership and stakeholders from various departments:Manages interdisciplinary projects and/or oversees day-to-day operations of assigned program within the ambulatory 

clinical setting and/or across the care continuumProvides analytical support for designated or assigned programs related to quality improvement, patient safety and outcomes supporting clinic operations and goals, and other services as 

needed to promote highest quality of careServes as departmental liaison for all related program-related mattersDevelops new program strategic plans, sets and continually manages program expectations from senior leadership and other 

identified key stakeholders. (Key stakeholders include but not limited to NOMAD, Health System Safety, Clinical Education & Training, Workflow Informaticists.)As appropriate and in collaboration with collaborating department(s) and 

ambulatory nursing leadership, develops full-scale project plans and associated analytics by performing one or more of the following:Delegates tasks and responsibilities to appropriate personnel.Identifies and resolves issues and 

conflicts.Identifies and manages program dependencies and critical paths.Plans, schedules and tracks project timelines and milestones, and develops and automates data displays using charts and reporting tables to present data.Identifies and 

tracks key program metrics, leading to data-driven decision making. Develops and delivers progress reports, proposals, requirements documentation and presentations.Conducts post project reviews and creates recommendations report in 

order to identify successful and unsuccessful program elements.Defines and re-evaluates at routine interval program success criteria and communicates progress to involved parties in a timely and clear fashion.Serves as liaison on behalf of 

Ambulatory Nursing and to or with departments and clinic leadership to facilitate consistent policies and practices, new initiatives, patient advocacy and reporting across ambulatory program(s).Coordinates staff onboarding for assigned 

portfolio or program, to ensure training in departmental and clinic processes and expectations occurs in a timely manner.As appropriate, represents department as assigned to Ambulatory and Health System committees and/or 

councils.Perform other duties as assigned.Knowledge, Skills & AbilitiesWork requires self-direction and able to organize and manage multiple tasks/projects simultaneously.Work requires the ability to promote programs and services to 

ambulatory clinic leadership.Work requires the ability to maintain strict confidentiality.Work requires the ability to promote and build teamwork and multidisciplinary care concept.Work requires contact with multiple clinic leaders across the 

Dallas Fort Worth area.Work requires a high level of verbal and written communication skills.Work requires effective interpersonal skills.Work requires ability to stand for long periods of time.Work requires ability to read, write, and perform 

mathematical calculations.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Work requires lifting, pushing, and/or pulling up to 50 lbs.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

RN STROKE COORDINATOR U6017 P32 $58,623.00 $85,219.00 $111,816.00 $4,885.25 $7,101.58 $9,318.00 $225.47 $327.77 $430.06 $28.18 $40.97 $53.76 E 3A26

Specialized Nurse-RN Coord 

Mid NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an 

accredited Nursing program with BSN or higher. **Current Texas (or BNE Compact State) licenseis required.**_A current Basic Life Support (BLS)certification, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC). Minimum of Three (3) years clinical practice required.Speciality areas may have increased experience requirements as dictated by unity or standard of care. Must be able to read, write and communicate in English. Job DutiesProvides 

leadership and vision for the Stroke Program in terms of operations, services & patient care, consistent with best practices & evidence based care. Serves as an active member of University Hospitals Core Stroke Team overseeing coordinated 

care of the stroke patient in terms of health prevention, health promotion, and rehabilitation.Identifies, tracks, & supports all inpatient stroke care provided in University Hospitals & reports findings/results on a monthly basis to Stroke 

Committee. s opportunities to teach and_mentor other nursing and ancillary personnel.Coordinates and facilitates provision of educational opportunites for staff, physicians, patients, external providers of care, and the community. Identifies 

and pursues opportunites to provide information and/or services to the community to promote UTSW and the Stroke Program. Identifies relevant areas for nursing research, initiates projects and participates on research team outcomes.Leads 

and directs achievement in the provision of quality care to the stroke patient population. Oversees development of appropriate policies and procedures required for the provision of effective and efficient stroke care. Analyzes data & 

coordinates implementation of practice changes as needed. In conjuction with Clinical Education and Department Managers, coordinates education and verifies competence of staff performing NIHSS.Adheres to appropriate hospital and/or 

Department of Nursing policies, procedures, clinical pathways and nationally accepted standards of nursing practice. Incorporates ANA standards, professional practice model (Shared governance) and care delivery model (Relationship Based 

Care) into the provision of safe, quality patient care. Nursing care is based on current literature and research.Provides timely, confidential coaching and/or counseling of nursing personnel as appropriate and follows up with accurate reports to 

Clinical Nurse Manager.Assures first person reporting of events through RL Solutions. Ensures all staff are competent in entering event reports & serves as a resource when necessary. Investigates facts of event reports as able. Facilitates timely 

receipt of these reports for follow-up by the Clinical Nurse Manager. Notifies Nurse Manager/Risk Manager immediately of high risk situations.Actively participates in routine & special patient care conferences. Promotes and enthusiastically 

supports professional growth of staff by providing equal opportunities for participation in unit based activities, patient care/unit decisions, hospital committees, and/or continuing education.Collects information and maintains records 

regarding performance and contributions on an on-going basis throughout the fiscal year. Provides input and/or conducts annual performance reviews and orientation evaluation of personnel assigned to the unit.Coordinates self scheduling to 

maintain appropriate coverage for unit needs. Maintains Kronos records on a daily basis, monitoring for trends that require intervention ie., late clock-ins, incremental overtime, missed punches.Assumes delegated responsibility for inventory 

control of equipment and supplies to ensure safe and effective patient care. Facilities timely return of rented or borrowed specialty equipment. Solicits staff input regarding equipment and supply needs for the unit.Assists with staff meetings, 

special projects and the development, implementation & evaluation of performance improvement activities. Communicates data and solicits input from staff regarding performance and quality imporvement ie. patient safety, infection control. 

Actively participates on hospital work groups. Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

RN TRANSITION U6016 P32 $58,623.00 $85,219.00 $111,816.00 $4,885.25 $7,101.58 $9,318.00 $225.47 $327.77 $430.06 $28.18 $40.97 $53.76 E 3A26

Specialized Nurse-RN Coord 

Mid NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate of an NLN-

accredited program with BA/BS in Nursing required. One - three years of acute care experience in cardiology/ cardiovascular within last two years.**Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, 

course accredited by the American Heart Association (AHA) or American Red Cross (ARC).** Speciality certification preferred. Must be able to read, write and communicate in English. Job DutiesObtains baseline information utilized for the 

development of individualized patient plan of care including the integration of data collected in the outpatient clinic setting. Provides direct and indirect patient and family care to assess needs.Coordinates the plan of care with patients, family 

and interdisciplinary team. Plans for teaching & discharge needs beginning at the time of admission. Plans for post-discharge care & ensures accurate hand-off to outpatient clinic or other setting.Acts as a liaison between patients, caregivers & 

outpatient clinic/ community resources. Educates interdisciplinary team, patient/ family on plan of care. Serves as a direct care provider, as appropriate, to ensure goal attainment. Ensures patient readiness for discharge and thorough 

documentation of applicable core measures.Evaluates patient for improvement after implementation of plan of care to measure progress toward goals. Readjusts plan of care based on evaluation of the patient's/family's needs. Communicates 

evaluation to the interdisciplinary care team across settings. Performs post-discharge phone calls to evaluate discharge process & to coach for compliance to decrease risk for readmission.Assists the patient through the University system to 

facilitate the patient treatment plan. Develops patient calendars detailing all outpatient appointments. Interfaces with other hospital departments and physicians to facilitate testing and/or the discharge process.Adheres to appropriate 

policies, procedures, clinical pathways, and nationally accepted standards of nursing practice while delivering care to patients. Suggests practices to enhance nursing care based on current literature and research.Develops & maintains clinical 

expertise in the care of the advanced heart failure patient population. Attends Clinical Practice Council meetings as needed. Promotes the development of staff registered nurses through interdisciplinary team interactions & participation in the 

nursing shared governance model. Leads the team to ahieve patient outcomes. Serves as a professional role model/mentor & change agent to develop and assist others.Assesses reasons for unplanned hospital readmissions on a case-by-case 

basis.Maintains contact with and serves as a liason to patient in the early post-discharge period before initial post-discharge clinic visit.Assists unit leadership team with maintenance of initial & ongoing unit-based clinical competencies related 

to advanced heart failure. Assists with the development of protocols/standards/pathways.Participates in QA/PI activities as directed. Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions.Performs 

other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

RN TRANSPLANT COORDINATOR P6041 P37 $62,495.00 $91,330.00 $115,104.00 $5,207.92 $7,610.83 $9,592.00 $240.37 $351.27 $442.71 $30.05 $43.91 $55.34 N 3A17 Specialized Nurse-Transplant NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

medical field required. Bachelor's degree in Nursing preferred. 3-4 years of medical surgery or intensive care unit experience preferred. Current Texas RN (or BNE Compact State) license required. Advanced CardiacLife Support (ACLS) 

certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)may be required in certain areas. Job DutiesPerforms and documents physical, psychosocial, and emotional assessments. Takes all 

assessments into consideration age specific criteria.Anticipates patient's and/or patient's family's expectations and needs and utilizes them in conjunction with assessment to develop appropriate plan of care for patient. Maintains and utilizes 

competencies per unit expectations. Utilizes critical thinking skills in planning and prioritizing nursing care.Identifies and implements appropriate nursing interventions based on assessment. Completes documentation of interventions. 

Coordinates interdisciplinary plan of care. Confers with members of health care team, sharing information and observations of patient and/or patient's family, to ensure optimal patient care.Prioritizes nursing interventions based upon 

assessment. Identifies changes in condition as evidenced by assessment,labs, x-rays, etc. Reports changes and takes follow-up action as appropriate.Evaluates implemented interventions and modifies care according to evaluation. Documents 

interventions and modifications to plan of care.Adheres to appropriate policies, procedures, clinical pathways, and nationally accepted standards of nursing practice while delivering care to patients. Suggests practices to enhance nursing care 

based on current literature and research.Provides answers and/or education to patients and/or patients' families. Completes documentation of all education provided. Obtains feedback and evaluation of understanding from patient and family. 

Ensures comfort level of post-discharge care. Demonstrates effective communication with children, adolescents, adults, and older adults.Welcomes and orients patient and family to unit. Encourages patient and family participation in care. 

Reviews plan of care with patient and family. Explains special diets, tests, procedures, and medications. Makes rounds on patients.Reports errors promptly and takes appropriate follow-up action to rectify errors. Provides supervision of, and 

direction to, unlicensed support personnel and nurses new to unit. Delegates duties appropriately and within legal parameters.Responds to patient's and/or family's complaints in appropriate and effective manner. Reports complaints to 

Clinical Nurse Manager or designee in timely manner. Utilizes chain of command to resolve issues. Serves as advocate to patient and family.Participates in performance improvement activities as directed. Attends at least 80% of scheduled 

staff meetings and 100% of mandatory educational sessions.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

RN UNIT BASED EDUCATOR U6055 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 N 3A29 Spclzed RN-Unit Based Edu NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationLicensure as a Registered 

Nurse by Board of Nurse Examiners for the State of Texas with a minimum of a Bachelor's of Science in Nursing; Certification preferred. Two (2) recent years work in a clinical specialty. A current Basic Life Support (BLS) certification, course 

accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesProvides orientation, ongoing education and skills training for staff, including new hires and agency staff.Provides real-time input and just-in-time 

training on new and current staff's clinical practice.Regarded as clinical expert and role model in application of the nursing processes and evidence-based practice to manage the complex care needs of specific patient populations. Facilitates 

preceptor training, resident assignment, and preceptor competencies for specific unit. Assists unit leadership in initial and annual competencies for new and current clinical staff. Performs annual unit-specific needs assessment and ongoing 

educational gap analysis. Serves as a facilitator to nurse and patient care technician residents and actively mentors and supports their growth in the profession and clinical practice. Works collaboratively with clinical leaders to properly identify 

and prioritize goals and objectives to meet the needs of the department and/or organization.Provide educational programs on a formal and informal basis. Performs other duties as assigned.Knowledge, Skills & AbilitiesMust be able to 

demonstrate effective verbal and written communication.Ability to successfully manage multiple educational projects simultaneously.Demonstrate competence in technical skills and knowledge related to assigned clinical area.Must 

demonstrate patient-centric values and behaviors.Proficiency in use of technology as applicable to role.Ability to establish effective, respectful and collegial working relations with all internal and external customers including, but not limited to, 

peer groups, leadership, patients, physicians, staff, students, volunteers and vendors.Working ConditionsIndoor work environment with a minimum of 8 hours per day but may require additional hours; requires lifting equipment and the 

ability to move and reposition patients; up to 50 pounds. Risk of exposure to blood-body fluids, hazardous chemicals when working in Clinical AreasUT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.



RN WOUND CARE PROGRAM COORDINATOR U6046 P28 $57,108.00 $96,955.00 $130,073.00 $4,759.00 $8,079.58 $10,839.42 $219.65 $372.90 $500.28 $27.46 $46.61 $62.54 E 3A25 Specialized Nurse-RN Coord Jr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe RN Wound Care Program 

Coordinator is responsible for the management of complex wound care patients from education and course of treatment through discharge. The Coordinator will use a multidisciplinary approach to design, organize, and deliver a 

comprehensive program that will engage community, patients, family and the health care team. The Coordinator will act in a clinical role and help to assure quality, competency, and compassionate care. The Coordinator will collaborate with all 

members of the health care team as it relates to the entirety of the wound care program. Experience and EducationBSN required. Current Texas (or BNE Compact State) license. Must be able to read, write and communicate in English.A current 

Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Minimum three (3) years' experience in Wound Care nursing required. Job DutiesWill assist with ensuring the wound 

care program is in compliance with all regulatory, state and federal guidelines/requirements and facilitate coordinating activities to meet the objectives of special certifications such as the Center of Excellence initiatives. Will serve as a liaison 

between patients/family and health care providers including but not limited to pre-admission, OR, inpatient stay and discharge destinationWill answer patient questions and ensure the appropriate coordination of the patient activities are 

completed. Orders and schedules patient appointments with providers and ancillary services. Receives, responds to, and directs patient communication, including phone calls, emails, and other interactions. Gathers needed medical information 

such as records, slides, films, and ancillary tests to assist in the coordination of patient needs. Will assess, plan, coordinate and execute care plans to assure patient/family needs are met for timely and successful healing.Actively assists 

department leadership in continuous process improvement which includes audits of patient care satisfaction, workflow and throughput, record review, staffing education, staff development and successful monitoring of patient reported 

outcome measures (PROMs) related to the wound care program. Assists with obtaining clearances and authorization needed for treatment and care of wound care patients.Resource to patients, and families, regarding social services, financial 

aid and outside resources availableAssists in the training future/current employees.Assists with staff meetings, special projects and staff and clinic development. Communicates data and solicits input from staff regarding performance and 

quality improvement i.e. Patient safety, infection control. Actively participates on hospital work groups.Assures first person reporting of events through RL Solutions. Ensures all staff are competent in entering event reports & serves as a 

resource when necessary. Investigates facts of event reports as able. Develops/Implements clinical pathways including educational needs of patients/families, monitoring and updating for deviation from planCoordinates care with care team to 

maximize patient throughput and minimize length of stay, coordinating activities with nursing unit management. Act as a liaison with nutrition, pharmacy, therapy services, social work, and lab to ensure all pending orders and results are 

received in a timely manner.Act as Hyperbaric Safety Director for the Wound Care Clinic.Performs other duties as assigned.Knowledge, Skills & AbilitiesAbility to work with windows-based computer systems and necessary software 

applications.Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints. Work requires a change agent attitude 

that includes flexibility and adaptability to perform in a high volume facility.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Routine walking, climbing, lifting. Work may require sitting for long 

periods of time while staying fully alert.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status.

SAFETY OFFICER 1813 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelors in related field 

and 5 years directing Safety Programs in a Health Care Setting required. Masters preferred.Job DutiesPlan, direct, organize, implement, monitor and regularly report on a comprehensive Safety Program for UTSW-University Hospitals including 

the evaluation of all risks and establishment of specific quantifiable goals and other criteria.Ensure the development, updating and distribution of plans, minutes, policies, procedures and other documentation related to the Safety 

program.Ensure compliance with regulations, standards, and guidelines from JCAHO, OSHA, NIOSH, EPA, ADA, TDH and other agencies.Intervene in any potentially unsafe situation to reduce risks and improve safety.Direct the Environment of 

Care (EOC) program, it's committee and subcommittees, any related activities, and ensure activities and documentation comply with JCAHO and other agencies requirements.Direct the development of training programs and materials related 

to safety, personally provide safety training, and coordinate training provided by others.Direct surveying and inspection efforts, and personally survey to identify any potentially hazardous conditions and any deficiencies in staff knowledge or 

performance.Consult and advise all involved departments and staff in safety-related planning, evaluation or improvement efforts.Collaborate and coordinate with staff from Patient Safety, Infection Control, Occupational Health and Quality 

Improvement to evaluate and improve work/core processes and procedures.Collaborate and coordinate with staff from Physical Plant, Architects, Engineers or other consultants to work on facility design and renovations, code compliance, 

monitoring and updating the Statement of Conditions or other facility-related safety matters.Collaborate and coordinate with UTSW Environmental Health and Safety Staff, University Police, Hospital Staff and other experts on matters related 

to Security, Hazardous Materials, Emergency Preparedness, Fire Safety, Clinical Equipment and Utility systems.Collaborate and coordinate with University and Hospital staff in Compliance, Legal, Risk Management and related offices on matters 

with potential legal, risk or compliance implications. Performs other duties as assigned.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent verbal, written, and interpersonal communication skills.Work 

requires ability to read, write, analyze data, develop plans and procedures, and coordinate resources to accomplish goals.Work requires responsibility for review, recommendation, development, and implementation of policies.Work requires 

telephone and personal contact with all levels of internal and external personnel and organizations. Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

SAFETY OFFICER ASSISTANT 1814 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 5H3 Aux Supp Services-Safety PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

assist with the Safety and Emergency philosophy and values in University Hospital and hospital based clinic personnel regarding hospital safety programs.Experience and EducationBachelor's degree in related field and 3 years' experience in the 

safety field required. Safety Programs experience in a Health Care setting and/or Master's degree preferred.Job DutiesEnsure the development, updating and distribution of plans, minutes, policies, procedures and other documentation related 

to the Hospital Safety program. Direct surveying and inspection efforts, and personally survey to identify any potentially hazardous conditions and any deficiencies in staff knowledge or performance.Develop training programs and materials 

related to safety, provide safety training, and coordinate training provided by others.Consult and advise all involved departments and staff in safety-related planning, evaluation or improvement efforts.Collaborate and coordinate with staff 

from Patient Safety, Infection Control, Occupational Health and Quality Improvement to evaluate and improve work/core processes and procedures.Conduct accident or injury investigations and provide follow up and reporting.Collaborate and 

coordinate with University and Hospital staff in Compliance, Legal, Risk Management and related offices on matters with potential legal, risk or compliance implications.Assists in preparing for and responding to emergencies including 

hazardous materials incidents. Participates in emergency drills including fire drills.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent verbal, written, and interpersonal communication skills.Work requires 

advanced knowledge of Microsoft Office and applications including but not limited to Excel, Word, PowerPoint, Visio, Outlook and Teams.Work requires ability to read, write, analyze data, develop plans and procedures, and coordinate 

resources to accomplish goals.Work requires responsibility for review, recommendation, development, and implementation of policies.Work requires telephone and personal contact with all levels of internal and external personnel and 

organizations. Working ConditionsWork is performed primarily in general office area. May require occasional non-standard work hours as necessary to provide safety services to the hospital.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

SAFETY SPECIALIST 6618 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 5H3A

Aux Supp Services-Safety 

Spec PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide knowledge and expertise in operation and support of one or more sectional safety programs and compliance with regulatory agencies and national guidelines.Experience and EducationBachelor's degree in safety related field strongly 

preferred and two (2) years directly related safety experience. Education may be considered in lieu of experience requirements. Master's degree in safety related field and no experience. Professional certification pertinent to specific safety 

specialty is preferred and may be considered in lieu of degree with four (4) years of directly related safety experience. Pertinent Military experience may be considered for some of the required experience.Advanced degrees (Bachelor's or 

Master's) may be considered in lieu of experience requirements. Job DutiesExpertise is required in one of these specialized areas, Radiation Safety, Laser Safety, Fire Safety, Occupational Safety, Biosafety, Chemical Safety, or Environmental 

Compliance. Please review specifics of the job as noted below in the comments section to identify for which safety program this posting is recruiting.Investigates safety and environmental incidents; identifying causes and how to prevent their 

recurrence.Ensures employee health & safety standards are met in all areas of the organization.Performs surveys of laboratories and facilities to ensure adherence to safety regulation and procedures.Identifies potential safety hazards, 

prepares reports on conditions, and takes action to mitigate identified deficiencies. Ensures proper use and disposal of hazardous materials and waste.Provide assistance and safety training to departments.This position is designated as 

essential. Personnel in designated essential positions are expected to report to work as required in the event of an emergency to sustain institutional services or protect assets.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires exercise of considerable judgment in application and interpretation of procedures, safety regulations, standards and codes.Work requires contact with staff and faculty of other departments while conducting inspections 

or providing technical assistance. Effective communication and customer service skills necessaryWorking ConditionsWork is performed indoors and outdoors. Working conditions involve more than average exposure to hazardous equipment or 

materials.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SAFETY SPECIALIST LEAD 6616 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 5H3 Aux Supp Services-Safety PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal direction to 

provide professional knowledge and expertise in operation and supervision of one or more sections of Office of Environmental Health and Safety.Experience and EducationBachelor's degree in safety related field and six (6) years directly related 

safety experience including two (2) years supervisory experience. Master's degree in safety related field and four (4) years directly related safety experience including two (2) years supervisory experience. Professional certification pertinent to 

specific safety specialty is preferred. Pertinent Military experience may be considered for some of the required experience.Job DutiesExpertise is required in one of these specialized areas, Radiation Safety, Laser Safety, Fire Safety, Occupational 

Safety, Biosafety, Chemical Safety, or Environmental Compliance. Please review specifics of the job as noted below in the "comments" section to identify for which safety program this posting is recruiting.Coordinates and supervises activities 

to achieve and maintain compliance with regulatory requirements and institutional safety policies.Ensures the safe use of hazardous materials through licensure, registration, and compliance with accepted environmental, health, and safety 

standards.Assist in the development of routine safety surveillance systems. Performs safety inspections, generates reports to communicate results, and tracks items for resolution. Analyzes surveillance data to recommend program 

improvements.Identifies potential safety hazards, prepares reports on conditions, and takes action to mitigate identified deficiencies.Conducts and coordinates testing, inspection, and maintenance of safety equipment and systems.Stays 

abreast of environmental, health, and safety regulations, summarizes information, and implements necessary changes.May supervise staff and manage Human Resources activities including recruiting and selection, hiring and termination, 

training, professional development, mentoring, counseling, performance evaluations.Develops and conducts safety training programs and monitors for effectiveness.Prepares for and responds to emergencies including hazardous materials 

incidents. Participates in emergency drills including fire drills.This position is designated as essential. Personnel in designated essential positions are expected to report to work as required in the event of an emergency to sustain institutional 

services or protect assets. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to perform and evaluate quantitative calculations and measurements in area of specialty.Work requires telephone and personal 

contact with all levels of internal and external personnel and organizations.Work requires physical exertion as needed to meet safety guidelines.Work requires ability to use independent judgment to determine alternate courses of action and 

to arrive at decisions.Work requires responsibility for developing, recommending, and interpreting operation policies and procedures for all areas of safety on campus.Working ConditionsWork is performed primarily indoors and outdoors. 

Working conditions involve exposure to hazardous equipment or materials.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SAFETY SPECIALIST SR 6617 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 5H3 Aux Supp Services-Safety PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide professional knowledge and expertise in operation and supervision of one or more sections of department of Environmental Health & Safety.Experience and EducationBachelor's degree in safety related field and four (4) years of directly 

related safety experience. Master's degree in safety related field and two (2) years experience. Professional certification pertinent to specific safety specialty is preferred and may be considered in lieu of degree with six (6) years of directly 

related safety experience. Pertinent Military experience may be considered for some of the required experience.Job DutiesExpertise is required in one of these specialized areas, Radiation Safety, Laser Safety, Fire Safety, Occupational Safety, 

Biosafety, Chemical Safety, or Environmental Compliance. Please review specifics of the job as noted below in the "comments" section to identify for which safety program this posting is recruiting.Identifies potential safety hazards, prepares 

reports on conditions, and takes action to mitigate identified deficiencies.Performs surveys of laboratories and facilities to ensure adherence to regulation and procedures.Responsible for planning, developing, and conducting training programs 

related to environmental and other hazards.Designs, develops, implements, and oversees the organization's environmental, health, and safety programs and procedures to safeguard employees and surrounding communities meet regulatory 

requirementsInvestigates employee and environmental accidents and recommends corrective actions.Provide assistance and training for lower level employees.Investigates accidents and incidents, identifying causes and how to prevent their 

recurrence.Ensures employee health & safety standards are met in all areas of the organization.Coordinates comprehensive program of disposal of hazardous materials and waste.Responds to emergencies and hazardous materials incidents. 

Participates in emergency drills. This position is designated as essential. Personnel in designated essential positions are expected to report to work as required in the event of an emergency to sustain institutional services or protect 

assets.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment in application and interpretation of procedures, safety regulations, standards and codes. Work requires contact with staff 

and faculty of other departments while conducting inspections or providing technical assistance.Effective communication and customer service skills necessaryWorking ConditionsWork is performed primarily indoors and outdoors. Working 

conditions involve more than average exposure to hazardous equipment or materials.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SAFETY TECHNICIAN II 6660 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5H3B

Aux Supp Services-Safety 

Tech PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

assist in providing support and compliance with safety standards and regulations in support of designated program within Environmental Health & Safety. Experience and EducationBachelor's degree in related field and no 

experience.Associate's degree in science related field and two (2) years experience in general safety or hazardous waste fields related experience.High school diploma or equivalent with four (4) years experience in general safety or hazardous 

waste fields related experience.Two (2) years military experience and specific job related training or other relevant previous employment experience may be substituted for associate's degree.Job DutiesHelps ensures the safe use of hazardous 

materials through licensure, registration, and compliance with accepted environmental, health, and safety standards.Performs safety inspections and tracks items for resolution.Identifies potential safety hazards, documents identified 

conditions, and takes action to correct identified deficiencies. Conducts or ensures testing, inspection, and maintenance of safety equipment and systems.May perform periodic pick up, transportation, segregation, and processing of hazardous 

materials. Maintains storage areas, equipment, and personal protective equipment related to hazardous materials.Maintains required records and documentation.Assists in preparing for and responding to emergencies including hazardous 

materials incidents. Participates in emergency drills including fire drills. Individual may be on-call or emergency situations may require the individual to respond at times outside of set work schedule. This position is designated as essential. 

Personnel in designated essential positions are expected to report to work as required in the event of an emergency to sustain institutional services or protect assets.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires 

exercise of moderate judgment in application of policy, procedures, or practices to work problems of well-defined nature.Work requires contact outside the work unit in obtaining facts, making inspections, and explaining procedures, policies, 

and regulations relating to problems of recurring but non-routine nature.Working ConditionsWork is performed indoors and outdoors. Working conditions involve more than average exposure to hazardous equipment or materials.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SANITATION ATTENDANT U4520 T11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 7B Service-Housekeeping/Enviro CAMP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent preferred. Sanitation experience in food service operation or equivalent sanitation experience is preferred. Must be able to read, write and communicate in English.Job DutiesCompletes and maintains all job performance 

requirements and criteria as established in the Career Ladder Program and Position, Time and Duties.Maintains all standards as required in the Disciplinary Points Section of the Career Ladder Program.Delivers patient food cards to floors on 

service elevators and leaves in specified areas. Assists in picking up patient tray carts after meals and returns to cart room.Cleans and fills pot washer. Cleans and sanitizes all cooking utensils, pots and pans used in kitchen and retail 

operations. Returns items to their proper storage location.Sweeps and mops specified areas of the kitchen and all of the caf&eacute;. Moves all portable equipment to ensure proper cleaning.Collects, processes and properly disposes of trash 

and transports to disposal area. Follows proper procedures when using trash compactor and uses caution. Cleans and stores all trash cans.Cleans the tray return room in the caf&eacute;. Strips and delivers trays, china and flatware to the 

kitchen for washing. Cleans and returns all restocked dish and tray lowerators to the caf&eacute; in a timely manner.Performs all cleaning and restocking duties as specified in Time and Duties.Participates in educational programs and in-service 

meetings. Attends meetings as required.Alerts supervisor of any issues with equipment. Assists with care and maintenance of department equipment and supplies.Monitor and documents equipment temperatures according to established 

procedures as outlined in Time and Duties.Assists on patient Tray line as needed.Working ConditionsHeavy physical effort required (must be able to lift/carry up to 50 pounds). Prolonged, extensive, or considerable standing/walking. 

Considerable reaching, stooping, bending, kneeling, and crouching.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SCHEDULING CAPACITY ANALYST I 9279 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H17 Prof Services-Clinical Ops PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent with six (6) years' experience in healthcare customer service, or patient scheduling, or software development is required. Bachelor's degree preferred. May consider additional education in lieu of experience.Job DutiesMeets service 

line time lines with resolving service tickets. Fulfills schedule request quickly and accurately, consistently seeking opportunities to utilize best practice strategies and techniques to all schedules.Leads implementation and maintenance of UTSW 

projects including digital scheduling options of web based platforms, 3rd party vendors, and EPIC based scheduling functions. Supports new practice and provider onboarding (e.g. master schedule development, implementation of digital 

scheduling, clinical preferences, automated communications, etc.).Supports provider off boarding to ensure proper discontinuation of EPIC templates, automated systems, and removal of clinical interests. Collaborates with departmental and 

site leadership to design and implement improvement initiatives focused on streamlining scheduling operations and meeting UTSW performance goals.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent 

communications skills.Work requires ability to analyze data or report information. Work requires excellent problem-solving, project management, communication and follow-up skills. Work requires ability to learn & adapt quickly in a fast 

paced environment. Work requires ability to work independently and possesses initiativeWorking ConditionsWork is performed primarily in general office area¿¿¿¿¿¿¿Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SCHEDULING CAPACITY ANALYST II 9275 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H17 Prof Services-Clinical Ops PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide performance analysis to determine recommendations to determine change and impact of performance related changes/issues.Experience and EducationBachelor's degree in appropriate discipline and two (2) years clinical experience in 

project management, capacity management or scheduling analytics. Master's degree in a related field or experience in a healthcare software design referred. Certifications in EPIC modules highly preferred. High school diploma or equivalent 

with six (6) years' experience in healthcare customer service, or patient scheduling, or software development is required. EPIC Cadence certification is required. One year experience as a Scheduling Capacity Analyst I or equivalent (IT or IR 

related job).Job DutiesManage provider scheduling functions in EPIC including templates, visit types, clinical interests, decision trees, and diagnosis cohesion through timely response to service ticket submissions as well as institutional 

projects.Fulfills schedule change request quickly and accurately, consistently seeking opportunities to utilize best practice strategies and techniques to all schedules.Collaborates with Ambulatory Operations, PPRS, and clinic leadership to 

support scheduling operations across the UTSW practices, including assessment, focused analytics, design and support in implementation.Assists customers in improving performance on appointment lag and appointment utilization.Provides 

department leadership with proactive guidance around schedule changes and design using impact analysis.Uses an analytic driven process to develop recommendations that are both meaningful and actionable.Duties performed may include 

one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting 

patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires 

excellent communications skills.Work requires ability to analyze data or report information. Work requires ability to implement recommendations by coordinating persons and/or resources. Work requires excellent problem-solving, project 

management, communication and follow-up skills. Work requires ability to learn & adapt quickly in a fast paced environment. Work requires ability to work independently and possesses initiative.Working ConditionsWork is performed 

primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, 

the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. 

In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SCHEDULING CAPACITY ANALYST LEAD 9272 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H16 Prof Services-Other PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide performance analysis at a lead capacity to determine recommendations to determine change and impact of performance related changes/issues.Experience and EducationBachelor's degree in appropriate discipline and five (5) years 

related capacity management or scheduling analytics experience. Certification in Epic Cadence required. Master's degree in a related field or experience in a healthcare software design preferred.2 years of college courses with seven (7) years' 

experience in healthcare customer service, or patient scheduling or software development is required. EPIC Cadence certification is required. One year experience as a Scheduling Capacity Analyst I or equivalent (IT or IR related job).High school 

diploma or equivalent with nine (9) years' experience in healthcare customer service, or patient scheduling, or software development is required. EPIC Cadence certification is required. One year experience as a Scheduling Capacity Analyst I or 

equivalent (IT or IR related job).Job DutiesWorks in EPIC to develop/modify centralized scheduling templates assists clinic leadership in improving performance on appointment lag and appointment utilization.Works with Ambulatory Services, 

PPRS, PAO and clinic leadership to support scheduling operations across the UTSW practices, including assessment, focused analytics, design and support in implementation.Works with departmental and site leadership to design and 

implement improvement initiatives focused on streamlining scheduling operations and meeting UTSW performance goals.Implements scheduling related projects to the UTSW practices (work planning, overall project management and ongoing 

monitoring).Supports new practice and physician set-up (e.g. master schedule development, protocols, decision trees, etc.).Review/Approve new visit type requests.Meet monthly as a liaison with the leadership of the centralized scheduling 

teams in development, training and change management of subgroups, decision tree and templates.Supports practices in scheduling competency assessments.Identifies training needs and informs content of training-to-training 

department.Meets service line time lines with resolving tickets. Fulfills schedule request quickly and accurately, consistently seeking opportunities to utilize best practice strategies and techniques to all schedules.Provides department 

leadership with proactive guidance around schedule changes and design using impact analysis.Research, organize, analyze and synthesize data to support effective decision making as well as work within tight deadlines.Attend monthly Clinic 

Manager and CSA Supervisor.Meet regularly with project specialists to ensure projects are meeting timelines that include the Scheduling Capacity Analysts.May supervise lower level analyst.Duties performed may include one or more of the 

following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records 

(including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent 

communications skills.Work requires ability to analyze data or report information. Work requires ability to implement recommendations by coordinating persons and/or resources. Work requires excellent problem-solving, project 

management, communication and follow-up skills. Work requires ability to learn & adapt quickly in a fast paced environment. Work requires ability to work independently and possesses initiative.Working ConditionsWork is performed 

primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, 

the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. 

In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SCHEDULING COORDINATOR 2116 N C03 $27,725.00 $38,690.00 $49,655.00 $2,310.42 $3,224.17 $4,137.92 $106.63 $148.81 $190.98 $13.33 $18.60 $23.87 N 4B6

Office-Scheduling 

Coordinator ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  1.  Bachelor degree 

with one (1) year of progressively responsible administrative work experience in a business, medical, scientific or health care environment; OR 2.  Two (2) years college and three (3) years experience as described above; OR 3.  High school 

diploma or equivalent with five (5) years experience as described above; AND, 4.  Exposure and working knowledge of physician billing, medical collections and/or coding.   Job Duties  Schedules patient exams in accordance with established 

protocols. Acquires the appropriate forms from the referring physician's office and verifies that the diagnosis and reason for test are appropriate.  Efficiently schedules patients to maximize use of equipment and staff, and to expedite delivery 

of reports.    Schedules research patients, ensuring IRB and client account numbers correlate to appropriate procedures on the research grant; for animal research subjects coordinates with the Ambulatory Services Director and University 

Security to ensure procedures are scheduled outside of patient care operating hours.    Informs clinic manager and/or designated staff of daily schedules and important patient-specific scheduling information (i.e., diabetes, claustrophobia, 

excessive weight or size).      Provides pre-certification of all procedures to ensure coverage and proper billing procedures; and/or may obtain insurance pre-certification from the referring physician's office and contacts insurance carriers for 

confirmation; advises clinic and/or patient on co-payment or co-insurance responsibility.    Responsible for accurately entering scheduling, insurance and registration information into the appropriate system(s). Obtains physician provider 

request as necessary.      May research claims on payment denials from third party carriers for pre-certified procedures.       Acts as liaison with other departmental staff when needed for the coordination of multiple and/or special procedures.       

Adheres to patient privacy act HIPAA, and confidentiality policy at all times.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.



SCHEDULING COORDINATOR U2116 C03 $27,725.00 $38,690.00 $49,655.00 $2,310.42 $3,224.17 $4,137.92 $106.63 $148.81 $190.98 $13.33 $18.60 $23.87 N 4B6

Office-Scheduling 

Coordinator ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and three to five years (3-5) or more experience as scheduling coordinator; one to two (1-2) years experience preferred in a supervisory scheduling role.    Job Duties  Post surgical cases utilizing scheduling protocol with respect to 

block time, surgical priveleges and time allotment. Copies, collates and distributes surgery schedule in timely manner.      Maintains Operating Room change log and notifies appropriate team members of changes in timely manner.       

Transcribes and maintains confidentiality of vital patient information. Transcribes complete and accurate data transcription from Operating Room record to Operating Room log. Documents all requests for special equipment.     Answers 

telephone in professional manner and communicates any and all messages and/or changes regarding surgery schedule in appropriate and timely manner.      Operates office equipment such as telephone, beeper, computer, printer, fax machine 

and xerox machine. Operates computer software applications effectively and proficiently.      Completes special reports and projects in timely manner.        Organizes and prioritizes scheduling tasks based on identified need. Performs scheduling 

duties in manner that is cost effective without compromising quality patient care.      Serves as professional and technical subject matter expert and resource person.       Provides administrative and scheduling support to surgery staff and 

physicians.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SCIENTIFIC PROGRAMMER I 9336 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3D5 Prof Services-Sci Pgrmer TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  M.S. in Computer 

Science, Electrical Engineering, or related field OR B.S. with demonstrated experience in software development projects.  Some post-graduation experience in software development. Job Duties  1.Develops computer code for scientific software 

packages according to defined code design specifications, both in individual assignments and in team efforts with multiple developers using state-of-the-art programming languages.2.Analyzes, curates, and debugs codes written by other 

programmers and scientists.3.Analyzes and integrates existing commercial and open-source software solutions with tailored in-house software solutions.4.Programs databases according to design specifications of data models using state-of-

the-art languages to access databases.5.Integrates scientific software packages with database solutions.6.Designs and develops user interfaces to scientific software packages.7.Develops web- and app-interfaces to scientific software packages.  

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SCIENTIFIC PROGRAMMER II 9337 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D5 Prof Services-Sci Pgrmer TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  M.S. in Computer 

Science, Electrical Engineering, or related field OR B.S. with demonstrated experience in software development projects.  Two (2) years post-graduation experience in software development. Job Duties  1.Develops computer code for scientific 

software packages according to defined code design specifications, both in individual assignments and in team efforts with multiple developers using state-of-the-art programming languages.2.Contributes to the code design specifications of 

scientific software packages.3.Analyzes, curates, and debugs codes written by other programmers and scientists.4.Redesigns the logic of codes written by other programmers and scientists.5.Analyzes and integrates existing commercial and 

open-source software solutions with tailored in-house software solutions.6.Programs databases according to design specifications of data models using state-of-the-art languages to access databases.7.Contributes to the formulation of data 

models.8.Integrates scientific software packages with database solutions.9.Designs and implements user interfaces to scientific software packages.10.Designs and implements web- and app-interfaces to scientific software packages.  **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SCIENTIFIC PROGRAMMER III 9339 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D5 Prof Services-Sci Pgrmer TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  M.S. in Computer 

Science, Electrical Engineering, or related field OR B.S. with demonstrated experience in software development projects.  Four (4) years post-graduation experience in software development. Job Duties  1.Oversees and contributes to the 

implementation of computer code for scientific software packages, both in individual assignments and in team efforts with multiple developers.2.Formulates code design specifications of scientific software packages using state-of-the-art 

programming languages.3.Analyzes, curates, and debugs codes written by other programmers and scientists.4.Redesigns the logic of codes written by other programmers and scientists.5.Evaluates, analyzes and integrates existing commercial 

and open-source software solutions with tailored in-house software solutions.6.Formulates data models and oversees their implementation in databases using state-of-the-art languages to access databases.7.Oversees the integration of 

scientific software packages with database solutions.8.Designs and evaluates user interfaces to scientific software packages.9.Designs and evaluates web- and app-interfaces to scientific software packages.  **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SCIENTIFIC RESEARCH WRITER 4404 N 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3E8A Prof Research-Lab Science Sr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Masters degree in 

Biology or related field of biological science, and two (2) years of related experience, including experience authoring research publications required. Ph.D. in related field preferred.   Job Duties  Develop and maintain the scientific content of a 

comprehensive, web-accessible laboratory research data archive for use by internal and third party research organizations.      Collaborate with PI's and other laboratory personnel to gather sufficient information for inclusion into the research 

database.       Research and critically evaluate internal and external primary literature and biological databases, and compile relevant information to support the work of the subject laboratory.      Coordinate the acquisition and submission of 

research data to relevant third party databases.       Assist PI's and other researchers with grant submissions, and with preparation of papers for publication.       Maintain up to date knowledge of primary research subject matter through self-

study, attendance at training seminars, etc.       Perform other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

SCIENTIFIC RESEARCH WRITER PART TIME NON EX 4404PN N 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3E8A Prof Research-Lab Science Sr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMasters degree in 

Biology or related field of biological science, and two (2) years of related experience, including experience authoring research publications required. Ph.D. in related field preferred. Job DutiesDevelop and maintain the scientific content of a 

comprehensive, web-accessible laboratory research data archive for use by internal and third party research organizations.Collaborate with PI's and other laboratory personnel to gather sufficient information for inclusion into the research 

database.Research and critically evaluate internal and external primary literature and biological databases, and compile relevant information to support the work of the subject laboratory.Coordinate the acquisition and submission of research 

data to relevant third party databases.Assist PI's and other researchers with grant submissions, and with preparation of papers for publication.Maintain up to date knowledge of primary research subject matter through self-study, attendance 

at training seminars, etc.Perform other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SCIENTIST - BY 4501 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3E8A Prof Research-Lab Science Sr RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  1.Ph.D. degree with 

major coursework in field of assignment and six (6) years of research experience in field of assignment, including at least one (1) year at level of Research Scientist or its equivalent with Ph.D. degree.2.Master's degree with major coursework in 

field of assignment and nine (9) years of research experience in field of assignment, including at least two (2) years at level of Research Scientist or its equivalent. Job Duties  1.Plans, organizes, coordinates, directs, and personally participates in 

major medical or scientific research project, including development and implementation of research protocols.  Selects key research personnel; determines specific goals or objectives to be attained; assigns and reviews work of 

subordinates.2.Reviews and analyzes resulting research data; revises techniques or approaches to work problems as indicated necessary by research data.  Compiles, writes, and submits project results to principal investigator or department 

chairman.3.Prepares or assists in preparation of research papers, reports, and abstracts for publication as one of co-authors.4.Designs, develops, or adapts equipment used in experiments or research to obtain desired results.5.Plans and 

supervises training of technicians and other laboratory personnel with respect to proper laboratory techniques, use of laboratory equipment, and safety procedures.6.Confers with industrial, governmental, or other groups concerning progress 

or results of research project.7.Supervises large group of employees engaged in performance of technical and professional work, which varies from routine to complex laboratory work tasks.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SENIOR ACCREDITATION CLINICAL COORDINATOR U5561 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3K Regulatory Compliance Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationMaster's degree and five 

(5) years experience in a hospital or clinic setting; (5) years of Accreditation, Regulatory or Compliance experience.Job DutiesWorks in collaboration with all disciplines to ensure policies, procedures, and practices are compliant with regulatory 

standards. Current working knowledge of ethical, regulatory and accreditation requirements and ability to review and validate clinical practice and policy.Assist with reviewing and evaluating the policies and procedures for compliance to 

applicable standards and regulations.Demonstrates ability to interpret accreditation standards, identify organizational gaps and able to facilitate implementation of processes to meet standards and/or close gaps. Develop appropriate action 

plan and monitoring tools to sustain compliance.Facilitates regulatory readiness review activities to ensure all accreditation requirements are met at locations assigned. Leads tracer activities among staff to ensure continuous patient readiness 

and assist with preparation for survey site visits with hospital specific administration staff. Interpersonal skills to collaborate and participate with staff, administrators and various committees to ensure and provide regulatory support and 

compliance. Maintains systematic processes for self-assessment with particular emphasis on continuous survey readiness. Works collaboratively with all departments and Functional Chapter Leaders in developing, communicating, and 

implementing effective strategies for assessment, data collection and analysis, and distribution of findings and recommendations to the appropriate individuals, committees, and departments. Meets regularly with appropriate teams to 

provide support, assess compliance, review findings, and provide guidance for improvement as needed in order to maintain continual survey readiness.Works in collaboration with all departments to ensure that all required regulatory 

submissions and follow-up, including the annual FSA/PPR, Evidence of Standards Compliance (ESC), response to TJC or CMS complaint investigations and action plans are appropriate and completed in a timely and thorough manner. 

Communicates unresolved variances or areas of continued non- compliance with Manager and/or Director of Accreditation and Policy Management as well as leadership as appropriate for follow-up and action plan.Coordinate the 

communication with respect to anticipation of future trends and changing CMS and TJC standards to advise the organization in order to allow adequate time for appropriate response. Assists and be a resource to assigned committees, 

management, and staff. Provides oversight of ongoing education and interpretation of standards and the survey process to all levels of staff.Facilitates regulatory readiness review activities to ensure all certifications and designation 

requirements are met as it applies to individual external regulatory bodies, professional associations. The liaison between the program and hospital leadership; channel of communication. Assist in planning the survey readiness rounds and in 

communicating the results. Coordinate the clinical follow up to accreditation/certification surveys and applications.Collaborates with other departments to address compliance issues and execute resolution.Lead new Accreditation Office 

software and/or project implementations. Knowledge, Skills & AbilitiesMust be able to read, write and communicate in English.Strong knowledge of Joint Commission requirements, Conditions of Participation and Texas Administrative 

Code.Computer skills including working knowledge of Epic, Word, PowerPoint and Excel.Strong communication skills both written and verbal.Working ConditionsIntermittent walking, standing, bending, turning, and stooping. Possess near 

vision acuity for accurate reading of patient data as well as work at computer for long periods.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or 

his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

SENIOR CATERING ATTENDANT U3129 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 7A1 Service-Nutri Svcs Mid Level CAMP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent required. Experience in Food Service Operation required. Customer service experience and good communication skills required.Job DutiesCompletes and maintains all job performance requirements and criteria as established in the 

Career Ladder Program and Position, Time and Duties.Maintains and promotes a positive work environment with both internal and external customers. Ability to interact with Senior Leadership and be their point of contact and liaison for 

Catering events.Assembles (light production), set up, deliver, and serve (if requested) catering requests, maintaining an on-going sense of urgency, monitoring quality standards, and following food safety procedures for delivery scheduled 

catered events.Retrieves catered deliveries at scheduled event end time, collect catering serving pieces. Cleans room and follows procedures for sanitation. Cleans and sanitizes work area and equipment at end of shift.Focuses on menu 

development with Executive Chef, trends in consumer tastes and quality issues.Reviews scheduled catering events for the day and plan delivery schedule with Catering Attendant, help prep food items as needed. Driving vehicle if needed to 

deliver caterings. Assist with floor stock as needed.Reviews CaterTrax daily for events, prints and distributes production sheets as needed.Secures pantries at end of service period. Wrap, label, date and properly store all food items in 

accordance with safe food handling techniques, practices and guidelines.Attends in-service meetings and other required training and meetings as directed.Reports defective equipment/supplies and unusual conditions to supervisor. 

Responsible for catering equipment, including weekly inventory, and tracking of missing items. Alerts Supervisor to Customer issues and Complaints, Maintains a professional demeanor and appearance.Review CaterTrax online Catering sheets, 

adjust from customers as needed. Use excel spread sheets for additional past catering information. Press Ganey at 95% or Higher.Working ConditionsGood general health and stress coping ability. Full mobility and ability to participate in 

vigorous activity. Ability to speak and hear, to follow discussions with Supervisors and peers. Possess near vision acuity for accurate reading of instructions or equipment readings and recording on designated forms, chart. Must be physically 

able to lift, support and move objects weighting up to 25 pounds, unassisted.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or 

his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SENIOR DEPARTMENTAL SYSTEMS ENGINEER 9378 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

computer related field and five (5) years experience in field directly related to operating systems and systems administration, including experience working with and maintaining multiple server hosts in a combined environment. Experience 

with project management phases and methodologies as it relates to projects and tasks. Certification in at least one relevant operating system or associated technology. May be required to submit to a federal background investigation.    Job 

Duties  Works to identify and propose innovative and creative solutions that enhance or increase the efficiency of the services provided by Information Resources to the campus community.      Performs complex network troubleshooting at the 

server host level, using associated tools, i.e. network traces.       Works with operating system security components, both with identifying potential vulnerabilities and remediating said vulnerabilities where applicable.      Analyzes and 

remediates complex problems involving server hardware, operating systems, database systems, applications or other related technologies associated with the server host system including troubleshooting hardware and software issues using 

proficiencies with the proper tools and utilities.    Works with system users and engineers to make recommendations, receive feedback and test additions and/or enhancements to the server host environment so that the systems and any 

associated/ hosted applications or virtual environments are updated, tested, developed and implemented as required.    Proposes policies for server hardware, operating system and associated storage layout and design; works in tandem with 

scientific and technical community using knowledge of future trends to produce a combined systems solution that is based on user and system engineer needs.    Installs server hardware, operating systems and associated application upgrades 

in a manner that compliments the University's computing infrastructure and maintain proper and network integrity.      Responsible for consulting with end users, application analysts and vendors as a component of leading assigned project 

efforts including the intial design and development phases, hardware/ software specifications and pricing and the follow on system design, build, configuration testing, go live and project closure tasks.   Responsible for developing 

documentation relative to assigned projects and tasks including documentation related to system testing, disaster recovery and routine system administration processes.     Perform other duties as assigned.        x          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

Senior Manager Campus Activities 3414 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1C Managerial PROF UNIV University Classified Sal Pln

SalarySalary Negotiable SummaryResponsible for assisting in the overall administration, direction, management and coordinator of the components and programs within the department and in coordination of the special events team within 

Student Life.Experience and EducationMaster's degree in sports management, recreation, physical education, or college student personnel with five years of proven experience in administering intramural and special event programs in college 

recreational setting, understanding of programming and scheduling. Excellent organizational, communication, and interpersonal skills are required. Job DutiesProvide leadership and develop cross training with special events associate director 

to develop and implement strategic planning, philosophy, policies, and processes that ensure continued growth and development.Planning and execution of facility maintenance and improvements (Student Center, Outdoor Pavilion and Tennis 

Courts and the College Commons).Provide strategic direction for departmental goals, objectives, and long-range plan.Reviewing and revising departmental policies and procedures and evaluate operational effectiveness.Overseeing internal 

controls and risk management within Student Life.Manages the hiring and training of student/part time employees.Preparing special studies and reports as needed or directed by the director.Developing, presenting, and managing 

budgets.Preparing bid specifications for major equipment and IT purchases.Manages member management (memberships, lockers, proshop, etc.) and manages and maintains the software system for the Student Center operations. 

Coordinates with Campus Solutions Team for student data.Manages and performs the AV/Media support for internal support of programs including special events.Serves as a vital team member on the planning team with Special Events for 

large scale projects such as graduation, orientation, volunteer projects, and student organization programs.Oversees and manages special projects/events as needed by the Director of Student Life.Knowledge, Skills & AbilitiesAttention to detail 

is essential as well as the ability to multi-task and effectively prioritize work. Demonstrated commitment to high professional ethical standards and a diverse workplace. Excels at operating in a fast-paced, team-oriented work environment. 

Position partners with all four schools and requires communication with department and institutional leaders. Work requires self-motivation with the ability to work effectively in a team environment. Work requires exceptional client and 

vendor management skills as well as superb customer service skills and a highly professional appearance.Work requires unimpeachable attention to detail and be self-disciplined and a multitasker.Work requires demonstrated ability to be 

extremely detail-oriented while maintaining "big picture" perspective.Work requires understanding and navigating a complicated, state-regulated purchasing environment, including developing solicitations for competitive bids to procure 

vendors and suppliers.Work requires being a team player and being able to work effectively with all individuals.Work requires being deadline-driven.Work requires some physical ability along with sitting and standing for long periods of 

time.Working ConditionsWork is performed in any UT Southwestern Pharmacy or campus building.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or 

his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SENIOR PROJECT MANAGER 1875 N 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryUnder minimal direction, provides 

project management expertise in management of one or more assigned projects.Experience and EducationBachelor's degree in related field and four years of project management/construction experience required.Master's degree and Project 

Management Certifications preferred. Related operational experience may substitute for Master's degree.Job DutiesExercises decision-making and problem-solving skills to manage portfolio of projects to include all process development 

initiatives from design to implementation. Serves as point-of-contact for the Chairman for the receipt, coordination and analytical preparation of information. Tasks include, but not limited to monitoring and maintaining all project intake 

submissions, establishment of work-flows of the Chair's Office to include all aspects directly related to the chairman's contribution to the tripartite mission of clinical care, research, and education. Ensures compliance with applicable laws, 

regulations, policies and procedures related to the Chairman. Works with the Department Administrator of his designee on best practices and tools for execution of program requirements and goals. Enables the alignment of business 

processes, clinical care/standards and research practices with institutional and national standards and provides mechanism to deliver information to staff/faculty as necessary. Recommends and develops new policies and procedures for 

improvement of program activities for the Chairman.Oversees approved Research and Academics projects to ensure they stay within budget and on schedule.Acts as a liaison to Business Affairs, Academic Affairs, and affiliated hospitals to 

ensure their goals and needs are met.Attends operational meetings to ensure that all key players/stakeholders are involved with the decision-making process to achieve goals/objectives.Communicates to executive leadership project timelines, 

budgets, changes, and/or requests additional funding requirements when needed.Expeditiously resolves issues on site and makes required decisions to keep projects on schedule or meeting budgets.Develops, cultivates, and maintains working 

relationships with internal and external agencies and other organizations and institutions associated with the Chairman's Office. May represent the Department Administrator as a liaison to Medical Directors, residents, staff, institutional and 

external departments and University administration in support of departmental goals and objectives.Partners with departments within Academic Affairs to gather required information/documentation, understand the process and sees 

projects through to completion.Works with the Provost/Dean's office on strategic space planning and/or operational needs for Research and Academics.Will independently audit departmental processes and offer recommendations to the Chair 

and Department Administrator for process improvement and efficiency. Guides department Chairs and Administrators with developing project scope of work and submittals using approved UT Southwestern procedures.Provides project status, 

information, reports to senior leadership.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment. Work requires possessing knowledge of construction processes, product application and 

building/infrastructure component assembly.Work requires contact with general contractors, designers and end users. Work requires computer skills in Microsoft Excel, Word, and Project.Work may require working supervision of staff in lower 

grade.Working ConditionsWork is performed on job sites with frequent exposure to disagreeable and/or hazardous elements such as noise, dust, radiation, noxious fumes, etc.Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SENIOR PROJECT MANAGER - OPIOID SAFETY 9807 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Senior Opioid Safety Project Manager 

will report directly to the Director of Opioid Safety within the Quality and Operational Excellence Department. Works under minimal direction to conduct investigations and provide project management expertise in management of one or more 

assigned project related to the chain of custody of controlled substances. Will have a solid understanding of data collection and data analysis related to opioids and other controlled substances that are removed for an automatic medication 

dispensing machines. Clinical experience, knowledge and utilization of process improvement tools are highly desirable. EPIC is used heavily in this role, experience with this is strongly preferred.Experience and EducationBachelor's degree in a 

related field and five (5) years of relevant experience required. Master's degree in a related field or experience in a healthcare setting preferred. Eligibility for and plans to obtain project management certification desired. Advanced degree may 

be used in lieu of years of experience.Job DutiesServes as the lead investigator for controlled substance incidents.Assists in investigation of concerns as they relate to breaks in chain of custody of controlled substance issues and assist in 

implementing appropriate courses of action, taking corrective action in situations requiring immediate intervention, and optimizing service satisfaction of patients, families, providers, and staff. Leads, facilitates, and documents pre and post 

investigation meetings.Completes and maintains complete files and documentation related to investigations.Attends scheduled case reviews and other meetings when consulted and/or appropriate.Provides controlled substance education and 

consultation to stakeholders on an ongoing bases.Define project scope, goals and deliverables that support Health System performance improvement goals; develop full-scale project plans and associated communications documents; 

communicate effectively project expectations to team members and stakeholders in a timely and clear fashion.Work closely with project owners/stakeholders on an ongoing basis; estimate resources and participants needed to achieve project 

goals. Assess needs for additional staff and/or resources and communicate recommendations to senior management.Set and continually manage project expectations with team members and other stakeholders; delegate tasks and 

responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project team in collaboration with senior management; identify and manage project dependencies and critical paths.Plan and schedule project 

timelines and milestones using appropriate tools; track project milestones and deliverables; develop and deliver progress reports, proposals, requirements documentation and presentations.Help determine the frequency and develop the 

content of status reports from the project team, analyze results and troubleshoot problem areas; proactively manage changes in project scope; identify potential crises and devise contingency plans.Define project success criteria and 

disseminate them to involved parties throughout project life cycle.Build, develop and grow any relationships vital to the success of the project.Conduct post project reviews and create recommendations report in order to identify successful 

and unsuccessful project elements.Develop best practices and tools for project execution and management.May supervise staff in performance of duties. Provides advice and guidance to other project managers and specialists.Will 

independently audit departmental processes and offer recommendations for process improvement and efficiency.Provides standard and ad hoc reports to business unit leadership as needed.Ensures compliance with applicable laws, 

regulations, policies and procedures. Develops best practices and tools for execution of program requirements and goals. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to respond to and interact with all 

stakeholders with the PACT standards.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high-volume facility.Work requires a high amplitude for emotional intelligence and crisis management.Work 

requires strong commitment to customer service.Work requires exercise of considerable judgment. Work requires possessing knowledge of construction processes, product application and building/infrastructure component assembly. Work 

requires advanced computer skills in Microsoft Excel, Word, and Project.Work may require working supervision of staff in lower grade.Working ConditionsWork is performed on job sites with frequent exposure to disagreeable and/or 

hazardous elements such as noise, dust, radiation, noxious fumes, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn 

more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.



SENIOR PROJECT MANAGER - QUALITY & OPERATIONAL EXCELLENCE 9756 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3J1 Quality Assurance-Not PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks independently to provide project 

management support to the Health System under the direction of Quality & Operational Excellence leadership. Experience and EducationBachelor's degree in Business Administration, Public Health, Management Science, Engineering, Nursing, 

Social Sciences, or similar degree with five years (5) of relevant experience. Master's degree in a related field or experience in a healthcare setting strongly preferred. Advanced degree or certification(s) may be used in lieu of years of experience. 

PMP or PgMP certification preferred.Job Duties1. In collaboration with senior management owners and stakeholders from various departments, define project scope, goals and deliverables that support Health System performance 

improvement goals; develop full-scale project plans and associated communications documents; communicate effectively project expectations to team members and stakeholders in a timely and clear fashion. 2. Review staff project plans and 

aid in execution of plans. Ensure all projects include current state analysis with operational processes and data analysis, future state creation including pilots with proven success metrics, and detailed execution.3. Work with all levels to 

understand operations, develop plans and workflow, and execute change management. Ensure communications at all levels from department chairs to clinic staff.4. Work closely with project owners/stakeholders on an ongoing basis; estimate 

resources and participants needed to achieve project goals. Assess needs for additional staff and/or resources and communicate recommendations to senior management.5. Set and continually manage project expectations with team 

members and other stakeholders; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project team in collaboration with senior management; identify and manage project 

dependencies and critical paths.6. Plan and schedule project timelines and milestones using appropriate tools; track project milestones and deliverables; develop and deliver progress reports, proposals, requirements documentation and 

presentations. Aid project managers in defining roles for each project team member to ensure all work is completed.7. Help determine the frequency and develop the content of status reports from the project team, analyze results and 

troubleshoot problem areas; proactively manage changes in project scope; identify potential crises and devise contingency plans.8. Define project success criteria and disseminate them to involved parties throughout project life cycle.9. Build, 

develop and grow any relationships vital to the success of the project. 10. Conduct post project reviews and create recommendations report in order to identify successful and unsuccessful project elements.11. Develop best practices and tools 

for project execution and management. Training staff members on these tools and best practices.12. Supervise and/or mentor staff in performance of duties. Provides advice and guidance to lower-level project managers and specialists as 

needed.13. Monitor resources and scope adherence of major initiatives and escalate any variances to Health System Leadership. Work with Health System Leadership to develop solutions to issues.14. May facilitate Health System Quality 

Assurance and Performance Improvement (QAPI) Committees or Health System-level special committees.15. Provide feedback to manager about performance of less senior project specialists and managers16. Participates in team and 

department interviews for applicants/candidates for skill set and cultural fit.17. Captures, documents and maintains institutional knowledge to aid in future endeavors.18. Performs other duties as assigned.Knowledge, Skills & AbilitiesContent 

Knowledge:Recognized within the broader organization as a true expert in a given subject area. You can provide guidance, troubleshoot and answer questions related to this area of expertiseYou consistenly demonstrate excellence in applying 

this competency across multiple projects and/or organizationsYou are an expert in risk management, resource management, and schedulingYou create new applications for and/or lead the development of reference and resource materials for 

this competencyYou are capable of coaching others in the application of this competencyYou participate in senior level discussions regarding this competencyTechnical Skills:Demonstrates competency in the Project Management Book of 

Knowledge (PMBoK)Has mastered and teaches others regarding Project Management Institute (PMI) best practices and technical Project Management toolsIndependently incorporates performance management tools and data analysis within 

his/her project(s)Anticipate cause and effect relationshipsManagerial Skills/Organizational SkillsMasterfully maintains and tracks multiple, concurrent projects and initiatives.Problem Solving/Critical ThinkingMasterfully utilize analytical skills 

for issue resolution, enhancement, and development independently.Proactively mitigate and provide creative recommendations as issues and risks arise; source solutions without compromising the quality of the project and/or team morale. 

Team Building/Relationship ManagementPromotes organizational culture that promotes team work. Encourages others to share ideas.Demonstrates tremendous knowledge of resources and helps team members who need assistance.Helps 

boost team morale when needed.Identifies barriers to effective teamwork across the Health System and works towards resolution.Achieves results in time-sensitive situations.Coaching/Mentoring/DevelopmentCoaches and develops other 

team members, acting as a source of knowledge and guidance. May supervise and ensure the quality of work performed by others.Working ConditionsThis job is majority remote with the occasional on-site presence for meetings and 

observations at department leadership's discretion.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

SENIOR PROJECT SPECIALIST - QUALITY & OPERATIONAL EXCELLENCE 9754 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3J1 Quality Assurance-Not PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under limited supervision to 

provide project management support to the Health System under the direction of Quality & Operational Excellence leadership. Experience and EducationBachelor's degree in Business Administration, Public Health, Management Science, 

Engineering, Nursing, Social Sciences, or similar degree with three years (3) of relevant experience. Master's degree in a related field or prior internship/fellowship experience in a healthcare setting preferred. Advanced degree or certification(s) 

may be used in lieu of years of experience.Job Duties1. Leads projects utilizing project management tools, techniques, and methodologies. Responsible for project management duties, which require basic understanding of, and adherence to 

principles` of project management; may perform project tasks as required by the project plan.2. Develop project plans and associated communications documents; communicate project expectations to team members and stakeholders in a 

timely and clear fashion. Responsible for development and documenting of project risks, issues, assumptions, and scope. Identifies and proposes project resourcing and keeps stakeholders updated with status reports.3. Responsible for 

performing and communicating current state assessment and document business case, workflows, and projected business results for strategic initiatives. Responsible for planning and developing future phases of project expansion.4. Monitor 

resources and scope adherence of major initiatives and escalate any variances to Health System Leadership. Work with Health System Leadership to develop solutions to issues.5. Set and continually manage expectations with team members 

and other stakeholders; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project team in collaboration with manager; identify & manage project dependencies & critical paths.6. 

Work with manager and senior management to define project success criteria and disseminate them to involved parties throughout project life cycle. Ensure projects meets Health System goals and is in line with strategy. Aids in redirecting 

projects if they move outside of scope or strategy.7. Facilitate meetings with various departments to ensure universal applications of policy. Aids in identification of risks and escalates as needed. Aids in issue resolution & alignment across the 

Health System.8. Build, develop and grow any relationships vital to the success of the project. Communicate project objectives and goals.9. Conduct post project reviews and create recommendations report in order to identify successful and 

unsuccessful project elements.10. Performs other duties as assigned.Knowledge, Skills & AbilitiesContent Knowledge:Recognized within your immediate organization as "a person to ask" when questions arise regarding areas of expertise.You 

have applied this competency to situations while needing limited guidance to perform successfully; andYou understand and can discuss the subject matter and implications of changes to processes, policies, and procedures in this 

area.Technical Skills:Incorporates Health System performance measures in his/her projectDemonstrates solid project management skillsFamiliar with performance improvement tools and healthcare topicsManagerial Skills/Organizational 

SkillsManages time and schedule for self and coordinates with project stakeholders to meet deliverable(s) expectations.Manages multiple projects and initiatives concurrently.Problem Solving/Critical ThinkingEffectively utilize critical thinking 

and problem solving skills for issue resolution, enhancement, and development with limited oversight.Team Building/Relationship ManagementInteracts with members in a tactful, pleasant, and effective way. Effective team 

player.Understands and makes effective use of team resources. Shares knowledge and ideas.Builds trust and rapport across stakeholders based on mutual dependence and understanding. Can be counted on to achieve results and meet 

deadlines.Coaching/Mentoring/DevelopmentDevelop self through self study and formal training. Fosters relationships between self and mentors. Seeks mentoring relationships as role broadens. Works with mentors on development 

opportunities. May start to provide mentoring and guidance to less experienced staff.LeadershipExhibits confidence in primary role.Communicates clearly and concisely. Assumes challenges surrounding solving critical problems and defining 

solutions.Keeps small situations from becoming big problems.Working ConditionsThis job is majority remote with the occasional on-site presence for meetings and observations at department leadership's discretion.Any qualifications to be 

considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

SENIOR REGISTERED DIETITIAN U4530 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3F2 Prof Med Services-Reg Diet ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableJob SummaryWorks under general supervision to 

provide medical nutrition therapy for patients.Experience and EducationOne (1) year experience in a healthcare settingBachelor of Science in Nutrition or DieteticsRegistered Dietician by Commission on Dietetic Registration; Licensed Dietitian in 

Texas; if awaiting examination/credentialing at time of hire, must be obtained within 6 months of hire dateAdditional Advance Certification required by one of the following: Certified Nutrition Support (CNSC), Oncology Certificate (CSO), 

Diabetes Educator (CDES), Obesity and Weight Management (CSOWM), Pediatric Nutrition (CSP), Pediatric Critical Care Nutrition (CSPCC), Sports Dietetics (CSSD), Gerontological Nutrition Certificate (CSG), Renal Certificate (CSR), or Nutrition 

Wound Care Certified (NWCC).Job DutiesCoordinates and provides individualized medical nutrition therapy for patients with consideration of any age-related factors for pediatric, adolescent, and geriatric patients. Acts as an education resource 

for students, clinics, hospital staff, other RDs and Nutrition department staff and provides feedback and guidance when appropriate. Coordinates and provides student evaluations. Communicates student and staff issues/performance to 

department/program director/clinical manager as appropriate.Supports relevant committees and/or programs as assigned. Including planning, rounding, participating, coordinating, and follow up for aspects of the committee.Demonstrates 

knowledge of complications associated with medical/surgical procedures, and effectively identifies predictable problems and plans for the provision of patient care. Assesses learning needs of all patients and provides appropriate education as 

a component of the nutrition care plan.Collaborates with other members of the healthcare team to complete nutrition consultations. Attends meetings/conferences with medical team, nursing, clinics, social services, and other allied health 

professional personnel concerning patient care and Nutrition department initiatives.Actively works on process improvement, data collection, and research related to Clinical Nutrition and overall Nutrition department initiatives and also in 

support of the Nutrition Support Committee.Programs and audits as needed or directed the Health Touch Patient Nutrition Software Tool and the Epic interface, if applicable. Notifies the diet office of new diet requirements or of changes to 

diets as needed.Maintains established department productivity standards. Documents all relevant aspects of nutritional care for patients in accordance with departmental standards.Attends continuing education programs to remain current in 

the field. Regularly updates knowledge of assessment techniques and regulations appropriate to the age of patients served.Edits, tracks, writes, and maintains established new department policies, procedures, objectives, and performance 

improvement projects. Maintains established objective and performance improvement monitors by maintaining appropriate records, environment, reviews of staff/data, reports, and statistics to achieve Joint Commission/Clinical Gold Check 

standards.Plans, develops, and conducts formal and informal educational nutrition programs for medical and nursing staff and students. Is actively involved in department, community, and retail programs.Provides support and direct 

participation in patient satisfaction to influence the Press Ganey scores for the Nutrition Services departmentPerforms other duties as assigned.Knowledge, Skills, & AbilitiesWork requires knowledge to accurately assess nutritional status.Work 

requires ability to provide appropriate medical nutrition therapy.Work requires computer skills. Work requires effective communication skills.Work requires ability to use hands to key, handle, or feel.Work requires ability to walk and lift up to 

10 pounds.Work requires ability to read, write, and understand English.Work requires ability to apply arithmetic, mathematical reasoning and analyze data and/or report information.Work requires ability to develop and implement new goals 

or plans.Working ConditionsWork is performed primarily in an office setting.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or 

his/her designee.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status.

SENIOR SIMULATION OPERATION SPECIALIST 1675 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3B17

Prof Technologist-Spec Tech 

Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Senior Simulation Operation 

Specialist is responsible for oversight in collaboration with the simulation team and leadership of the operations of the simulation program at UT Southwestern Medical Center.Experience and EducationRequiredAssociate's degree in a related 

field and a minimum of 5 years of healthcare simulation experience required. Additional years of experience may be considered in lieu of minimum requirements.Current American Heart Association Basic Life Support (BLS) Certification 

required (must be current at all times)Certified HealthCare Simulation Operations Specialist (CHSOS) PreferredCertified HealthCare Simulation Operations Specialist- Advanced (CHSOS- A) certification preferred.TeamSTEPPS Master Trainer 

Certification Experience as an EMT, Paramedic, Registered Nurse, Licensed Vocational Nurse, Anesthesia Technician, AV field or healthcare technologist preferred. Additional years of healthcare simulation experience will be considered in lieu of 

this preference. Job DutiesCreates and maintains an atmosphere of mutual respect and professionalism to ensure psychological safety for learners within the program.Maintains a commitment to professionalism /role models behaviors of 

professionalism for all team and individual interactions. Interacts with multiple disciplines to create trusting relationships across the healthcare organization and as appropriate, the healthcare industry.Provides leadership in simulation 

operations and technology.In collaboration with the simulation team, advises and presents to faculty/stakeholders simulation methodology, technology, and best practices with a focus on standardization and efficiencies to improve teamwork 

and communication to support patient safety.Develops, implements, delivers, and provides sustainment of various immersive multi-disciplinary learning opportunities and programming. Develops and collaborates in the design of education 

based on educational standards, evidence-based practice, and UT Southwestern Medical Center policy.Provides teaching, facilitation and/ or debriefing of teamwork and communication simulation sessions in collaboration with the simulation 

team. Advances, supports, and promotes simulation use across campus Develops and supports hybrid simulation events using low-fidelity manikins, high-fidelity manikins, and standardized patients.Advances, supports, and leads team 

simulation research projects and utilizes current research findings in simulation to promote best practices in simulation design and operations. In conjunction with the clinical simulation team, develops/coordinates training plans related to 

initial and ongoing educational programs that are congruent with organizational missions, values, and goals.In conjunction with the clinical simulation team as well as applicable unit faculty and staff, assists and provides recommendations in 

the development of scenarios in simulation to ensure validity and realism for the teaching of learners. Evaluates the effectiveness of the simulation program using a variety of assessment tools.Evaluates patient environments, equipment, and 

education gaps during simulations to identify safety threats and provide feedback to leadership for improvement.Identifies opportunities for improvement, innovation, and development of initiatives for the integration of simulation in clinical 

operations. Develops evidence-based educational materials and adjust content and teaching strategies appropriate to learner needs as appropriate for the simulation program. Aids in the prospective error proofing of our healthcare system 

through simulation; serving as a corrective action tool for RCA work, identifying latent safety threats, assisting in the remedy of gaps/near misses related to team communication, crisis resource management knowledge, skills, and attitudes 

identified.Responsible for maintenance, operations and supplies of simulators and equipment used in the programSupports the state-of-the-art educational and research missions of the institution.May provide mentorship, and/or train 

staff.With minimal guidance, communicates effectively with internal and external audiences, including presentation to leadership groups and committees.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge 

of simulation education, technologies, and application.Work requires knowledge of computer hardware equipment and software applications relevant to simulator functions. Proficiency in Windows operating systems, wired and wireless 

networks, database creation and use.Work requires knowledge of medical terminology or experience in a health care setting required: EMT or EMT-P certification a plus. Work requires the ability to assess, trouble shoot and fix equipment 

failures in a timely fashion. Work requires the ability to work with internal and external individuals from different disciplines and different levels of training. Work requires self-motivated with the ability to work effectively in a team 

environment. Work requires strong organizational, technical and communication skills.Work requires flexibility and adaptability in dynamic environment.Work requires knowledge of course development and education methodology 

preferred.Work requires demonstration of knowledge of adult teaching principles and their application.Work requires the ability to effectively assess and prioritize educational and clinical skill needs.Work requires the ability to work with 

internal and external individuals from different disciplines and different levels of training.In conjunction with simulation team and leadership, have working knowledge of hospital and institutional policies and procedures. Work requires high 

emotional intelligence Working ConditionsWork is performed primarily in hospital and in ambulatory patient care setting or in simulation center.Any qualifications to be considered as equivalents in lieu of stated minimum require prior 

approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

SERGEANT 6320 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 1D Supervisor CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Required1.  At the 

time the promotional process is undertaken, the applicant must have accrued a minimum of sixty (60) credit hours or an Associate's Degree from an accredited institution of higher education; have three years' satisfactory service as a 

commissioned UTSP officer or two years; UTSP service in combination with one year's honorable service in another full service law enforcement agency as a full time commissioned peace officer; must possess an Intermediate Certification from 

the Texas Commission on Law Enforcement Officer Standards and Education at the time the promotional examination is taken.  Must hold Peace Officer Commission issued by the University of Texas System.  Must possess a valid Texas driver's 

license not subject to suspension and must be eligible to drive a motor vehicle owned or leased by the University of Texas System.  Must successfully complete minimum six (6) month probationary review period immediately following date of 

promotion.  Must successfully pass an approved promotional process administered by the Director of Police, or designee.2.  At the time the promotional examination is taken, applicant must have three years' experience as commissioned 

police officer with the University of Texas System Police or two year's UTSP service and one year's service in another full service law enforcement agency as a full time commissioned officer immediately preceding the date of the examination.3.  

All offers of employment are contingent upon a verified negative drug screen.PreferredPossess Instructor Certification from Texas Commission on Law Enforcement Officer Standards and Education; possess a Bachelor's degree.Four (4) years 

experience as commissioned police officer, which includes at least two (2) years of experience as a commissioned police officer at a University of Texas System Police Department. Job Duties  1.  Supervises and participates in the policing of the 

property of UT Southwestern.2.  Preserves the peace by use of all lawful means, interceding without warrant when authorized by law to prevent or suppress crime.3.  Executes all lawful process.  Gives notice to magistrate of offenses 

committed within the areas under control and jurisdiction of The University of Texas System. Arrests offenders without warrant where authorized by law.4.  Investigates all criminal offenses to detect and arrest criminals and to recover lost or 

stolen property. Attempts to locate missing persons.5.  Detects violations of Transportation Code, makes violator contacts, and places violators in custody or issues citations or warnings.  Investigates motor vehicle collisions.6.  Enforces Rules 

and Regulations of Board of Regents; provides service, information and direction to students, employees and visitors.7.  Writes reports, analyzes workloads, and plans work schedules.8.  Ensures conformance to policies and procedures by 

checking monitoring quality of subordinate performance.9.  Keeps staff informed of changes in departmental policies and regulations and legal interpretation.10.  Provides first line supervision.11.  Monitors police officers and guards on 

assignments, reviewing, analyzing, evaluating, and correcting performance.12.  Conducts formal and informal training for continual development of police officers.13.  Confers with local law enforcement agencies on matters of mutual 

concern.14.  Screens employment applications to determine eligibility.15.  Performs office and administration tasks.16.  Conducts surveillance, internal and background investigations.17.  Executes court orders and serves warrants.18.  Testifies 

in court and before Grand Juries.19.  Conducts criminal investigations.20.  Manages initial responses to critical incidents.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

SERGEANT 6320PD 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 1D Supervisor CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Required1.  At the 

time the promotional process is undertaken, the applicant must have accrued a minimum of sixty (60) credit hours or an Associate's Degree from an accredited institution of higher education; have three years' satisfactory service as a 

commissioned UTSP officer or two years; UTSP service in combination with one year's honorable service in another full service law enforcement agency as a full time commissioned peace officer; must possess an Intermediate Certification from 

the Texas Commission on Law Enforcement Officer Standards and Education at the time the promotional examination is taken.  Must hold Peace Officer Commission issued by the University of Texas System.  Must possess a valid Texas driver's 

license not subject to suspension and must be eligible to drive a motor vehicle owned or leased by the University of Texas System.  Must successfully complete minimum six (6) month probationary review period immediately following date of 

promotion.  Must successfully pass an approved promotional process administered by the Director of Police, or designee.2.  At the time the promotional examination is taken, applicant must have three years' experience as commissioned 

police officer with the University of Texas System Police or two year's UTSP service and one year's service in another full service law enforcement agency as a full time commissioned officer immediately preceding the date of the examination.3.  

All offers of employment are contingent upon a verified negative drug screen.PreferredPossess Instructor Certification from Texas Commission on Law Enforcement Officer Standards and Education; possess a Bachelor's degree.Four (4) years 

experience as commissioned police officer, which includes at least two (2) years of experience as a commissioned police officer at a University of Texas System Police Department. Job Duties  1.  Supervises and participates in the policing of the 

property of UT Southwestern.2.  Preserves the peace by use of all lawful means, interceding without warrant when authorized by law to prevent or suppress crime.3.  Executes all lawful process.  Gives notice to magistrate of offenses 

committed within the areas under control and jurisdiction of The University of Texas System. Arrests offenders without warrant where authorized by law.4.  Investigates all criminal offenses to detect and arrest criminals and to recover lost or 

stolen property. Attempts to locate missing persons.5.  Detects violations of Transportation Code, makes violator contacts, and places violators in custody or issues citations or warnings.  Investigates motor vehicle collisions.6.  Enforces Rules 

and Regulations of Board of Regents; provides service, information and direction to students, employees and visitors.7.  Writes reports, analyzes workloads, and plans work schedules.8.  Ensures conformance to policies and procedures by 

checking monitoring quality of subordinate performance.9.  Keeps staff informed of changes in departmental policies and regulations and legal interpretation.10.  Provides first line supervision.11.  Monitors police officers and guards on 

assignments, reviewing, analyzing, evaluating, and correcting performance.12.  Conducts formal and informal training for continual development of police officers.13.  Confers with local law enforcement agencies on matters of mutual 

concern.14.  Screens employment applications to determine eligibility.15.  Performs office and administration tasks.16.  Conducts surveillance, internal and background investigations.17.  Executes court orders and serves warrants.18.  Testifies 

in court and before Grand Juries.19.  Conducts criminal investigations.20.  Manages initial responses to critical incidents.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

SERVICENOW ADMINISTRATOR 9999 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryPosition will be expected to maintain 

issues related to ServiceNow production instance. Resolve incidents and administrative tasks, like granting and revoking access, configure reports monitor the health and usage of the platform applications, coordinating upgrades, 

creating/updating testing scripts as needed for a successful upgrade, key user sign off, perform log analysis, performance monitoring, integration monitoring, and problem investigations.Experience and EducationBachelor's degree in business 

administration, computer science, or other related field (or equivalent work experience). Three (3) years of ServiceNow administration or related field. Solid understanding of ServiceNow platform concepts, including forms, workflow, business 

rules, and business rules and integrations. At least one (1) year of IT experience. ServiceNow Certified System Administrator (CSA) certification is required.Job DutiesResolve incidents reported in ServiceNow queue.Manages system security: 

user/group access, administration, access control lists.Maintain health, usage, and overall compliance of ServiceNow and its applications.Assists in building and maintaining internal technical documentation, manuals, policies, and 

processes.Understands how ServiceNow can enable the client to become more efficient and configure the platform to achieve measurable benefits.Coordinates and performs application and platform upgrades and create/perform useful UNIT 

testing.Creates/Runs Automated Testing Framework (ATFs) tests.Develops systems integrations and process automation as needed.Configures and maintains SLA, catalog items and their associated workflows.Supports, administers, and 

maintains the ServiceNow platform and associated applications.Works closely with Information Resources (IR) and business partners to configure and improve core platform capabilities in accordance with ITIL best practices.Engages customers 

and creates relationships with customers and stakeholders.Liaison with ServiceNow vendor for support of application modules.Escalates platform related issues (capacity, non-compliance to best practice, etc.) to management.Provides after-

hours and on-call support to all high level, escalated Service Desk issues, as needed. Performs other duties as assigned.Knowledge, Skills & AbilitiesExperience working as a ServiceNow administrator (ITIL certification preferred but not 

required).Willing to become ITIL IV certified is a requirement within the first 6 months of employment.Experience with Performance Analytics in creating reports and dashboards.Excellent analytical and problem-solving skills.Experience 

identifying business objectives and developing outcome focused solutions.Experience working within an ITIL framework or similar operating model.Comfortable self-directing and prioritizing your own work.Excellent communication skills, with 

the ability to effectively interact with cross-functional teams and end users.Demonstrated project development and leadership skills.Working ConditionsWork is performed primarily in a hybrid working environment. Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status or veteran status.

SERVICENOW ARCHITECT 9893 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryPosition will be responsible for 

overseeing and managing the Service Now Platform roadmap and assisting with demand management and use of the functionality available in the platform. The architect will be focused on the database and design of the overall application, 

data integrity, integrations, gathering requirements, designing, developing, and implementing solutions with the Service Now team to provide a cohesive user experience within all modules. This position will work strategically across all teams 

and modules and will require presentation skills, including creating presentation materials for governance and steering committees.Experience and EducationBachelor's degree in business administration, computer science, or other related field 

(or equivalent work experience). Eight to ten (8-10) years of IT experience with at least five (5) years of ServiceNow development and solution architecture experience. Job DutiesAble to engage and create relationships with customers and 

stakeholders.Liaison with Service Now vendor for all applicable modules.Liaison and consult with IT Service Management Center of Excellence to ensure alignment with platform best practices and organizational service management 

roadmap.Coordination with Service Now for educating the technical team on new platform capabilities.Design integration patterns for external integrations.Design and maintain platform architecture (MID servers, discovery, ITSM, ITOM, SPM, 

ITAM SecOps modules).Define platform management policy:Develop best practicesUpgrade/patching guidelinesCode quality checksRelease calendarIntegration architectureTrack platform development and administration activities:Resolve 

ServiceNow platform ticketsImplement backlog as per priority and service leads' needsProvide ServiceNow skilled resources for strategic initiativesMaintain platform health (performance and security)Present architectural point of view for 

strategic initiatives such as upgrades, new module implementation, custom solutions.Provide coaching and oversight to ServiceNow developers and administrators.Coordinate with service leads for technical/architectural consultation.Escalate 

platform related issues (capacity, non-compliance to best practice, etc.) to management.Ensure execution excellence solution lifecycles using tools and best practices for organizing work assignments, ensure testing validations, establishing 

deadlines, and monitoring progress.Provide after-hours and on-call support to all high level, escalated Service Desk issues, as needed. Assist in maintaining the status of existing integrations by mentoring ServiceNow team in monitoring errors, 

performing root cause analysis, and implementing fixes or precautionary enhancements. Create and maintain technical documentation on projects, integrations, system, and data flow.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesExperience working as a ServiceNow architect lead (ServiceNow implementation specialist or developer certification is a plus).Hands on experience in defining integrations and data modeling.Technical knowledge of following areas: Java, 

HTML, JavaScript, Webservices, LDAP active directory, Networking, and database administration.Experience identifying business objectives and developing outcome focused roadmaps.Experience with Agile software development.Experience 

working within an ITIL framework or similar operating model.Comfortable self-directing and prioritizing your own work.Excellent written and verbal communication skills.Working ConditionsWork is performed in hybrid working 

environment.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.



SERVICENOW DEVELOPER 9887 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryPosition will be expected to design, build 

and test ServiceNow requirements across modules (such as ITSM, CMDB, SPM, Assets) and more. The developer will also assist with documentation, user stories and communication during meetings and presentations. The developer should 

have a good understanding of the SDLC lifecycle and hands on experience working in an agile scrum environment. They should possess good analytical skills for effective design, build and unit testing. The developer must have experience with 

Service Now upgrades and the patching process and assist with keeping the MID server current and functional. This position will work with the ServiceNow team, the ITSM team and strategically across teams and modules for Service Now and 

will require communication skills, above average writing skills and strong analytical skillset.Experience and EducationBachelor's degree in business administration, computer science, or other related field (or equivalent work experience). Eight 

to ten (8-10) years of IT experience with at least five (5) years of ServiceNow development.Job DutiesAble to engage and create relationships with team members, customers, and stakeholders.Create detailed design documents, perform 

development, unit test, work with Architect.Backlog grooming, including documentation of enhancement requirements and effort estimates.Create detailed designs, perform development, unit test, fix reported defects in agile development 

methodology.Develop, Install, and modify ServiceNow applications, workflows, forms, lists, business rules, scripts.Build Service Catalogs including workflows.Participate in workshops and provide technical inputs, conduct show back sessions 

and training sessions. Update and maintain a comprehensive unit testing protocol for ServiceNow instance deployment and upgrades.Create and maintain system design and operations documents.Previous experience with building 

integrations with REST or SOAP API's.Resolve escalated incidents by platform administrators.Problem investigation, root cause analysis and fixing the root cause. Change implementation (packaging the code, implementation plan input and 

deployment support).Post deployment transition to platform administrators.Configure and run discovery tools. Resolve CMBD quality issues, make suggestions for changes to CMDB.Design and maintain platform architecture, while adhering 

to platform development standards for the following modules, including, but not limited to: HRSD, Employee Center, MID servers, discovery, ITSM, ITOM, SPM, ITAM SecOps.Hands on experience with flow designer and Integration 

Hub.Excellent analytical and critical thinking skills.Performs other duties as assigned.Knowledge, Skills & AbilitiesExperience working as a ServiceNow developer (ServiceNow implementation specialist or developer certification is a plus).Hands 

on experience in defining integrations and data modeling.Technical knowledge of the following areas: Java, HTML, JavaScript, HTML, XML, LDAP active directory, Networking, and database administration.Experience identifying business 

objectives and developing outcome focused solutions.Experience with Agile software development.Experience working within an ITIL framework or similar operating model.Comfortable self-directing and prioritizing your work with the Service 

Now Architect.Excellent written and verbal communication skills.Working ConditionsWork is performed primarily in a hybrid working environment. Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As 

an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SHEETMETAL WORKER 5282 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation, vocational school, or GED equivalent and three years of skilled or journeyman level experience as sheet metal worker.    Job Duties  Constructs or repairs all types of equipment and building parts made of sheet metal, including 

material of stainless steel, copper, brass, aluminum or other metals.      Fabricates and installs duct work involving transitions, connections, seams, and joints, on ventilation and exhaust machinery and in registers, grills, or other outlets.      

Constructs ventilation hoods, vents, pans, machine guards and other items as needed.       May perform welding of different types of metals.        May design ductwork to meet CFM as required for HVAC system.        Performs other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SHEETMETAL WORKER SR 5281 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 6D1 Maintenance/Craft-Skilled Sr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

high school, vocational school, or GED, certification as a Welder, and five (5) years skilled or journeyman level experience as sheet metal worker. Job Duties  1.  Performs journeyman level work fabricating and installing all types of sheet metal 

using appropriate equipment.2.  Responsible for journey level work in constructing and maintaining items fabricated with galvanized, stainless, bronze, copper, and/or brass sheet materials.3.  Fabricates, installs or repairs air-duct, vents, 

downspouts, exhaust systems and hoods, mechanical system components, containers, filing cases, lockers, counters, and other related equipment, structures, or objects.4.  Operates sheet metal forming machines, shears, brakes, folders, 

bending rolls, cotters, crimpers, punches, drill presses, and a variety of hand tools.5.  Operates soldering and welding equipment in the fabrication or repair of sheet metal equipment, structures, or objects.6.  Performs duties of supervisor in 

their absence.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SIMULATION CLINICAL OPERATION SPECIALIST 1649 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H32 Prof Services-Clinic Simulat PROF UNIV University Classified Sal Pln

SummaryThe Simulation Clinical Operation Specialist does the clinical operations of the simulation program at UT Southwestern Medical Center. SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which 

authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationRequiredAssociate Degree in Nursing, paramedic, engineering, or other related field. A minimum of 3 years' of related 

applicable experience.Basic Life Support (BLS) certification , course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required.Preferred1. Bachelors of Science in a healthcare related field. 2. Previous experience 

in education working with the adult learners. 3. Advanced Cardiac Life Support (ACLS) certification preferred.Job DutiesInteracts with multiple disciplines to create trusting relationships across the healthcare industry.Provides leadership in 

simulation operations and learning objectives.Develops, implements, delivers, and provides sustainment of various immersive multi-disciplinary learning opportunities and programming. Aids in the prospectively error proofing our healthcare 

system through the in-situ simulation; identifying latent safety threats, assisting in the remedy of gaps/near misses related to crisis resource management knowledge, skills, and attitudes identified by the institutional Code Blue Committee, 

Process Improvement Committee(s), Regulatory and Safety Committee(s), and executive leadership.Supports the state-of-the-art educational and research missions of the institution.In conjunction with Sr. Simulation Operations Specialist, 

develops/coordinates education plans related to initial and ongoing educational programs that are congruent with organizational missions, values, and goals.In conjunction with Sr. Simulation Operations Specialist as well as unit faculty and 

staff, assists in the development of scenarios in simulation for the teaching of learners.Assists with teaching and debriefing of simulation sessions.Creates and delivers presentations regarding simulation.Develops evidence-based educational 

materials and adjusts content and teaching strategies appropriate to learner needs.Evaluates the effectiveness of simulation program using a variety of assessments tools.Evaluates patient environments, equipment and education gaps during 

simulations to identify safety threats and provides feedback to supervisors and managers for improvement.Assists in the design of education based on educational standards, evidenced based practice and UT Southwestern Medical Center 

policy.Creates and maintains an atmosphere of mutual respect and professionalism, and ensures learner and staff confidentiality within the program.Supports team simulation research projects and utilizes current research findings in 

simulation to promote best practices in simulation design and operations.Supports and promotes simulation use across campus.Performs other duties as assigned.Knowledge, Skills, and AbilitiesWork requires self-motivated with the ability to 

work effectively in a team environment. Work requires strong organizational and communication skills.Work requires flexibility and adaptability in dynamic environment.Work requires knowledge of course development and education 

methodology preferred.Demonstrates knowledge of adult teaching principles and their application.Ability to effectively assess and prioritize educational and clinical skill needs.Work requires the ability to work with internal and external 

individuals from different disciplines and different levels of training.In conjunction with the Sr. Simulation Operations Specialist and leadership, have working knowledge of hospital and institutional policies and procedures. Working 

ConditionsWork is performed primarily in hospital and in ambulatory patient care setting.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SIMULATION CLINICAL OPERATIONS SR 1677 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H32 Prof Services-Clinic Simulat UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Senior Simulation Clinical Operation 

Specialist is responsible for oversight in collaboration with simulation team and leadership of the clinical operations of the simulation program at UT Southwestern Medical Center. Experience and EducationCertification/Licensure:Current 

American Heart Association Basic Life Support (BLS) Certification required, and American Heart Association Advanced Cardiac Life Support (ACLS) Certification required (maintain both current at all times).Employee must have one of the 

following requirements:Bachelor of Science with a minimum of 3 years health care simulation experience. Bachelor of Science with minimum 5 years' experience in healthcare.Bachelor of Science with a minimum of 5 years' experience working 

in an adult care setting. PreferredTeamSTEPPS Master Trainer Certified Certified HealthCare Simulation Operations Specialist (CHSOS/CHSOS-A) or Certified Healthcare Simulation Educator (CHSE).Additional patient safety and/or quality 

certifications may be considered in lieu of CHSOS/CHSE.Previous experience in education working with the adult learner.Current valid license as a Registered License as a Registered Nurse through the Texas Board of Registered Nursing or 

similar clinical experience.American Heart Association Advanced Cardiac Life Support (ACLS) instructor card or willingly to obtain within 120 days of employment. Job DutiesCreates and maintains an atmosphere of mutual respect and 

professionalism to ensure psychological safety for learners.Maintains a commitment to professionalism /role models behaviors of professionalism for all team and individual interactions. Interacts with multiple disciplines to create trusting 

relationships across the healthcare organization and as appropriate the healthcare industry.With minimal guidance, communicates effectively with internal and external audiences, including presentation to leadership groups and 

committees.Aids in the prospective error proofing of our healthcare system through simulation; serving as a corrective action tool for RCA work, identifying latent safety threats, assisting in the remedy of gaps/near misses related to team 

communication, crisis resource management knowledge, skills, and attitudes identified.Provides leadership in clinical simulation operations by creating/ selecting appropriate scenarios and modalities as appropriate to meet learning objectives 

in collaboration with simulation team to include hybrid simulation events using low-fidelity and high-fidelity manikin and standardized patients.In collaboration with the simulation team, advises and presents to faculty/stakeholders 

simulation methodology and best practices with a focus on standardization and efficiencies to improve teamwork and communication to support patient safety.Develops, implements, delivers, and provides sustainment of various immersive 

multi-disciplinary learning opportunities. Supports the state-of-the-art educational and research missions of the institution.Collaborates with stakeholders in the development of scenarios in simulation for the teaching of learners based on 

educational standards, evidenced based practice and UT Southwestern Medical Center policy.May provide mentorship and/ or train staff.In conjunction with the simulation team, develops/coordinates training plans related to initial and 

ongoing educational programs that are congruent with organizational missions, values, and goals.In conjunction with the simulation team as well as applicable unit faculty and staff, assists and provides recommendations in the development 

of scenarios in simulation to ensure validity and realism for the teaching of learners. Provides teaching, facilitation and/ or debriefing of teamwork and communication simulation sessions in collaboration with simulation team.Develops 

evidence-based educational materials and adjusts content and teaching strategies appropriate to learner needs as appropriate for simulation program.Evaluates the effectiveness of simulation program using a variety of assessments 

tools.Evaluates patient environments, equipment, and education gaps during simulations to identify safety threats and provides feedback to leadership for improvement.Develops and collaborates in the design of education based on 

educational standards, evidenced based practice and UT Southwestern Medical Center policy.Advances, supports, and leads team simulation research projects and utilizes current research findings in simulation to promote best practices in 

simulation design and operations.Advances, supports, and promotes simulation use across campus.Identifies opportunities for improvement, innovation & development of initiatives for the integration of simulation into clinical operations. In 

collaboration with the simulation team, partner with content experts to implement and facilitate simulated based training through the development of clinically relevant scenarios and process improvement activities.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires self-motivated with the ability to work effectively in a team environment. Work requires strong organizational and communication skills.Work requires flexibility and adaptability in dynamic 

environment.Work requires knowledge of course development and education methodology preferred.Work requires demonstration of knowledge of adult teaching principles and their application.Work requires the ability to effectively assess 

and prioritize educational and clinical skill needs.Work requires the ability to work with internal and external individuals from different disciplines and different levels of training.Work requires knowledge of medical terminology or experience in 

a health care setting required: EMT or EMT-P certification a plus. Work requires high emotional intelligence In conjunction with simulation team and leadership, have working knowledge of hospital and institutional policies and procedures. 

Working ConditionsWork is performed primarily in hospital and in ambulatory patient care setting.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

SIMULATION OPERATION SPECIALIST 1635 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H32 Prof Services-Clinic Simulat PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Simulation Operation Specialist 

performs the operations of the simulation program at UT Southwestern Medical Center. Experience and EducationRequiredAssociate's degree in a related field and 18 months healthcare simulation experience required. Additional years of 

experience may be considered in lieu of minimum requirements.Current American Heart Association Basic Life Support (BLS) Certification may be required based upon area of work. If work area requires BLS, must obtain certification within 

sixty (60) days of hire. PreferredCertified Healthcare Simulation Operations Specialist (CHSOS) certification Experience as an EMT, Paramedic, Registered Nurse, Licensed Vocational Nurse, Anesthesia Technician, AV field or healthcare 

technologist.American Heart Association Advanced Cardiac Life Support (ACLS) Certification Job DutiesCreates and maintains an atmosphere of mutual respect and professionalism to ensure psychological safety for learners within the 

program.Maintains a commitment to professionalism /role models behaviors of professionalism for all team and individual interactions. Interacts with multiple disciplines to create trusting relationships across the healthcare industry.Provides 

leadership in simulation operations and technology.In collaboration with the simulation team, develops, implements, delivers, and provides sustainment of various immersive multi-disciplinary learning opportunities and programming. In 

collaboration with the simulation team, develops and supports hybrid simulation events using low-fidelity manikins, high-fidelity manikins and standardized patients.Aids in the prospective error proofing of our healthcare system through 

simulation; serving as a corrective action tool for RCA work, identifying latent safety threats, assisting in the remedy of gaps/near misses related to team communication, crisis resource management knowledge, skills, and attitudes 

identified.In conjunction with the clinical simulation team as well as applicable unit faculty and staff, assists and provides recommendations in the development of scenarios in simulation to ensure validity and realism for the teaching of 

learners. In collaboration with the simulation team, evaluates patient environments, equipment, and education gaps during simulations to identify safety threats and provide feedback to leadership for improvement.Supports the state-of-the-

art educational and research missions of the institution.May provide mentorship, and/or train staff Develops technical proficiency with all aspects of the operation, maintenance, support, trouble-shooting, and repairs.Responsible for 

maintenance, operations and supplies of simulators and equipment used in the programAdvances, supports and promotes simulation use across campus. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge 

of patient simulation education, technologies, and application.Work requires knowledge of computer hardware equipment and software applications relevant to simulator functions. Proficiency in Windows operating systems, wired and 

wireless networks, database creation and use.Work requires knowledge of medical terminology or experience in a health care setting required: EMT or EMT-P certification a plus. Work requires the ability to assess, trouble shoot and fix 

equipment failures in a timely fashion. Work requires the ability to work with internal and external individuals from different disciplines and different levels of training. Work requires self-motivated with the ability to work effectively in a team 

environment. Work requires strong organizational, technical and communication skills.Work requires flexibility and adaptability in dynamic environment.Work requires knowledge of course development and education methodology 

preferred.Work requires the ability to work with internal and external individuals from different disciplines and different levels of training.In conjunction with simulation team and leadership, have working knowledge of hospital and 

institutional policies and procedures. Work requires high emotional intelligence Working ConditionsWork is performed primarily in hospital and in ambulatory patient care setting or in the simulation center.Any qualifications to be considered 

as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SIMULATION SYSTEMS ARCHITECT 9456 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Simulation Center Systems Architect 

(SCSA) is an essential role for Systems and Operations teams of the UT Southwestern Simulation Center. Reporting directly to the Assistant Vice President Academic Information Systems and embedded in the Simulation Center under 

supervision by the Simulation Center (SIM Center) Director of Operations; the SIM Center Systems Architect will provide support for all audio-visual technology; SimCapture system, control and recording systems; simulators; database 

management; and related instructional technology within the SIM Center. The SIM Center Systems Architect is responsible for the maintenance (trouble shooting, testing, repair, and replacement) and operation of all audiovisual, simulator, 

and other IR equipment (and related devices and peripherals). Experience and EducationRequiredBachelor's degree in computer field (or simulation, systems, or other types of engineering.)Five (5) year's experience in field directly related to 

operating systems and systems administration, including experience working with and maintaining multiple server hosts in a combined environment.Experience with project management phase and methodologies as it relates to assigned 

projects and tasks.Certification in at least on relevant operating system or associate technologyPreferredMaster's degree in Technology or health related field or equivalent in education and experience.One to two years' experience working in 

health care simulation or similar academic environment.Previous experience with simulation audio visual software.Experience with being a liaison from a host of stakeholders and respective simulation vendors.Job DutiesWorks with current, 

commercial grade server hardware both for physical and hosted environments. Works to identify, architect, develop, and propose innovative and creative technology systems or solutions that enhance or increase the efficiency of the services 

provided by the Simulation Center to the campus community. This includes the standardizing the design and automation of system deployments, where plausible.Perform network troubleshooting at the server host level, using associated 

tools, i.e. network traces.Works with server hosts running in a combined directory services environment and handles associated have/folder/file configurations and rights assignments.Works with operating system security components, both 

with identifying potential vulnerabilities and remediating said vulnerabilities where applicable.Develop seamless and integrated monitoring and support toolsAnalyzes and remediates problems involving simulation hardware, operating 

systems, database systems, applications or other related simulation technologies associated with the server host system. This includes troubleshooting hardware and software issues using proficiencies with the proper tools and utilities.Works 

under the direction of the Simulation Center Director of Operations with system users and engineers to make recommendations, receive feedback and test additions and/or enhancements to the simulation environment so that the systems 

and any associated/host applications or virtual environments are updated, tested, developed, and implemented as required.Function as team lead and Tier III engineer for the technology infrastructure and systems teams that support 

platforms that provide technology services to the Simulation Center. These systems may include identity and access management, authentication services, distributed computing, operating system support, network attached storage, and other 

enterprise technologies.Perform architectural reviews for new system implementations and integrations.Research and evaluate new technologies that transform and improve the technical environmentProposes policies for server hardware, 

operating system and associated storage layout and design; works in tandem with scientific, academic, simulation team, and technical community using knowledge of future trends to produce a combined systems solution that is based on 

user, learner, and system engineer needs. Installs hardware, operating systems, and associated application upgrades, in a manner that maintains proper system integrity. Responsible for consulting with end users, application analysts, learners, 

and vendors as a component of leading assigned project effort design and development and under the direction of the Simulation Center Director of Operations and Assistant Vice President Academic Information Systems. This includes the 

initial phases , hardware/software specifications and pricing and follow on system design, build, configuration testing, disaster recovery and routine systemManages the integration and maintenance of simulation and audio/visual equipment 

including simulators, virtual reality, medical devices, and surrounding equipment.Ensures that all audio video equipment (e.g., displays monitors, controls panels, projectors, computers, associated wiring, related devices peripherals, and so 

forth) are in good working order before the start of all activities.Provides on demand technical support and equipment troubleshooting for faculty, staff, students learners, and presenters using SIM Center space.Tests and maintains all audio 

video equipment in SIM Center space, including making necessary repairs or, in consultation with the Director of Operations and Assistant Vice President Academic Information Systems, arranging for repair or replacement by outside 

vendors.Design and implement high availability solutions based on disaster recovery / business continuity requirements.Identifies technology infrastructure gaps and develops remediation plans.Mitigate technology risk due to complex 

configurations,design flaws, system and hardware inefficiencies, and reduction of end of life infrastructure for Simulation Center technical systems.Works with application analystsand systems engineers, providing Tier III support when needed, 

to analyze and resolve complex issues for technical systems.Keeps an up-to-date inventory of all equipment and related supplies, replacement parts, etc. as well as an up to date record of maintenance and repair.Conducts regular training, as 

appropriate, for faculty, staff, learners, and presenters in the use of audio video equipment. Becomes familiar with the SimCapture software, troubleshoots software issues as they arise, and interfaces with the vendor, to facilitate necessary 

SIMULATION TECHNOLOGIST 1645 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3B16 Prof Technologist-Vas Tech PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Required:  

Associate's degree in allied health care field and at least 18 months of heavy administrative experience required.Preferred:

Bachelor's degree with emphasis in biomedical technology, computing, or the sciences.  Current Texas health care practitioner license as a Nurse (RN), Respiratory Therapist (RRT), Emergency Medical Technition (EMT), Paramedic (EMT-P) or 

Physical Therapist Assistant (PTA). AV-technology experience.An equivalent combination of education and experience will be considered. Job Duties  1.  Conducts all administrative functions of the High Reliability Team (HRIT) including, but not 

limited to: Outlook scheduling, event coordination, meeting notes, purchasing and ordering, copying and printing, budgeting, centralization of data collection, and management of all social media accounts and office messaging mechanisms.2.  

Performs pre-simulation activities to include, but not limited to: assembling pre-simulation learning materials, preparing scenario props and create scenario moulage, preparing setup simulation bays and procedure rooms for educational 

activities, preparing setup control room for simulation activity, providing Learning Space technical support to faculty, staff and students, and providing pre-brief and orientation for students, staff and faculty to use of technology.3.  Executes 

simulation sessions to include, but not limited to: operating simulation software and manipulating simulator during scenario, operating AV equipment and software for sessions recordings, assisting with direction of activities in the scenario, 

serve as a standardized patient or confederate/actor as needed, communicating with the scenario facilitator as needed during the session, performing "on the fly" trouble shooting, and providing occasional theatrical support.4.  Performs post-

simulation activities to include, but not limited to: operating AV equipment and Learning software for post-session debriefing, setting-up laptops and administering student evaluations in Learning Space, and restoring simulation bays and 

procedure rooms to pre-session conditions and salvage reusable equipment/ supplies.5.  Responsible for equipment operations such as Field Video Capture, Editing, Creation, and safe storage/cataloging, understanding the use and operation 

of different simulator technologies ranging from anatomic models and task trainers to computer based simulation to full body high-fidelity patient simulators and virtual reality surgical simulators, serving as simulator operator running pre-

programmed scenarios with faculty instructors, assuring all equipment is set up for course programs, supporting/assisting in role playing applications, props placement and moulage set-up, setting up and breaking down scenario environment 

(obtaining and returning scenario props when needed), and keeping all equipment appropriately maintained and the Center adequately supplied (including medical supplies, gases, replacement parts).6.  Responsible for maintaining and 

managing the inventory management system including tracking inventory usage and assessing supply needs, inventory and stock support supplies, operate audio-visual simulation equipment, back up operator for computerized simulators 

with the ability to follow medical aspects of scenarios and make appropriate adjustments based on participant actions, provide technical assistance, support and training to faculty, instructors and staff in the use of simulation equipment, 

conduct ongoing maintenance of all simulation equipment, including cleaning and repairing, assuring that all equipment is maintained in good working order at all times, interface with the equipment manufacturers regarding equipment 

troubleshooting and system problems, data management and entry of all evaluations.7.  Performs simulation operations to include, but not limited to:  properly and accurately collects HRT utilization data for monthly reports, maintain 

accurate inventory records and conducts annual physical inventory inspection of HRT assets, provide technical support for all simulation operations, including preparation, maintenance and repair of computerized manikins, manage scenario 

software and devise pre-simulation guides and checklist with input from faculty, perform periodic and scheduled maintenance of human simulation manikins and other medical equipment, perform assembly, modification and installation of 

human simulation manikins and task trainers, maintain archived simulation training and testing materials; maintain simulation session videos, and learn the characteristics of new equipment and update skills to adapt to changing 

technology.8.  Carries out other special projects designated by the Director or Manager of HRT Team.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

SLEEP REFERRAL COORD U5568 P24 $51,431.00 $73,028.00 $96,119.00 $4,285.92 $6,085.67 $8,009.92 $197.81 $280.88 $369.69 $24.73 $35.11 $46.21 N 5F13 Medical Technician-Other ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Registered Polysomnography Sleep 

Technologist (RPSGT) is an integral part of the sleep center diagnostic, therapeutic and longitudinal sleep health program. The sleep referral coordinator is a RPSGT that maintains licensure and has clinical experience in diagnostic sleep testing. 

The sleep referral coordinator is a RPSGT with clinical training, knowledge, and expertise in clinical documentation review, recognizing high pretest high probability for obstructive sleep apnea with utilization of the Internal Referral Sleep Study 

and Clinic Referral Management Standing Medical Order to determine patient appointment scheduling. The RPSGT maintains ongoing continuing education credits in the field of sleep medicine for updated clinical guidelines for home sleep 

apnea testing and attended sleep studies. In this position the RPSGT is specifically trained in patient registration, patient scheduling, insurance verification, prior authorization, and referral work-flow management. This role provides a focus on 

patient experience, patient access and accurate registration, insurance verification and appropriate patient scheduling based on clinical indication. Works under general supervision of the clinic manager/ clinic staff supervisor/ clinic staff 

coordinator as a dual report.Experience and EducationHigh School Diploma requiredMaintain current license as a Registered Polysomnographic Technologist Two (2) years' experience in an accredited sleep center Current Basic Life Support 

(BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC).Job DutiesPerform and demonstrate proficiency in the following clinical operations:Registration Scheduling Inbound/ outbound call 

documentationInsurance Entry and VerificationReferrals ManagementUtilize the established referral management workflows to process internal referrals, maintaining set metrics for contacting patients within 24 hours of referral entry. Review 

clinical documentation in the electronic health record and utilize the Internal Referral Sleep Study and Clinic Referral Management Standing Medical Order to determine patient appointment scheduling from UT Southwestern internal referrals 

for: patient evaluation, diagnostic testing, and transfer of care to the Clinical Center for Sleep and Breathing Disorders.Review and maintain the referral in-basket for prior authorization, orders, denials and arranging Peer to Peer. Learn and 

maintain up-to-date knowledge of the EPIC electronic medical record (EMR) system, front office clinical workflows and policies and procedures.Deliver superior customer service, representing UT Southwestern in a positive and professional 

manner to patients, colleagues, and the community.Build rapport and communication with internal and external team members to ensure best outcomes for the patient in a comprehensive clinical care model.Maintains knowledge of 

infrequently used equipment and ordered patient therapeutics.Administers therapy according to departmental policies and procedures.Demonstrates decision-making skills in patient assessment and care plan design based on desired 

outcomes of therapy, clinical data, consultation with physicians and progress of the patient.Adheres to department procedures of accurate documentation, in the referral record. Demonstrates activities consistent with the financial objectives 

of the department in the use of supplies and maintain and operate equipment safely and correctly.Fosters teamwork by treating all staff fairly, facilitating 2-way communication and having a collaborative attitude.Actively participates in 

Quality Assurance departmental activities and objectives.Clean and maintain all polysomnographic equipment according to department policy.Duties performed may include one or more of the following core functions: a) Directly interacting 

with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing, or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing, or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational, reading and writing skills.Work requires basic 

computer knowledgeIndependent worker, team oriented Knowledge of sleep equipment, sleep disorders, and American Academy of Sleep Medicine Clinical Working ConditionsWork is performed primarily in a hospital or hospital clinic 

environment. Walking, standing, bending, turning, and stooping.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.



SOCIAL MEDIA STRATEGIST 8630 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H9B

Prof Services-Comm & 

Mkting Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryUT Southwestern Medical Center's 

Office of Communications, Marketing, and Public Affairs (CMPA) seeks a creative storyteller to help advance the institution's mission, vision, and strategic priorities as part of a newly integrated Digital and Interactive team. The Social Media 

Strategist will report to the Director of Digital and Social Media and will be responsible for the strategic development and implementation of social media campaigns to drive audience growth and engagement with stakeholder groups including 

current and prospective students, patients, faculty, and staff. The Social Media Strategist will need to be a dynamic, curious individual with a passion for utilizing social media to drive culture, increase brand awareness, and foster continuous 

engagement. Experience and EducationREQUIRED QUALIFICATIONSBachelor's degree in emerging media/communications or similar field required. Minimum of 3-5 years digital marketing and communications experience, with a proven track 

record of developing paid and organic social media strategies to drive audience growth and engagement. Experience developing and implementing paid or lead ad campaigns across the social media landscape. PREFERRED 

QUALIFICATIONSExperience with health care brands is a plus. Experience with creative tools such as Photoshop, Canva, and iMovie, as well as social media management tools such as Sprout Social is preferred. Job DutiesWork closely with the 

Director of Digital and Social Media to ensure an integrated and strategic approach to UT Southwestern's social media presence.Manage the creation and daily distribution of original, high-quality content across UT Southwestern's institutional 

social media platforms. Optimize content strategies and tactics based on platform performance, using a combination of paid and organic campaign efforts. Collaborate with department, school, and center-based social media account owners to 

ensure brand and messaging consistency. Produce and host live streamed events on Facebook, Instagram, Twitter, etc. that align with institutional priorities. Provide research, analysis, and reporting to identify how to best position 

stakeholders in the social media landscape.Identify opportunities for stakeholders to use social media to enhance communications efforts.Perform other duties as assigned.Knowledge, Skills, and AbilitiesWork requires being a subject matter 

expertise for all social media platforms (Facebook, Twitter, LinkedIn, Instagram, YouTube, Reddit, Snapchat). Work requires creative, resourceful, flexible team player who is able to work both independently and collaboratively.Work requires 

excellent planning, time management, and problem solving skills; ability to integrate disparate and fragmented content and processes is preferred.Work requires excellent writing, editing, proofreading, and verbal communication skills with a 

solid understanding of story fundamentals and how to bring a story to life online.Work requires proven ability to use social media analytics tools, including but not limited to Facebook Analytics, Twitter Analytics, and Simply 

Measured.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SOCIAL MEDIA STRATEGIST SR 8631 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H9

Prof Services-Comm & 

Mkting Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryUT Southwestern Medical Center's 

Office of Communications, Marketing, and Public Affairs (CMPA) seeks an experienced social media strategist to help advance the institution's mission, vision, and strategic priorities as part of a newly integrated Digital and Interactive team. 

The Senior Social Media Strategist will report to the Director of Digital and Social Media and will be responsible for the strategic development and implementation of social media campaigns to drive audience growth and engagement with 

stakeholder groups including current and prospective students, patients, faculty, and staff. The Senior Social Media Strategist will need to be a dynamic, curious individual with a passion for utilizing social media to drive culture, increase brand 

awareness, and foster continuous engagement.Experience and EducationREQUIRED QUALIFICATIONSBachelor's degree in emerging media/communications or similar field required. Minimum of 5-7 years digital marketing and communications 

experience, with a proven track record of developing paid and organic social media strategies to drive audience growth and engagement. Experience developing and implementing paid or lead ad campaigns across the social media landscape. 

Must also have experience utilizing social media management tools such as Sprout Social. Strong project management skills and experience meeting deadlines, follow-through on assignments, ability to take direction, manage multiple 

competing priorities, and attend meetings and communicate the details of any assignments. PREFERRED QUALIFICATIONSExperience with health care brands is a plus. Experience with creative tools such as Photoshop, Canva, and iMovie is 

preferred. Job DutiesThe Senior Social Media Strategist will:Work closely with the Director of Digital and Social Media to ensure an integrated and strategic approach to UT Southwestern's social media presence.Implement, manage, and 

communicate the institutional social media guidelines across UT Southwestern. Manage the creation and daily distribution of original, high-quality content across UT Southwestern's institutional social media platforms. Plan, launch, and 

optimize paid social media campaigns including branding, direct response, and post boosting.Collaborate with department, school, and center-based social media account owners to ensure brand and messaging consistency. Produce and host 

professional live-streamed events on Facebook, Instagram, Twitter, etc. that align with institutional priorities. Provide research, analysis, and reporting to identify how to best position stakeholders in the social media landscape.Identify 

opportunities for stakeholders to use social media to enhance communications effortsPerform other duties as assignedKnowledge, Skills, & AbilitiesWork requires being a subject matter expertise for all social media platforms (Facebook, 

Twitter, LinkedIn, Instagram, YouTube, Reddit, Snapchat).Work requires creative, resourceful, flexible team player who is able to work both independently and collaboratively.Work requires excellent planning, time management, and problem 

solving skills; ability to integrate disparate and fragmented content and processes is preferred.Work requires excellent writing, editing, proofreading, and verbal communication skills with a solid understanding of story fundamentals and how 

to bring a story to life online.Work requires proven ability to use social media analytics tools, including but not limited to Facebook Analytics, Twitter Analytics, and Simply Measured.Working ConditionsWork is performed primarily in office 

area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

SOCIAL WORKER HH321 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F4

Prof Med Services-Soc Work 

Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvides coordinated care in the home to 

clients and assists with creating patient centered action plans to promote effective education, self-management support, and adherence to the PCPprovider's plan of care facilitating access and timely healthcare delivery.Experience and 

EducationMaster's degree in social work with at least one (1) year of experience in a health care setting preferable with homebound patients. Current license is required by the Texas State Board of Social Work Examiners. Temporary license is 

acceptable during the first 90 days of employment.Job DutiesEnsures the delivery of quality social service for patients by identifying patient needs and developing social service programs to meet those needs.Participates in development and 

update of Plan of Treatment.Evaluates patient and home environment to determine social and psychological factors related to patient's health problems.Prepares and submits to agency psychosocial histories, clinical and progress notes. 

Observes and reports on patient/family reaction to treatment.Counsels' patient and/or family in understanding, accepting, and adjusting to patient's health problems and emotional care.Identifies, informs, and refers patient/family to 

available community resources.Coordinates discharge planning.Interprets to the community the role of social work in the Agency's programs.Participates in planning, development, and delivery of staff in-service education 

programs.Participates in Continuing Quality Improvement Program. Monitors adherence to policies, procedures, and protocols.Performs other related duties as assigned or requested.Knowledge, Skills & AbilitiesWork requires good general 

health and stress coping ability. Work requires full mobility and ability to participate in vigorous activity. Work requires ability to speak and hear, to allow discussions with physicians, patients, and other members of the healthcare team. 

Possess near vision for accurate reading of computer screens and recording on patient charts. Must be able to walk reasonable distances to cover multiple nursing units.Working ConditionsGood general health and stress coping ability. Full 

mobility and ability to climb above one story using stairs. Ability to speak and hear, to allow discussions with physicians, patients and other members of the healthcare team. Possess near vision for accurate reading of computer screens and 

recording on patient charts. Must be able to walk reasonable distances.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, 

genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SOCIAL WORKER PH321 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3F4A

Prof Med Services-Soc Work 

Sr PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master degree in 

Social Work with at least one (1) year of experience in a health care setting preferable with homebound patients._**Current license is required by the Texas State Board of Social Work Examiners.  Temporary license is acceptable during the first 

90 days of employment.**  Job Duties  Ensures the delivery of quality social service for patients by identifying patient needs and developing social service programs to meet those needs.      Participates in development and update of Plan of 

Treatment.        Evaluates patient and home environment to determine social and phychological factors related to patient's health problems.       Prepares and submits to agency psychosocial histories, clinical and progress notes.  Observes and 

reports on patient/family reaction to treatment.      Counsels patient and/or family in understanding, accepting and adjusting to patient's health problems and emotional care.       Identifies, informs and refers patient/family to available 

community resources.       Coordinates discharge planning.        Interprets to the community the role of social work in the Agency's programs.       Participates in planning, development and delivery of staff in-service education programs.       

Participates in Continuing Quality Improvement Program.  Monitors adherence to policies, procedures and protocols.       Performs other ralated duties as assigned or requested.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SOCIAL WORKER - ADVANCED U9804 Y T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3F4

Prof Med Services-Soc Work 

Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education- Minimum of two (2) 

years experience required. - Graduate of an Institution certified by the Council of Social Work Education with a Masters in Social Work; LCSW preferred or LMSW actively pursuing LCSW. -Current license is required by the Texas state Board of 

Social Work Examiners, BLS certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)- Proficient computer skills and knowledge; able to meet EHR clinical documentation and department 

communication standards.Job Duties1. Serve as a liaison for transitional care planning between patient, caregivers and the primary treatment team/s, assisting clients to navigate healthcare systems by identifying and linking clients to 

available resources. In collaboration with the patient care team, advocates on behalf of the patient and family, facilitates advanced care planning.2. Responsible for independent psychosocial assessments and direct clinical counseling with 

patients. Provides counseling and psychotherapy, grief/loss/recovery support, psychosocial education regarding coping strategies, hospice/palliative care philosophy, and non-pharmacological symptom management strategies for patients and 

families.3. Participates in interdisciplinary team meetings, care planning and ethics consultations. Works collaboratively with the multidisciplinary team to identify and develop disposition plans.4. Attends administrative and clinical meetings; 

develops and provides relevant information and education to department staff, unit staff, physician/resident teams as indicated to promote optimal transitions of care.5. Assists in the development and implementation of Care Coordination; 

provides expertise in the area of Social Work as it pertains to the management of the patient.6. Assists in the coordination of client care through formulation of an appropriate plan of care via accurate assessment of patient's social situation. 

Completes psychosocial assessment and synthesizes findings to create a multidisciplinary plan of care and identify treatment goals with patient and family.7. Maintains timely documentation; consistently meets department and UH 

documentation standards.8. Communicates effectively with other health care providers, patients, families, other hospital personnel, visitors. Demonstrates effective communication with adolescents, adults and older adults.**Other Duties: 

Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SOCIAL WORKER I 1521 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3F4

Prof Med Services-Soc Work 

Jr ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Social Work and two (2) years experience in medical and/or psychiatric social work to include one (1) year as Social Work Assistant or equivalent. Education may be used in lieuof experience. LBSW (Licensed Baccalaureate Social Worker) 

required. Job DutiesInterviews patients and sometimes members of their families to obtain information concerning home environment, family relationships, health history, financial status, and personality traits to better understand personal 

needs or problems of each patient.Counsels patients with respect to medical, surgical, and other programs and alternatives available to needs of patients.Evaluates information obtained through interviews and counseling in terms of available 

medical treatments or procedures and social services, conferring with appropriate medical personnel to develop program to meet particular needs of each patient.Follows up patients through home visits and/or telephone to determine degree 

of compliance with programs or need to make revisions in such programs; reschedules clinic or hospital appointments, arranges transportation, or performs such other services as may be indicated necessary.Assists patients and their families 

to understand, accept, and follow medical or psychiatric and/or other recommendations.Refers patients to appropriate community social service agencies for financial assistance, employment, legal aid, or assistance in resolving other personal 

or family problems.Maintains chronological notes, clinic charts, or case histories for each patient with respect to social problems, adjustment of patient and family, and actions taken or planned by social worker.Interprets to other social service 

agencies, medical or psychological condition of patients as related to their emotional adjustment, physical limitations, employment, and financial needs, and to medical staff, those social, economic, or emotional factors which may be related 

to patients' medical care and physical rehabilitation.Plans and conducts community meetings and discussion sessions relating to work of agency.May provide working supervision to one or several students, professional, or paraprofessional 

social case workers of lower grade; may make assignments, review work in process and at completion, and advise with respect to resolution of work problems.May participate in clinical and laboratory research in such areas as animal research, 

child development, physiological and behavioral functioning, etc.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

SOCIAL WORKER II 1520 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3F4

Prof Med Services-Soc Work 

Jr ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Social Work and six (6) years experience in medical and/or psychiatric social case work to include at least one (1) year as Social Worker I or equivalent. Education may be used in lieuof experience.LBSW (Licensed Baccalaureate Social Worker) 

required. Job DutiesInterviews patients and sometimes members of their families to obtain information concerning home environment, family relationships, health history, financial status, and personality traits to better understand personal 

needs or problems of each patient.Confers with medical personnel with respect to plans or programs developed for patients.Evaluates data gathered in terms of plan of medical/psychiatric treatment and available community social service 

programs. Plans pertinent health maintenance or rehabilitation program for each patient, and completes social work evaluations or forms related to their disability.Assists patients and their families to understand, accept, and follow medical, 

psychiatric and/or other recommendations.Provides variety of services, such as advising on social problems, arranging for postoperative care at home or in institutions or for admission to nursing homes, alleviating of anxieties concerning 

permanent disabilities, disfiguring illnesses, uncertain future, etc.Refers patients to appropriate community social service agencies for financial assistance, employment, legal aid, or for assistance in resolving other personal or family 

problems.Works with insurance companies to obtain medications, orthotics and/or disability aids.Maintains chronological notes, clinic charts, or case histories for each patient with respect to social problems, adjustment of patient and family, 

and actions taken or planned by social worker.Inteprets to other social service agencies, medical or psychological condition of patients as related to their emotional adjustment, physical limitations, employment, and financial needs, and to 

medical staff, those social, economic, or emotional factors which may be related to patient's medical care and physical rehabilitation.Plans, coordinates, and supervises work of assigned professional and paraprofessional social work personnel 

of lower grade.May particiapte in clinical and laboratory research in such areas as animal research, child development, physiological and behavioral functioning, etc.Performs other duties as assigned. **Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SOCIAL WORKER III 1519 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F4A

Prof Med Services-Soc Work 

Sr ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

Social Work and three (3) years experience in medical and/or psychiatric social case work to include one (1) year as Social Worker II. LMSW (Licensed Master Social Worker) required; LCSW (Licensed Clinical Social Worker) may be required in 

some departments.  Job Duties  Leads and integrates social work functions and patient-desired outcomes into patient care and discharge planning process with external case managers, community agencies, and/or health care facilities.     

Identifies, develops and implements programs and services necessary to psychological and social needs of patients and their families (i.e. support groups, educational materials, and interdisciplinary inservices).     Assesses social service needs, 

provides counseling, and coordinates effective individual social work treatment plans to patients and/or families with multiple and/or complex needs based on assessed social, emotional, and financial needs of patients and families.     Plans 

requirements for ongoing development of new or enhanced outreach services by working in collaboration with physicians, health care providers, and community outreach professionals in assessing available resources.     Educates families and 

patients regarding community resources and pertinent health care issues to ensure appropriate use of personal and medical resources.      Provides discharge planning referrals and supports continuity of care for patients.       Maintains open 

communications with community resources and agencies to appropriately assist in meeting patient needs.       Maintains knowledge of payor benefits, hospital and community resources, family functionings, and regulatory standards to ensure 

informed decision making, continuity of care, and desired outcome (i.e. medical, medical cost, quality of life, and patient satisfaction).    Maintains chronological notes, clinical charts, statistical data, or case histories for each patient with 

respect to social problems, adjustments for patient and family, and actions taken or planned.      May participate in clinical and laboratory research in such areas as animal research, child development, physiological and behavioral functioning, 

etc.      Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, 

modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SOCIAL WORKER III PART TIME NON EX 1519PN Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3F4

Prof Med Services-Soc Work 

Jr ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree in 

Social Work and three (3) years experience in medical and/or psychiatric social case work to include one (1) year as Social Worker II. LMSW (Licensed Master Social Worker) required; LCSW (Licensed Clinical Social Worker) may be required in 

some departments.  Job Duties  Leads and integrates social work functions and patient-desired outcomes into patient care and discharge planning process with external case managers, community agencies, and/or health care facilities.     

Identifies, develops and implements programs and services necessary to psychological and social needs of patients and their families (i.e. support groups, educational materials, and interdisciplinary inservices).     Assesses social service needs, 

provides counseling, and coordinates effective individual social work treatment plans to patients and/or families with multiple and/or complex needs based on assessed social, emotional, and financial needs of patients and families.     Plans 

requirements for ongoing development of new or enhanced outreach services by working in collaboration with physicians, health care providers, and community outreach professionals in assessing available resources.     Educates families and 

patients regarding community resources and pertinent health care issues to ensure appropriate use of personal and medical resources.      Provides discharge planning referrals and supports continuity of care for patients.       Maintains open 

communications with community resources and agencies to appropriately assist in meeting patient needs.       Maintains knowledge of payor benefits, hospital and community resources, family functionings, and regulatory standards to ensure 

informed decision making, continuity of care, and desired outcome (i.e. medical, medical cost, quality of life, and patient satisfaction).    Maintains chronological notes, clinical charts, statistical data, or case histories for each patient with 

respect to social problems, adjustments for patient and family, and actions taken or planned.      May participate in clinical and laboratory research in such areas as animal research, child development, physiological and behavioral functioning, 

etc.      Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, 

modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SOCIAL WORKER MSW - LMSW P2309 T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3F4

Prof Med Services-Soc Work 

Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMasters degree in social 

work and two (2) years experience is required.Graduate of an Institution certified by the Council of Social Work Education with a Masters in Social Work Current license is required by the Texas State Board of Social Work Examiners. Temporary 

license is acceptable during first 90 days of employment. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC);Good general health and stress coping ability. Full mobility 

and ability to participate in vigorous activity. Ability to speak and hear, to allow discussions with physicians, patients and other members of the healthcare team. Possess near vision for accurate reading of computer screens and recording on 

patient charts. Must be able to walk reasonable distances to cover multiple nursing units.Job DutiesAssists in development and implementation of Case Management. Provides expertise in area of social work as it pertains to management of 

patient.Assists in coordination of client care through formulation of appropriate plan of care via accurate assessment of patient's social, financial and insurance situation.Develops short and long term plans to facilitate patient care and 

discharge.Utilizes crisis intervention and problem solving skills to facilitate and enhance patient and family's ability to meet acute and ongoing medical and psychosocial needs.Networks with community agencies to assure appropriate client 

access.Maintains documentation and meets department and Zale Lipshy Uni- University Hospital documentation standards.Identifies cases with ethical and legal considerations, and makes referrals. Confers with supervisor.Communicates with 

other health care providers, patients, families, other hospital personnel, and visitors. Demonstrates effective communication with adolescents, adults and older adults.Maintains system for tracking placement of patients after discharge on 

monthly basis.Has knowledge of Department and Unit Performance Improvement program and is aware of expected participation. Identifies need for professional growth and seeks development opportunities.Provides education to staff, 

patients and community resource affiliates.Performs other duties as assigned.Participates in multidisciplinary rounds and proactively determines patient needs for discharge transitions including: transportation, DME, LTAC, SNF, home health 

agencies and hospice.Utilizes crisis intervention and problem solving skills to facilitate and enhance patient and family's ability to meet acute and ongoing medical and psychosocial needs.Demonstrates ongoing familiarity with community 

resources to facilitate positive patient and family outcomes agencies to assure appropriate client access.Maintains effective documentation including tracking and referral information; consistently meets department and UTSW documentation 

standards.Identifies and reports situations or cases to appropriate governmental agencies as legally required and in compliance with organizational policies and procedures.Serves as an active participant of the health care team, communicating 

effectively with other health care providers, patients, families, other hospital personnel, and visitors.Identifies the need for professional growth and seeks appropriate development opportunities.Provides education to staff, patients and 

community resource affiliates.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SOFTWARE ENGINEER 9321 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Computer Science or related field and five (5) years experience in structured systems and data analysis. Experience as a Data Architect and expertise in relational databases and design (normalized and dimensional) a 

must. Experience with database consolidation and integration development projects a must.      Job Duties  Provides technical leadership, support and expertise to customers during all phases of software application development lifecycle.       

Configure and perform routine maintenance on to the assigned system.       Coordinate with application developers, managers and customer application experts to ensure that required features and modifications are included.      Work with 

product development teams and senior designers on complex projects to develop architectural requirements to ensure client satisfaction.      Perform other duties as assigned.        x        x        x        x        x        x        x          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SOFTWARE SYSTEMS SPECIALIST I 9368 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal direction to 

provide technical skills required to generate, modify, and maintain computer operating system software within well-defined limits.Experience and EducationHigh school graduation and three (3) years computer operation, programming, or IT 

experience in a business setting or equivalent experience, including at least one (1) year in computer programming.Job DutiesAssists in analysis of operating systems problems defined by Software Systems Specialist of higher grade and 

programs and implements approved solutions to problems. Assists in design of test jobs and files; performs programming and testing. Develops efficient programming techniques in machine language for system routines. Performs 

documentation and maintains system data sets and catalogs. Performs program design, generation, testing, and maintenance of specific components of overall system. Generates proprietary program products from distribution tapes, using 

assembles, linkage editor, and file copy utility programs. Analyzes memory dumps when system failures occur and recommends corrective procedures.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of 

considerable judgment.Work requires personal contact with data processing personnel of other computer centers and very occasionally with user personnel.Demonstrate strong critical thinking skills and a deep understanding of object-

oriented programming.Proficient in Visual C++/C#Excellent interpersonal and communication skills to effectively collaborate with team members.Ability to quickly adapt and demonstrate proficiency in new software tools.Strong analytical 

reasoning and problem-solving skills.Detail oriented with the ability to document work and communicate progress effectively.Work may require need to work non-standard hours.Working ConditionsWork is performed primarily in general 

office area. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President and Chief Human Resources Officer or his/her designee.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status or veteran status.



SOFTWARE SYSTEMS SPECIALIST II 9367 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3D4B Prof Svcs-IR Prog/Bus Anlys Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal direction to 

provide technical skills required to generate, modify, and maintain computer operating system software of moderate complexity.Experience and EducationHigh school graduation and five (5) years computer operation, programming, or IT 

experience in a business setting or equivalent experience, including at least one (1) year as Software Systems Specialist I or equivalent.Job DutiesParticipates in analysis of software system problems of moderate complexity and formulates and 

implements solutions to such problems. Performs programming, testing, and documentation. Recommends development of system routines needed for efficient use of computer system resources; designs approved routines; oversees 

implementation. May specialize in specific area of system software, such as telecommunications or information systems with responsibility for implementation and maintenance. Participates in planning of enhancements and modifications to 

software; identifies impact of such changes. Trains Software Systems Specialists I as required.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment.Work requires personal contacts 

with data processing personnel of other computer centers and very occasionally with user personnel.Work requires personal contact with data processing personnel of other computer centers and very occasionally with user 

personnel.Demonstrate strong critical thinking skills and a deep understanding of object-oriented programming.Proficient in Visual C++/C#Excellent interpersonal and communication skills to effectively collaborate with team members.Ability 

to quickly adapt and demonstrate proficiency in new software tools.Strong analytical reasoning and problem-solving skills.Detail-oriented with the ability to document work and communicate progress effectively.Work may require need to 

work non-standard hours.Working ConditionsWork is performed primarily in general office area. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President and Chief Human 

Resources Officer or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status 

or veteran status.

SOFTWARE SYSTEMS SPECIALIST III 9366 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D4B Prof Svcs-IR Prog/Bus Anlys Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under broad direction to provide 

skill and expertise required to develop and maintain computer operating system software of most complex type.Experience and EducationHigh school graduation and seven (7) years computer operation, programming, or IT experience in a 

business setting or equivalent experience, including at least one (1) year as Software Systems Specialist II or equivalent.Job DutiesAnalyzes existing and projected operating systems and procedures, including studies of interaction of several 

software systems to ascertain feasibility and performance. Coordinates implementation of software systems and evaluates and modifies existing components of computer operating system. Participates in studies of projected enhancements in 

hardware and software and in development of recommendations to management based upon results of such studies. Advises software system specialists of lower grade with respect to determination of, and possible solutions to, work 

problems. Attends computer conferences and seminars. Presents technical briefings as required.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exacting accuracy and exercise of judgment.Demonstrate strong 

critical thinking skills and a deep understanding of object-oriented programming.Proficient in Visual C++/C#Excellent interpersonal and communication skills to effectively collaborate with team members.Ability to quickly adapt and 

demonstrate proficiency in new software tools.Strong analytical reasoning and problem-solving skills.Detail-oriented with the ability to document work and communicate progress effectively.Work requires personal contact with faculty and 

staff users relative to problems of generally non-recurring, non-routine nature.Working ConditionsWork is performed primarily in general office area. Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of the Vice President and Chief Human Resources Officer or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status or veteran status

SOFTWARE SYSTEMS SPECIALIST III PART TIME NON EX 9366PN Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3D4B Prof Svcs-IR Prog/Bus Anlys Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under broad direction to provide 

skill and expertise required to develop and maintain computer operating system software of most complex type.Experience and EducationHigh school graduation and seven (7) years computer operation, programming, or IT experience in a 

business setting or equivalent experience, including at least one (1) year as Software Systems Specialist II or equivalent.Job DutiesAnalyzes existing and projected operating systems and procedures, including studies of interaction of several 

software systems to ascertain feasibility and performance. Coordinates implementation of software systems and evaluates and modifies existing components of computer operating system. Participates in studies of projected enhancements in 

hardware and software and in development of recommendations to management based upon results of such studies. Advises software system specialists of lower grade with respect to determination of, and possible solutions to, work 

problems. Attends computer conferences and seminars. Presents technical briefings as required.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exacting accuracy and exercise of judgment.Demonstrate strong 

critical thinking skills and a deep understanding of object-oriented programming.Proficient in Visual C++/C#Excellent interpersonal and communication skills to effectively collaborate with team members.Ability to quickly adapt and 

demonstrate proficiency in new software tools.Strong analytical reasoning and problem-solving skills.Detail-oriented with the ability to document work and communicate progress effectively.Work requires personal contact with faculty and 

staff users relative to problems of generally non-recurring, non-routine nature.Working ConditionsWork is performed primarily in general office area. Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of the Vice President and Chief Human Resources Officer or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status or veteran status

SOURCING & CONTRACT SPECIALIST 4102 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 4D1 Office-Contracts-Exempt Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal direction to 

collaborate with end-users and Group Purchasing Organizations for the contract management and sourcing of good and services. This position will lead and support sourcing and contracting activities in assigned program lines.Experience and 

EducationBachelor's degree in science, healthcare, or business-related field, Master's degree preferred. Minimum of two (2) years' experience in contract administration, purchasing, sourcing. Demonstrated intermediate use of Microsoft Excel, 

PowerPoint, and Word. Strong knowledge in the review and understanding of legal contracts, terms, and conditions. May consider additional years of experience in lieu of degree.Must obtain one of the following certifications: Certified Texas 

Purchasing Manager or Certified Texas Contract Developer within 18 months of hire (or 3 attempts at the certification exam) by internal scheduling.Job DutiesWorks in collaboration with the Category Manager to execute the desired sourcing 

strategyCustomer service to internal customers related to contract complianceDemonstrate exceptional compliance communication to support customer and supplier activities GPO and supplier price file managementExclusive Acquisition 

Justification (EAJ) Processing/TrackingContract Risk Assessment and monitoring reportingPerform required LBB Reporting tasks based on specified deadlinesSupports the management of supplier relationships, ensuring that UTSW business 

needs are met. Ensure key performance metrics (KPIs) to measure supplier performance are followed and lead supplier business reviews.Reviews contracts for terms, changes and/or enhancements. Interacts with legal on contract language and 

terms in accordance with UT Southwestern policies and procedures.Monitors contractors' compliance in accordance with contractual requirements to include insurance and HUB requirements. Provides effective record keeping ensuring that all 

contract documents are readily assessable.Export, Filter, Categorize and Interpret volumes of data to identify opportunities resulting from data selections and recommend sourcing opportunities. Compile information and respond to internal 

and external audit requests.Setting up, maintaining and completing tasks/activities in Sourcing Director platformPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires effective oral and written communication skills. 

Work requires proficiency in administration of bids, contracts and budgets.Work requires exercise of considerable judgment in scheduling and coordinating work.Work requires a highly level of administrative ability and proficiency in personal 

computer operations to include Microsoft Office.Work requires contact with all levels of internal and external people to affect final determination of problems of recurring but non-routine nature.Prefer proficiency with PeopleSoft.Prefer 

proficiency with Jagger Sourcing Director and TCM.Ability to work well in a team environment on both your internal team as well as cross-functional and cross-institutional teamsAbility to understand intended audience and knowledge of 

subject matter.Ability to actively listen and handle difficult or delicate situations with diplomacy and tact.Commitment to excellence and customer service as demonstrated through flexibility, teamwork, professionalism, and a high-level of 

problem-solving skills.Ability to be responsible, flexible, accountable and detail-oriented with the ability to multi-task, adapt and prioritize to meet deadlines.Working ConditionsWork is performed primarily in general office.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SOURCING & CONTRACT SPECIALIST SR 4099 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 4D1 Office-Contracts-Exempt Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe primary purpose of the Sourcing 

Specialist position is to lead the strategic sourcing of goods, equipment, or services. Demonstrates technical procurement knowledge of a broad spectrum of commodities and services pertinent to the assigned category. Interacts with 

departments and units within the institution in identifying areas of spend optimal for strategic sourcing. Experience and EducationBachelor's degree in science, healthcare, or business related field. Master's degree preferred. Minimum of five 

(5) years' experience in contract administration, purchasing, sourcing, and demonstrated intermediate Microsoft Excel, PowerPoint, and Word. Strong knowledge in the review and understanding of legal contracts, terms, and conditions. Must 

obtain one of the following certifications: Certified Texas Purchasing Manager or Certified Texas Contract Developer within six months of hire by internal scheduling. PMP Certification & Healthcare related experience preferred. Prefer 

proficiency with PeopleSoft. Prefer proficiency with Jagger Sourcing Director and TCM.Job DutiesWork independently to lead the sourcing and contracting of products, equipment, and services for UT Southwestern in collaboration with end-

users, Group Purchasing Organizations, and Contracts Management aligned with contract compliance and expense reduction initiatives.Provide training, onboarding, and support of new Sourcing SpecialistsPrepare, manage, and executethe 

procurement lifecycle while coordinating efforts with end-users sourcing approaches and provide recommendations based on Contract hierarchy and federal and state regulations.Provide effective management of scouring timeline to reduce 

RFX lifecycle and portfolios while ensuring that all contract documents are readily assessable.Conduct kick-off meetings with internal and external contributors - including collaborating partners, 3rd party subcontractors and primes.Execute 

and drive all review cycles including KPI and ongoing contract and vendor management. Developa risk-assessment and contract-monitoring plan.Work with the technical teams and SMEs to translate highly technical requirements and 

information into clear messaging and content to produce compelling, responsive and superior quality RFPs, proposals, and final contracts.Partner with internal SMEs to maintain up to date product information and functionality related content 

and materials.Implement a value-based selection process and positions the Sourcing team and Supply Chan Department as a trusted advisor.Coordinate contracts review and execution while managing vendor quarterly business reviews and 

KPIs as required. Review contracts for terms, changes and/or enhancements. Interacts with legal on contract language and terms in accordance with UT Southwestern policies and procedures.Monitor contractors' compliance in accordance with 

contractual requirements to include insurance and HUB requirements. Export,filter, categorize and interpret volumes of data to identify opportunities resulting from data selections and recommend sourcing opportunities. Compile information 

and respond to internal and external audit requests.Setup, maintainand completetasks/activities in Sourcing Director platform.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires effective oral and written 

communication skills. Work requires proficiency in administration of bids, contracts and budgets.Work requires exercise of considerable judgment in scheduling and coordinating work.Work requires a highly level of administrative ability and 

proficiency in personal computer operations to include Microsoft Office.Work requires contact with all levels of internal and external people to affect final determination of problems of recurring but non-routine nature.Prefer proficiency with 

PeopleSoft.Prefer proficiency with Jagger Sourcing Director and TCM.Ability to work well within highly structured timelines/deadlines.Ability to manage and deliver multiple simultaneous RFPs, proposals and contracts that are responsive, 

compliant, accurate, and that achieve messaging objectives.Ability to work well in a team environment on both your internal team as well as cross-functional and cross-institutional teamsAbility to understand intended audience and 

knowledge of subject matter.Ability to actively listen and handle difficult or delicate situations with diplomacy and tact.Ability to explain concepts clearly in written and verbal communications.Commitment to excellence and customer service 

as demonstrated through flexibility, teamwork, professionalism, and a high-level of problem-solving skills.Ability to maintain an aggressive schedule for developing deliverables as assigned.Ability to be responsible, flexible, accountable and 

detail-oriented with the ability to multi-task, adapt and prioritize to meet deadlines.Ability to communicate and collaborate with stakeholders at all levels within the organization and externally.Working ConditionsWork is performed primarily 

in general office.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SOUS CHEF U6101 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 7A2

Service-Nutri Svcs Upper 

Level ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent required. Five years food service leadership required. Culinary school or equivalent background preferred. Hospital/Healthcare experience preferred. Job DutiesCompletes and maintains all job performance requirements and 

standards as established by department specific procedures. Assists Ordering all foods, paper products, chemicals, and all other associated items in accordance with all menus, recipes, caterings, events and projects as required. Inventories all 

areas on weekly basis. Participates in Culinary Planning Meetings. Places repair orders and service requests. Leads team by example and enforces policies and procedures including attendance, food safety, physical safety, and culinary 

standards. Responsible for all food served in Catering, Retail and AYR. Directly supervises cooks, cooks' assistants and sanitation staff. Interacts positively and courteously with all customers (patients, visitors, vendors, and co-workers in other 

departments) through direct interaction, telephone conversations or written materials.Maintains overall sanitation including coolers, freezers, production areas and dry storage areas. Labels, dates, and rotates all products. Follows all HACCP 

procedures regarding food storage. Walks through all kitchen areas continually focusing on proper procedures and sanitation.Tracks sales of retail and AYR foods using Health Touch and PMIX Reports. Enters information into FMS. Completes 

and keeps track of all record keeping associated with HACCP including HACCP/Production Records, Roast Meat Charts, Sanitizer Logs, Thermometer Logs, Cooling Logs, Refrigerator and Freezer Logs, Dish Machine Logs, and completes 24 Point 

Audit monthly.Writes schedules for staff and tracks attendance on Kronos and the attendance book. Manages staff hours using Kronos as a tool.Consistently completes responsibilities and assignments in a timely manner; successfully meets 

goals established in previous performance appraisal.Maintain established department goal for Press Ganey of 95.Maintain a minimum score of 90 on Health Inspections.Maintain a minimum score of 90 on quarterly Gold Check.Working 

ConditionsRequires moderate physical effort; must be able to lift 50 pounds. Work in an environment with varying noise level, variation of temperatures and have exposure to a variety of kitchen equipment and tools.Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

SOUTHWESTERN GRAD SCHOOL EDUCATION PROGRAM COORD 8153 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H23 Prof Svcs-Stu/Edu Svcs Mid PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor' degree in 

business administration, healthcare administration, or directly related field and four (4) years related experience. Will consider additional years progressively responsible administrative experience in business, medical, scientific or health care 

environment in lieu of education. Job Duties  1.Guides, analyzes, coordinates and evaluates program operation and procedures; develops and/or oversees development of budget for each program.2.Assists the Graduate Program Charis and 

relevant faculty/staff members as needed in the preparation of graduate program documentation for SACS and T32 training grant review deadlines; facilitates internal & external program reviews and annual program reviews.3.Interprets and 

applies SACS and other national accrediting bodies¿ requirements and institutional policies to support compliance; monitors and disseminates information regarding various institutional and program accreditation; maintains knowledge of the 

rules, regulations, policies, administrative guidelines, and legal issues that impact or govern the graduate education programs.4.Coordinates program activities for assigned committee meetings to include: scheduling, notice deliveries, agendas, 

minutes transcription and reporting of the meetings.  Prepares and monitors official graduate program correspondence to trainees to include all academic status changes and timelines to degree.  Directs the educational auditing process of 

trainees, including tracking completion progress and identifying outliers while preparing plans for remediation of identified deficiencies.  Prepares, edits and distributes correspondence and complex reports as needed for SGS 

leadership.5.Participates in the planning of programmatic events: information session, orientations, courses, qualifying exams, dissertation defenses, graduate program special topics seminars, retreats and symposia.6.Coordinates graduate 

program faculty appointment and reappointment process; a) works closely within the Graduate School Dean¿s Office for all faculty transactions and b) works closely with the Graduate Program Chair to prepare the 

appointment/reappointment data based on established guidelines from the Office of the SGS Dean.7.Manages programmatic intranet site and external internet sites for accuracy related to programmatic statistics, degree plans, course 

descriptions, faculty membership and outcomes.8.Acts as a liaison between the departmental offices, service departments and the individual graduate training programs.  Provides SGS subject matter expertise as required by internal 

departments including Academic Information Systems, Campus Solutions and HCM teams, Registrar and Student Accounting offices as related to trouble-shooting software and processes.9.Creates and approves HCM forms when needed per 

training grant activity and/or departmental requests.10.Courteously facilitates and responds/resolves requests, complaints and communication with staff, faculty students and guests.  Exercises good judgement, discretion and diplomacy in 

communications.11.Assists in the development of complex reports and presentations for the Graduate School Dean's Office.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

SPA OUTREACH PROGRAM COORD 9613 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, public administration, or related field and four (4) years of experience in business, finance, or public administration with emphasis on customer service. Advanced degreeor Certified Research Administrator (CRA) 

designation preferred (planned completion of CRAwithin the next yearis helpful).Has advanced knowledge of allowable and allocable costs, cost transfers and payroll confirmation.Job DutiesConduit to all areas within Sponsored Programs 

Administration, fully understands the intricacies of the award lifecycleOversees and provides metrics related to requests assigned in ServiceNow.Triages issues requiring escalation or higher priority related to award proposal and management. 

Able to lead discussion of the various facets of award management to research departments, Principle Investigators, financial staff and others to facilitate them in their inquiries.Coordinates tasks between all Sponsored Programs teams to 

facilitate resolution of issues.Provides technical support and programming related to ServiceNow issues. Also supports platform by routing, working and closing service tickets.Oversees provision of Office Hours for campus research support 

and Departmental Pod support.Completes various required forms in PeopleSoft or eGrants, to assist both pre- and post-award functions.Subject Matter Expert providing ability to retrieve and analyze transactional documentation for program 

reports or as needed for institutional audits.Manages intake of Notice of Awards (NOA) to Sponsored Programs. Initiates tasks which log and assign NOAs for award set-up upon which all award metrics are built in both eGrants and 

PeopleSoft.Manages correspondence received by Research Grants and Contracts inbox. Communications include sponsor correspondence, internal communication items and grant or financial notifications of complex nature.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires clear written and oral communication skills.Work requires working knowledge of spreadsheets and word-processing software. Working 

ConditionsWork is performed primarily in office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SPA PROPOSAL ANALYST 9610 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3E5 Prof Research-Grant Funding PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, public administration, or related field and two (2) years of experience in business, finance, or public administration with emphasis on customer service. Job DutiesHas responsibilities performing tasks for the pre-award 

services within Sponsored Programs Administration.Provides funding opportunity information to potential applicants at the university. Provides guidance to researchers for basic proposal development and submission by interpreting sponsor 

and university announcements and guidelines on application preparation and content by reviewing proposals for completeness, accuracy and adherence to sponsor guidelines.May provide backup to post-award financial group in setup of 

awards. Provides lifecycle support to researchers by interpreting award conditions, obtaining approvals, and preparing award changes, no-cost extensions, progress reports, and non-financial obligations.Monitors status of pending proposals 

and updates eGrants and Departmental staff where applicable.Familiarity with broad knowledge of the entire award lifecycle. Provides assistance gathering information needed to answer pre-award inquiries. Supports ServiceNow issues by 

routing, working and closing service tickets.May be included in rotation schedule for Office Hours for Campus research support.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work 

requires clear written and oral communication skills.Work requires working knowledge of spreadsheets and word-processing software. Working ConditionsWork is performed primarily in office environment.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

SPA PROPOSAL ANALYST LEAD 9614 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3E5 Prof Research-Grant Funding PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, public administration, or related field and seven (7) years of experience in business, finance, or public administration with emphasis on customer service. Advanced degree, and/or Certified Research Administrator 

(CRA) designation preferred.Job DutiesHas responsibilities performing tasks at the advanced level for the pre-award services within Sponsored Programs Administration.Provides funding opportunity information to potential applicants at the 

university. Provides guidance to researchers for proposal development and submission by interpreting and ensuring adherence to sponsor and university guidelines. May provide backup assistance to Research Award Accountants in setup of 

awards. Provides award lifecycle support to researchers by interpreting award conditions, obtaining approvals, and preparing award changes, no-cost extensions, progress reports, and non-financial obligations.Independently reviews and 

approves complex proposals.Works independently performing various assignments and projects for pre-award services within Sponsored Programs Administration. Leads projects and is accountable for ongoing tasks or objectives.Serves as the 

subject matter expert and team lead.Provides supervision, training or staff development to peers or to Campus. Also reviews work on team members.Monitors, reports and analyzes metrics to identify corrective action as needed to assure 

team performance is met.Reviews efficiencies of tasks for process improvement.Monitors status of pending proposals and updates eGrants and Departmental staff where applicable.Fully understands the award lifecycle and provides support 

to all areas within Sponsored Programs.Familiarity with broad knowledge of the entire award lifecycle. Provides assistance gathering information needed to answer pre-award inquiries. Supports ServiceNow issues by routing, working and 

closing service tickets.Oversees customer service functions such as ServiceNow, Pod meetings, and Office Hours.Completes forms in PeopleSoft or eGrants to assist both pre- and post-award functions.Assists providing transactional 

documentation for program reports or as needed for institutional audits.May make presentations and assist training on behalf of the Assistant Director of Pre-Award or the Director of Pre-Award in Sponsored Programs.May be included in 

rotation schedule for Office Hours for Campus research support.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires clear written and oral communication skills.Work requires 

working knowledge of spreadsheets and word-processing software. Working ConditionsWork is performed primarily in office environment.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

SPA PROPOSAL ANALYST SR 9611 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3E5 Prof Research-Grant Funding PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, public administration, or related field and four (4) years of experience in business, finance, or public administration with emphasis on customer service. Advanced degree, and/or Certified Research Administrator (CRA) 

designation preferred.Job DutiesHas responsibilities performing tasks at the advanced level for the pre-award services within Sponsored Programs Administration.Provides funding opportunity information to potential applicants at the 

university. Provides guidance to researchers for proposal development and submission by interpreting and ensuring adherence to sponsor and university guidelines. May provide backup assistance to Research Award Accountants in setup of 

awards. Provides award lifecycle support to researchers by interpreting award conditions, obtaining approvals, and preparing award changes, no-cost extensions, progress reports, and non-financial obligations.Independently reviews and 

approves complex proposals.Monitors status of pending proposals and updates eGrants and Departmental staff where applicable.Fully understands the award lifecycle and provides support to all areas within Sponsored Programs.Familiarity 

with broad knowledge of the entire award lifecycle. Provides assistance gathering information needed to answer pre-award inquiries. Supports ServiceNow issues by routing, working and closing service tickets.Completes forms in PeopleSoft or 

eGrants to assist both pre- and post-award functions.Assists providing transactional documentation for program reports or as needed for institutional audits.May be included in rotation schedule for Office Hours for Campus research 

support.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SPA PROPOSAL ANALYST SR PART TIME NON EX 9611PN Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3G DO NOT USE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, public administration, or related field and four (4) years of experience in business, finance, or public administration with emphasis on customer service. Advanced degree, and/or Certified Research Administrator (CRA) 

designation preferred.Job DutiesHas responsibilities performing tasks at the advanced level for the pre-award services within Sponsored Programs Administration.Provides funding opportunity information to potential applicants at the 

university. Provides guidance to researchers for proposal development and submission by interpreting and ensuring adherence to sponsor and university guidelines. May provide backup assistance to Research Award Accountants in setup of 

awards. Provides award lifecycle support to researchers by interpreting award conditions, obtaining approvals, and preparing award changes, no-cost extensions, progress reports, and non-financial obligations.Independently reviews and 

approves complex proposals.Monitors status of pending proposals and updates eGrants and Departmental staff where applicable.Fully understands the award lifecycle and provides support to all areas within Sponsored Programs.Familiarity 

with broad knowledge of the entire award lifecycle. Provides assistance gathering information needed to answer pre-award inquiries. Supports ServiceNow issues by routing, working and closing service tickets.Completes forms in PeopleSoft or 

eGrants to assist both pre- and post-award functions.Assists providing transactional documentation for program reports or as needed for institutional audits.May be included in rotation schedule for Office Hours for Campus research 

support.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



SPA STRATEGIC INITIATIVE COORD 9115 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3M Prof Svcs-Strat/Phys Rltns Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business administration, healthcare administration, or public health and five (5) years project consulting and matrixed management responsibilities in complex organizations. Job DutiesContributes to the daily activities of SPA support staff by 

providing comprehensive data, analytics, decision-making criteria and overall information support for the enterprise-wide electronic tools and systems that support Sponsored Programs Administration.Assists the AVP and Directors in 

monitoring workload, reviewing staff actions based upon metrics, establishing staff productivity benchmarks, and recommending changes to institutional and/or departmental policy and procedures.Provides overall support and assistance to 

SPA staff by overseeing data trends related to sponsored awards, monitoring and reviewing revenues/expenditures, and revision actions (all) to ensure compliance with award requirements.Performs the following types of analysis which 

include, but are not limited to: research funding, research expenditures, research fees and related revenue projections, operating expenses based on volume and other metrics, related historical volume, revenue, and operations Accesses and 

utilizes research and clinical financial data from various data sources (PeopleSoft Financials, Velos, EDW, eGrants and other available systems).Attends program planning and implementation meetings; represents the interests of Sponsored 

Programs Administration.Represents the interests of the Dean, Chairs, faculty, VP-FA, and staff in defining, developing, and implementing institutional business operations that effectively encourage and support sponsored activities and 

compliance.Liaisons with extramural sponsors, Federal, state and local governments, and private sector agencies on matters relating to sponsored programs administration.Develops and enhances SPA's "team approach" with Principal 

Investigators, department administrators and other Medical Center staff.Provides financial and planning support to Sponsored Programs as well as other stakeholders such Financial Affairs, Budget and Resource Planning and the Provost Office 

in the evaluation of opportunities and development of strategies for growing profitable volume, as identified in the overall University strategic plan.Develops and manages work plans to meet target dates and deliverables. Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment in interpretation of policy and application of procedures.Work requires knowledge of complex financial analysis and forecasting procedures.Work 

requires ability to maintain a high level of precision in work performedWork requires ability to effectively supervise professional staff when requested.Work requires effective verbal, written, and presentation skills.Work requires proficiencies 

in Microsoft Office and other job-related personal computer software.Working ConditionsWork is performed primarily in office environment.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

SPEC CLIN LAB SRVCS U1625 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5E11 Medical Technician-Lab ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

graduation or GED equivalent and one (1) year experience as Medical Assistant or Clinical Lab Assistant.    Twelve hours of college credit in Basic Science courses and six months experience as a Medical Assistant or Clinical Lab Assistant.     Job 

Duties  Performs skillful phlebotomy procedures in timely manner.        Greets and communicates with patient in order to put them at ease.        Confirms that appropriate paperwork is available for patient.        Enters data of patient 

demographics and lab order instructions.        Supplies appropriate codes and prices for patient requisitions.        Labels patient specimens and paperwork accurately and distributes to appropriate areas of lab.       Processes patient specimens.        

Keeps area stocked with essential supplies.        Keeps work area decontaminated with proper cleaning solutions and disposal of wastes and trash in appropriate containers.       Files patient lab requisitions.        Performs other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SPECIAL EVENTS COORDINATOR 8385 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 4A6A

Off-Admin Supp-Admin 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryUnder general direction, the Special 

Events Coordinator position interacts with external audiences including major donors, community leaders, elected officials, non-profit foundations and vendors as well as internal audiences including, but not limited to: the President, Provost, 

Chancellor, Regents, and other distinguished faculty/staff. Experience and EducationBachelor's degree or equivalent and one (1) year of experience in event planning or special events required. Experience working with budgets, preparing 

financial spreadsheets and tracking expenditures preferred.Job DutiesThe Special Events Coordinator is responsible for the following duties for smaller events involving approximately 1-35 attendees. Events include but are not limited 

committee meetings, donor tours/luncheons and membership group luncheons/dinners and faculty welcome receptions:Coordinates and manages all aspects of smaller events with internal and external vendors and departments.Coordinates, 

plans, strategizes, and organizes the production of special events and programs by structuring the responsibilities of staff, setting goals and objectives for each event, creating timelines, problem solving and financial management of each 

event.Serves as a lead liaison and provides proactive consultation throughout event development and execution to seek opportunities to enhance service and potential return.Negotiates and reviews vendor contracts for events. Establishes a 

network of vendors and contacts to hire for event production. Responsible for decision making with vendors at events.Facilitates events including providing direct supervision and leadership of personnel and contract staff hired for each 

event.Establishes and monitors event budgets and resources. Manages reconciliation of all final invoices and deliverables.Responsible for the completion of event approval forms, event data and reports to ensure office compliance and 

standards.Manages a variety of third-party services including caterers, rental companies, valet services, florist and promotional vendors.Updates and maintains all electronic events files.Manages special projects and works on planning 

committees for Donor appreciation receptions and dinners, lectures, meetings, luncheons, and others as assigned.Provides and serves as back up to the Sr Special Events Coordinator.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires exceptional client and vendor management skills.Work requires superb customer service skills and highly professional appearance.Work requires extensive knowledge of Microsoft Office applications and CRM software 

such as, Raisers EdgeWork requires unimpeachable attention to detail and be self-disciplined and a multitasker.Work requires demonstrated ability to be extremely detail¿oriented while maintaining "big picture" perspective.Work requires 

understanding and navigating a complicated, state-regulated purchasing environment, including developing solicitations for competitive bids to procure vendors and suppliers.Work requires being a team player and being able to work 

effectively with all individuals.Work requires the ability to operate within a complex initiative, defining and prioritizing tasks to meet deadlines.Work requires solid culinary and bar/beverage knowledge.Work requires being deadline-

driven.Working ConditionsWork is performed primarily in general office area. Work requires staffing early morning and evening events.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SPECIAL EVENTS COORDINATOR SR 8384 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 4A6A

Off-Admin Supp-Admin 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe position of Senior Special Events 

Coordinator is to interact with external audiences including major donors, community leaders, elected officials, non-profit foundations and vendors as well as internal audiences including, but not limited to: the President, Provost, Chancellor, 

Regents, and other distinguished faculty/staff. Experience and EducationBachelor's degree or equivalent and three (3) years experience in event planning as well as extensive experience with special events required. Experience working with 

complex budgets, preparing financial spreadsheets and tracking expenditures required.Job DutiesThe Senior Special Events Coordinator is responsible for the following duties for larger events involving approximately 35 or more attendees. 

Events include but are not limited to building openings, symposiums, lecture series, larger membership group receptions, dinners and programs, ticketed fundraising events andevents with the Department of Diversity, Equity and Inclusion 

(International Women's Day, Pride, etc.).Manages all aspects of larger more complicated events with internal and external vendors and departments.Coordinates, plans, strategizes, and organizes the production of special events and programs 

by structuring the responsibilities of staff, setting goals and objectives for each event, creating timelines, problem solving and financial management of each event.Responsible for the day-to-day operations of the office to ensure that upcoming 

special event timelines are being met by the office.Serves as a lead liaison and provides proactive consultation throughout event development and execution to seek opportunities to enhance service and potential return.Negotiates and reviews 

vendor contracts for events. Establishes a network of vendors and contacts to hire for event production. Responsible for decision making with vendors at events.Facilitates events including providing direct supervision and leadership of 

personnel and contract staff hired for each event.Establishes and monitors event budgets and resources. Manages reconciliation of all final invoices and deliverables.Responsible for the completion of event approval forms, event data and 

reports to ensure office compliance and standards.Manages a variety of third-party services including caterers, rental companies, valet services, florist and promotional vendors.Updates and maintains all electronic events files.Manages special 

projects and works on planning committees for Donor appreciation receptions and dinners, building dedications, lectures, meetings, luncheons, symposiums, etc.Acts as back up to the Manager of Special Events.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires exceptional client and vendor management skills.Work requires superb customer service skills and highly professional appearance.Work requires extensive knowledge of Microsoft Office 

applications and CRM software such as, Raisers Edge.Work requires a strategic thinker and solution¿oriented consultant in all event related matters.Work requires unimpeachable attention to detail and be self-disciplined and a 

multitasker.Work requires demonstrated ability to be extremely detail¿oriented while maintaining "big picture" perspective.Work requires the ability to manage event expenditures to ensure staying within limited budgets. Work requires 

understanding and navigating a complicated, state-regulated purchasing environment, including developing solicitations for competitive bids to procure vendors and suppliers.Work requires being a team player and being able to work 

effectively with all individuals.Work requires the ability to operate within a complex initiative, defining and prioritizing tasks to meet deadlines.Work requires solid culinary and bar/beverage knowledge.Work requires being deadline-

driven.Working ConditionsWork is performed primarily in general office area. Hours may vary and will require some evening and weekend work.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, 

sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SPECIAL PROCEDURES TECHNICIAN U5406 Y RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B1 Prof Technologist-Card ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociates degree or 

equivalent hospital based certification and one (1) year experience working as Technologist required. **Certification in ARRT, TDH or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American 

Red Cross (ARC) required depending on unit or department.** Job DutiesDemonstrates ability to produce timely and quality diagnostic images while properly operating appropriate equipment and following established protocols.Practices 

proper patient handling to ensure patient safety by using proper lifting and moving techniques, aids and restraints.Documents all information pertaining to patient's clinical history, physician order and procedure log book.Ensures correct and 

timely entry of procedures, supply charges and exam completions.Assists Radiologists in performing special procedure examinations.Maintains imaging equipment in optimal order. Cleans, restocks and maintains exam rooms.Assembles and 

presents all exam documents and images for Radiologist.Participates in educational programs, inservices, and department meetings. Participates and assists with training and orientation of new employees and students.Demonstrates 

knowledge of department performance improvement initiatives and participates in identifying and resolving issues.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

Specialty Pharmacy Technician U9657 Y T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5E8 Medical Technician-Pharm ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleSpecialty Pharmacy TechnicianSalarySalary Negotiable Job 

SummaryWorks under supervision. The Pharmacy Technician is responsible for filling prescriptions, packing, and shipping of products and all other job related services performed in the pharmacy. The Pharmacy technician is also responsible 

for prior authorizations and timely refill calls to patients.Experience and Education&bull; High school diploma or equivalent &bull; Registration with Texas State Board of Pharmacy (TSBP) as a Registered Technician or Pharmacist Intern is 

required and national certification with Pharmacy Technician Certification Board (PTCB) is preferred. Basic Life Support (BLS) certification with course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required by 

sart date.&bull; Minimum of One (1)yearof experience as retail pharmacy technician or equivalent is required, specialty pharmacy experience preferred&bull; Basic computer skills, data entry, filing&bull; English (speaking, reading, writing). 

Good general health and stress coping ability. Moderate physical effort: prolonged standing/walking, occasional lifting/carrying (up to 25 lbs), reaching, bending, crouching, etc. Job DutiesAssists the Pharmacist in reviewing, processing, 

preparing, filling, labeling and dispensing of medications and supplies as allowable by law.Answers telephones responding to questions or requests. Ensures necessary communications are provided to the customer, such as instructions, side 

effects and medication descriptions.Arranges customer consultations with Pharmacist, when requested.Cleans equipment, and maintains all required temperature logs as per corporate Policy and Procedures.While completing fulfillment 

functions, checks medication and administration supply inventory for out-of-date products, removes products from inventory and works with the appropriate resource to record out-of-date products.Processes incoming orders to determine 

that items ordered were shipped and that items shipped are the same as items invoiced to the Pharmacy.Checks items for appropriate 'shelf life' remaining before expiration.Affixes price stickers to the items ordered and places on stock 

shelves or in refrigerator, when required.Assists with full inventory and cycle counts.Assists with putting away newly received inventory in the appropriate location in the pharmacy.Performs related duties as assigned or requested.Loads the 

appropriate insurance plan to the patient's profile for adjudication, runs test claims and makes the necessary outreach to the Health Plan (HP) and/or Pharmacy Benefit Manager (PBM) to resolve rejected claims and/or contact patients and/or 

prescribers to collect additional information or data needed for a successful claim submission (i.e. patient demographics, new insurance information).Assist nurses with the prior-authorization process by completing Cover My Meds.Places 

outbound calls to patients or physicians' offices to obtain additional information needed to process the script or to notify of delay in processing script.Assists in obtaining new prescriptions if a plan considers selected products appropriate 

based on patient need.Records and processes orders and/or inquiries received by fax, mail, telephone, and/or through patient direct contact.Provides timely response to patients' inquiries by telephone and/or email, consistent with service 

and quality standards.Receives inbound and outbound calls to patients or MD Offices regarding orders for medications, pharmacy services and all other inquiries.Coordinates patient care by scheduling orders, communicating information to 

the patient regarding shipments, assessing supply needs, verifying patient and payment information, notifying the pharmacist of issues or changes in the patient's condition.Provides correct information or directs the call to the appropriate 

team member or department while maintaining a high level of professionalism.Ensures that good patients' relations are maintained, and patients' claims and complaints are resolved fairly and effectively.Contacts the pharmacists to alert them 

of any changes in patient's condition, compliance issues due to patient not taking medication or side effects, or to transfer a patient directly to pharmacist for counseling.Complete all additional special handling duties as assigned including but 

not limited to drug shipment notifications and Adverse Drug Event Reports.Complete other stages of the order process as assigned including but not limited to scanning prescriptions, Image Indexing, Pre-QA, Intake Prep and work 

issues.Documents information received from calls and provides notification of any urgent orders, shipping related issues and any errors, complaints or compliments to the appropriate party or system.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesAnalytical - Uses intuition and experience to complement data.Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information skillfully; Develops alternative 

solutions; Works well in group problem solving situations; Uses reason even when dealing with emotional topics.Technical Skills - Strives to continuously build knowledge and skills; Shares expertise with others.Customer Service - Manages 

difficult or emotional customer situations; Responds promptly to customer needs; Solicits customer feedback to improve service; Responds to requests for service and assistance.Interpersonal Skills - Focuses on solving conflict, not blaming; 

Maintains confidentiality; Listens to others without interrupting; Keeps emotions under control; Remains open to others' ideas and tries new things.Oral Communication - Speaks clearly and persuasively in positive or negative situations; 

Listens and gets clarification; Responds well to questions.Written Communication - Writes clearly and informatively; Able to read and interpret written information.Teamwork - Exhibits objectivity and openness to others' views; Gives and 

welcomes feedback; Contributes to building a positive team spirit.Business Acumen - Conserves organizational resources.Diversity - Demonstrates knowledge of EEOC policy; Shows respect and sensitivity for cultural differences; Supports 

affirmative action and respects diversity.Ethics - Treats people with respect; Works with integrity and ethically; Upholds organizational values.Organizational Support - Follows policies and procedures; Supports affirmative action and respects 

SPECIMEN MANAGEMENT COORDINATOR U1607 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 5E24 Medical Technician-Spec Proc CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma 

with 10 years of clinical lab experience and 5 years as a specimen processor; OR Associates Degree with 5 years clinical lab experience and 3 years as a specimen processor. Supervisory experience required.Job Duties1.Works under limited 

supervision to plan, coordinate, and supervise general duties and needs of Specimen Processing, and Client Services areas. Ensures efficient scheduling of staff to perform daily activities of area. Interviews and recommends selection of new 

laboratory personnel. Performs evaluation as required for team members.2.Plans, organizes, coordinates, and supervises the Quality Assurance activities of the area. Provides management reports on status of QA activities. Meets deadlines in 

accordance with regulatory, hospital, and department guidelines. Ensures review of all daily, weekly and monthly records and data including quality control, temperature monitors, batch logs, recollects, and turn-around-time.3.Orders and 

allocates all laboratory supplies and materials; maintains adequate inventory to ensure efficient operation for specimen processing, & ambulatory clinics. Assists in preparation of annual budget of department. Makes sound decisions that 

consider cost versus benefit. Monitors expenditures for personnel, equipment and supplies.4.Updates policies and procedures when indicated complying with regulations and department guidelines. Ensures compliance with all relevant CAP, 

CLIA, and TJC regulations.5.Maintains personnel records; completes performance evaluations, performs and documents competency evaluations, and trains both clerical and technical support using managerial skills according to department 

and university guidelines.6. Meets or exceeds set goals and objectives of the department. Ensures high quality and high patient safety standards**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

SPECIMEN PROCESSOR U1623 C03 $27,725.00 $38,690.00 $49,655.00 $2,310.42 $3,224.17 $4,137.92 $106.63 $148.81 $190.98 $13.33 $18.60 $23.87 N 5E10 Medical Technician-Spec Proc ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible for processing laboratory 

samples for testing or research. This includes checking specimen's information for accuracy, entering specimen information in to the Laboratory Information system (LIS), as necessary, and ensuring the right department receives the specimen 

and information.Experience and EducationHigh school diploma or GED equivalentOne year experience in a clinical laboratory setting, or certification as an MLTJob DutiesJob knowledge. Labels and processes patient specimens accurately and 

distributes to appropriate areas of laboratory. Processes laboratory samples according to procedure. Centrifuges and prepares aliquots when needed. Maintains specimen requirements at all times according to protocol. Dispatches specimens 

to the main laboratory or other designated testing facility as per established procedure with fewer than 2 mislabeled specimenQuality Orientation: Prints appropriate labels for specimen labeling. Ensures all tests on requisitions are accounted 

for in the ordering system. If necessary, contacts physician's office to obtain order clarification/verification prior to collecting specimens. Tracks every specimen to ensure specimen integrity, accounting particularly for those samples which 

must be transported to other locations with fewer than 3 occasions of errors involving maintaining specimen batches (opening, reconciling and closing).Prioritizes and organizes activities to achieve optimal and efficient patient care during 

daily operations. Maintains positive patient identification for all specimens collected, using defined protocols. Maintains patient confidentiality throughout all activities and communications.Ensures specimens are processed according to 

specimen requirements and that all specimen requirements are met. Ensures specimen requirements are maintained during transportation and storage as per protocol with fewer than two instances of processing, aliquotting and archiving 

errors. Centrifuges and prepares aliquots when needed. Dispatches specimens to the main laboratory or other designated testing facility as per established procedure with fewer than two mislabeled specimens. Document all correct and 

accurate information in regard to the specimens collected to ensure best is being met daily and may receive specimen using Epic Beaker. May have to enter orders or look up orders in EPIC Beaker. May be required to contact the Core 

Laboratory for retrieval of specimens (e.g. for add-on test).Proficient in maintaining and utilizing the automation track in loading and unloading samples, and troubleshooting errors. Monitors pneumatic tube system (if applicable) and ensures 

when tubes arrive, that specimens and/or reports are removed. Participates in process improvement activities. Logs specimen in archives for efficient retrieval. Maintains awareness of turn around expectations and organizes work duties to 

ensure expectations are met.Ensures all tests are accounted for in the ordering system. If necessary, contacts physician's office or nurse to obtain order clarification/verification prior to collecting specimens. Tracks every specimen to ensure 

specimen integrity, accounting particularly for those samples which must be transported to other locations with fewer than three occasions of errors involving maintaining specimen batches (opening, reconciling and closing).Supplies: Keeps 

area stocked with essential supplies. Keeps work area decontaminated with proper cleaning solutions and disposes of waste and trash in appropriate containers. Keeps work area well organized and free from clutter. Handles add-on requests 

according to established procedures.Adheres to Patient Safety Goals as defined by UTSW, TJC, CAP, and other regulatory/accreditation agencies. Utilizes the Risk Management and Process Improvement tools (Event Reports) in an accurate and 

timely way to identify issues concerning Quality Improvement and assists coworkers in this process as needed. Follows chain of command when reporting unsafe practices observed.Actively participates in the review of the monthly schedule 

and work assignments in conjunction with the Supervisor/Coordinator. Know daily tasks and be accountable for the daily workflow, including the status of the phlebotomy tracker, work flow assignments, and priority test requests. Also, acts 

as a liaison/problem solver for phlebotomy issues.Attendance Reports for work on the assigned days at the assigned times. Follows procedures regarding requesting and using leave in manner that consistently supports effective job 

performance.Provides training to other Specimen Processors as needed. Monitors pending lists, including but not limited to the unreceived specimen list. Performs other duties as assigned.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires internal contact with nurses, physicians, and allied health practitioner from other departments regarding specimen collection.Work requires exercise of considerable judgment in application, evaluation, and 

implementation of new or revised procedures, techniques, and practices to work problems.Able to lift up to 10 poundsRequires constant walkingWorking ConditionsWork is performed primarily in laboratory area with exposure to one or more 

disagreeable elements, such as bodily fluids, infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SPECIMEN PROCESSOR LEAD U5445 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 5E24 Medical Technician-Spec Proc ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryAssists the Specimen Management 

Coordinator and Pre-analytical Manager in ensuring processing laboratory samples for testing or research are competed accurately and on time .This includes checking specimen's information for accuracy, entering specimen information in to 

the Laboratory Information system (LIS), as necessary, and ensuring the right department receives the specimen and information.Experience and EducationHigh school diploma or GED equivalentTwo years' experience as a Specimen Processor 

in the laboratory setting, or certification as an MLTJob DutiesJob knowledge. Labels and processes patient specimens accurately and distributes to appropriate areas of laboratory. Processes laboratory samples according to procedure. 

Centrifuges and prepares aliquots when needed. Maintains specimen requirements at all times according to protocol. Dispatches specimens to the main laboratory or other designated testing facility as per established procedure with fewer 

than 2 mislabeled specimenDemonstrated proficiency and understanding of all job duties in Specimen Processing. Able to answer and clarify with laboratory personnel regarding processing of specimens.Quality Orientation: Prints appropriate 

labels for specimen labeling. Ensures all tests on requisitions are accounted for in the ordering system. If necessary, contacts physician's office to obtain order clarification/verification prior to collecting specimens. Tracks every specimen to 

ensure specimen integrity, accounting particularly for those samples which must be transported to other locations with fewer than 3 occasions of errors involving maintaining specimen batches (opening, reconciling and closing).Prioritizes and 

organizes activities to achieve optimal and efficient patient care during daily operations. Maintains positive patient identification for all specimens collected, using defined protocols. Maintains patient confidentiality throughout all activities 

and communications. Provide appropriate feedback to the management team when problems arise.Ensures specimens are processed according to specimen requirements and that all specimen requirements are met. Ensures specimen 

requirements are maintained during transportation and storage as per protocol with fewer than two instances of processing, aliquotting and archiving errors. Centrifuges and prepares aliquots when needed. Dispatches specimens to the main 

laboratory or other designated testing facility as per established procedure with fewer than two mislabeled specimens. Document all correct and accurate information in regard to the specimens collected to ensure best is being met daily and 

may receive specimen using Epic Beaker. May have to enter orders or look up orders in EPIC Beaker. May be required to contact the Core Laboratory for retrieval of specimens (e.g. for add-on test).Proficient in maintaining and utilizing the 

automation track in loading and unloading samples, and troubleshooting errors. Strong troubleshooting and problem resolution skills and ability to work effectively with the technical departments to resolve problems and gain cooperation as 

needed. Monitors pneumatic tube system (if applicable) and ensures when tubes arrive, that specimens and/or reports are removed. Participates in process improvement activities. Logs specimen in archives for efficient retrieval. Maintains 

awareness of turn around expectations and organizes work duties to ensure expectations are met.Ensures all tests are accounted for in the ordering system. If necessary, contacts physician's office or nurse to obtain order 

clarification/verification prior to collecting specimens. Tracks every specimen to ensure specimen integrity, accounting particularly for those samples which must be transported to other locations with fewer than three occasions of errors 

involving maintaining specimen batches (opening, reconciling and closing).Supplies: Keeps area stocked with essential supplies. Keeps work area decontaminated with proper cleaning solutions and disposes of waste and trash in appropriate 

containers. Keeps work area well organized and free from clutter. Handles add-on requests according to established procedures.Adheres to Patient Safety Goals as defined by UTSW, TJC, CAP, and other regulatory/accreditation agencies. 

Utilizes the Risk Management and Process Improvement tools (Event Reports) in an accurate and timely way to identify issues concerning Quality Improvement and assists coworkers in this process as needed. Follows chain of command when 

reporting unsafe practices observed.Actively participates in the review of the monthly schedule and work assignments in conjunction with the Supervisor/Coordinator. Know daily tasks and be accountable for the daily workflow, including the 

status of the phlebotomy tracker, work flow assignments, and priority test requests. Also, acts as a liaison/problem solver processing issues.Attendance Reports for work on the assigned days at the assigned times. Follows procedures 

regarding requesting and using leave in manner that consistently supports effective job performance.Provides training and cross-training to other Specimen Processors as needed. Monitors pending lists, including but not limited to the 

unreceived specimen list. Assist in department audits, as needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires internal contact with nurses, physicians, and allied health practitioner from other departments 

regarding specimen collection.Work requires exercise of considerable judgment in application, evaluation, and implementation of new or revised procedures, techniques, and practices to work problems.Strong communication skills and 

attention to details, outstanding organizational skillsAble to lift up to 10 poundsRequires constant walkingWorking ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as bodily 

fluids, infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits 

SPEECH LANGUAGE PATHOLOGIST 5718 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3F9

Prof Med Services-

SpchLangPath ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationGraduate (Master's or 

Doctorate) from an accredited program in Speech Pathology. Licensed to practice Speech Language pathology in the state of Texas; intern license also accepted. New graduates welcome (1 yr. Experience preferred) Job DutiesHas knowledge of 

therapeutic principle and practices good clinical judgment. Does not compromise the patient's or another's safety, while at the same time maximizes the patient's treatment potential.Identifies and records problems areas on evaluation. For 

each problem identified, projects reasonable goals with realistic time frames.Analyzes and designs treatment plans based on patient problems and goals. Determines if planned treatment is effective and progresses patient in a timely 

fashion.Prepares for patient discharge in an organized and efficient manner including timely and accurate submission of equipment needs. Displays good knowledge of patient's resources and needs.Fosters teamwork by treating all staff fairly, 

facilitating 2-way communication and having a collaborative attitude.Organizes patient treatment time efficiently.Records patient's progress in a concise, accurate, and timely fashion.Knowledge, Skills & AbilitiesLicensed to practice Speech 

Pathology in the state of Texas; intern license accepted; Active cardiopulmonary resuscitation (CPR) or basic cardiac life support (BCLS) certification (AHA - required). Independent worker, team oriented. Basic computer knowledge. General 

patient care skills with hospital experience.Working ConditionsUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SPEECH LANGUAGE PATHOLOGIST P5718 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 N 3F9

Prof Med Services-

SpchLangPath ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMasters, or doctorate 

from accredited program in_Speech Pathology. New graduates are welcome. Licensed to_practice Speech Pathology in state of Texas and active CPR or Basic Life Support (BLS) certification, course accredited by the American Heart Association 

(AHA) or American Red Cross (ARC) required.** Job DutiesDemonstrates knowledge of therapeutic principles and practices good clinical judgement and does not compromise patient's or another's safety, while at same time maximizes patient's 

treatment potential.Identifies and records problem areas on evaluation. Projects reasonable goals with realistic time frames.Analyzes and designs treatment plans based on patient problems and goals. Determines if planned treatment is 

effective and progresses patient in timely fashion.Prepares for patient discharge in organized and effective manner. Displays good knowledge of patient's resources and needs.Records patient's progress in concise, accurate, and timely 

manner.Organizes patient treatment time and unscheduled time efficiently.Assists willingly in coverage of other patients.Assists in on-job training, education, and supervision of therapy technicians, students, and/or nursing.Performs other 

related duties assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



SPEECH LANGUAGE PATHOLOGIST U5718 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 E 3F9

Prof Med Services-

SpchLangPath ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationGraduate degree 

(Masters or Doctorate) from an accredited program in Speech Pathology. Licensed to practice Speech Pathology in the state of Texas. Intern license (Clinical Fellowship Year) also accepted. Active cardiopulmonary resuscitation (CPR) or Basic Life 

Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)required. New graduates are welcome to apply (intern license), though at least 1 year of hospital experience is preferred.Job 

DutiesDemonstrates knowledge of therapeutic principles and practices good clinical judgement and does not compromise patient's or another's safety, while at same time maximizes patient's treatment potential.Identifies and records problem 

areas on evaluation. Projects reasonable goals with realistic time frames.Analyzes and designs treatment plans based on patient problems and goals. Determines if planned treatment is effective and progresses patient in timely 

fashion.Prepares for patient discharge in organized and effective manner. Displays good knowledge of patient's resources and needs.Records patient's progress in concise, accurate, and timely manner.Organizes patient treatment time and 

unscheduled time efficiently.Assists willingly in coverage of other patients.Assists in on-job training, education, and supervision of therapy technicians, students, and/or nursing.Performs other related duties assigned. **Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SPEECH THERAPIST HH361 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 E 3I Professional Construction PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOrganizes and conducts medically 

prescribed therapy programs in the home/daycare center to restore function to the patient.Experience and EducationUndergraduate degree and one (1) to two (2) years in Speech Therapy is required. **Cardio-Pulmonary Resuscitation or Basic 

Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC). Valid Texas driver's license, proof of driver's insurance and current licensure as Speech Therapist is required.** Preferred: 

Home health services experience.Job DutiesEvaluates patient's home environment and communicative status of patient.a. Documentation reflects the identified problems or disability, interventions, communications, and patient responses and 

is supported by the Plan of Care.b. Necessary forms are completed in a timely manner.c. Documentation is complete and reflects compliance with agency policies.Develops plan of care (POC/POT) in coordination with physician (when 

required).a. POC/POT is based on initial assessment, speech and language disorders, and medical diagnosis, and is completed in a timely manner.b. POC/POT is relevant to the patient's current needs.c. Patient, family/caregiver, and health care 

team members are involved in implementing the POC/POT.d. Outcomes are evaluated and suggestions for change made accordingly.Provides patient care and coordinates the care with other disciplines and team members with the assistance 

of the Clinical Therapy Manager.a. Patient care, as ordered by the attending physician, is prioritized and evaluated on an ongoing basis.b. Appropriate methods of assisting the patient in improving, correcting, and/or accepting his/her disability 

are taught to the patient, family/caregiver, and health team members as necessary.c. Patient care is performed within speech pathology policies and procedures in accordance with rules, regulations, codes of ethics, guidelines, and codes in 

federal, state, and local laws concerning the practice of speech therapy.d. Proper infection control, hazardous waste, HIV/HBV, etc. procedures are used in accordance with agency policy.Coordinates patient care with other disciplines and team 

members.a. Observed changes in the patient's condition (progress and/or regression) and reactions to treatment are reported to the physician in a timely manner.b. Team conferences are participated in as required per agency policy and 

constructive and relevant information is provided.c. Daily reports are given to the Clinical Therapy Manager regarding patient problems and changes in the POC/POT.d. Communications are timely, effective, and courteous.Documents care and 

interventions.a. Necessary forms are completed in a timely manner.b. Documentation reflects the identified problems or disabilities, interventions, communications, and patient responses and effectiveness of treatment provided.c. 

Documentation is legible and complete, and reflects agency policies.d. Appropriate written reports of the patient's progress on the appropriate forms are submitted to the physician and agency at the designated intervals of every 60 days and 

at discharge of the patient.Participates in the implementation of the Quality Improvement Plan.a. Understanding of role in the QI plan can be verbalized.b. QI activities are incorporated into the performance of job assignments.c. QI activities as 

assigned by the Clinical Therapy Manager are completed within the given time frame.Maintains a safe and healthy environment.a. Instructs patients on safety at home.b. Uses universal precautions.c. Maintains PPD and CPR per agency 

policy.Knowledge, Skills & AbilitiesWork requires ability to care for and treat patients in accordance with established protocols, accepted nursing standards, and instructions from physicians and/or nurses.Work requires verbal and written 

communication skills.Work requires interpersonal skills.Work requires contact with physicians, residents, fellows, secretaries, and allied health personnel to coordinate information necessary to provide optimal level of patient care.Work 

requires ability to stand for long periods of time.Work requires ability to lift, push, and/or pull up to 50 lbs.Work requires ability to read, write, and perform mathematical calculations.Work requires ability to perform under general 

supervision. Work requires that incumbent complete most assignments with substantial independence.Working ConditionsExposure to dust/dirt/fumes, exposure to disease, move and position patients, bending or reaching, driving a vehicle, 

more than average exposure to variable weather and road conditions, walking, annual physical examination, lifting over 50 pounds, available to work all shifts.Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SPEECH THERAPIST PH361 P38 $63,987.00 $93,515.00 $117,873.00 $5,332.25 $7,792.92 $9,822.75 $246.10 $359.67 $453.36 $30.76 $44.96 $56.67 N 3F9

Prof Med Services-

SpchLangPath PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationUndergraduate degree 

and one (1) to two (2) years as Speech Therapist is required. **Licensed in Cardio-Pulmonary or Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC), Speech Therapy and 

valid Texas drivers license is required.** Preferred: Home health services Job DutiesEvaluates patient's home environment and communicative status of patient. Prepares documentation that reflects identified problems or disability, 

interventions, communications, and patient responses and is supported by Plan of Care. Completes necessary forms and completes documentation that reflects compliance with agency policies.Develops plan of care in coordination with 

physician. Bases plan of care on initial assessment, speech and language disorders, and medical diagnosis and completes in timely manner. Ensures plan of care is relevant to patient's current needs. Outcomes are evaluated and suggestions for 

change made accordingly.Provides patient care and coordinates care with other disciplines and team members with assistance of Clinical Supervisor. Prioritizes and evaluates patient care on ongoing basis. Assists patient in improving, 

correcting, and/or accepting his or her disability are taught to patient, family or caregiver, and health team members as necessary.Assures that patient care is performed within speech pathology policies and procedures in accordance with 

rules, regulations, codes of ethics, guidelines, and codes in federal, state, and local laws concerning practice of speech therapy. Adheres to proper infection control, hazardous waste, HIV or HBV, etc. procedures in accordance with agency 

policy.Coordinates patient care with other disciplines and team members. Observes changes in patient's condition and reactions to treatment are reported to physician. Participates in team conferences as required per agency policy and 

constructive and relevant information is provided. Gives daily reports to Clinical Supervisor regarding patient problems and changes to plan of care.Documents care and interventions. Writes legible and complete documentation, and reflects 

agency policies. Submits written reports of patient's progress on appropriate forms to physician and agency at designated intervals of every 60 days and at discharge of patient.Participates in implementation of Quality Improvement Plan. 

Understands role in Quality Improvement Plan can be verbalized. Completes Quality Improvement activities assigned by General Manager or Clinical Supervisor within given time frame.Maintains safe and healthy environment. Instructs 

patients on safety at home. Uses universal precautions. Maintains PPD and CPR per agency policy.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

SPINE CARE PROGRAM COORD U5470 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3A25 Specialized Nurse-RN Coord Jr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Spine Care Program Coordinator is 

responsible for the management of spine care program participants from the pre-operative education and course of treatment through the discharge and the post-operative process. The Coordinator will use a multidisciplinary approach to 

design, organize, and deliver a comprehensive program that will engage community, patients, family and the health care team. The Coordinator will act in a clinical role and help to assure quality, competency, and compassionate care. The 

Coordinator will collaborate with all members of the health care team as it relates to the entirety of the Spine care program. MINIMUM QUALIFICATIONSMinimum of Bachelor's Degree in Nursing, A current Basic Life Support (BLS) certification, 

course accredited by the American Heart Association (AHA) or The American Red Cross (ARC)Minimum three (3) years' experience in orthopedic nursing required. ESSENTIAL FUNCTIONSJob Duties: Will assist with ensuring the spine care 

program is in compliance with all regulatory, state and federal guidelines/requirements and facilitate coordinating activities to meet the objectives of special certifications such as the Center of Excellence initiatives. Will assist with the 

development and administration of a comprehensive pre-operative education program for patients and their families undergoing surgical spine care. Will assist with the coordination of scheduling the required education sessions along with the 

surgery dates/times for surgical spine care patients.Will serve as a liaison between patients/family and health care providers including but not limited to pre-admission, OR, inpatient stay and discharge destination. Will coordinate and 

administer any additional inpatient education, discharge planning and coordination/support for surgical spine care patients/family.Will answers patient questions and ensure the appropriate coordination of the patient activities are completed. 

Orders and schedules patient appointments with providers and ancillary services. Receives, responds to, and directs patient communication, including phone calls, emails, and other interactions. Gathers needed medical information such as 

records, slides, films, and ancillary tests to assist in the coordination of patient needs.Will assess, plan, coordinate and execute discharge plans to assure patient/family needs are met for timely and successful discharge.Actively assists 

department leadership in continuous process improvement which includes audits of patient care satisfaction, workflow and throughput, record review, staffing education, staff development and successful monitoring of patient reported 

outcome measures (PROMs) related to the spine care program. Assists with ensuring the spine care program is in compliance with all regulatory, state and federal guidelines/requirements.Collaborates with other organizational employees to 

create an environment that is conducive to retention of qualified personnel. Assists with staff meetings, special projects and the development, implementation and evaluation of performance improvement activities. Communicates data and 

solicits input from staff regarding performance and quality improvement i.e. Patient safety, infection control. Actively participates on hospital work groups.Duties performed may include one or more of the following core functions: a) Directly 

interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) 

Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESAbility to work with windows-based computer systems and necessary 

software applications.Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints. Work requires a change agent 

attitude that includes flexibility and adaptability to perform in a high volume facility.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Routine walking, climbing, lifting. Work may require sitting 

for long periods of time while staying fully alert; This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, 

national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

SPONSORED PROGRAM OUTREACH PROGRAM COORD SR 9619 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

triage for pre-award and post-award research services for Sponsored Programs Administration and constituents across University. Performs a wide variety of assignments using coordination efforts and analytical skills to resolve complex 

issues. Experience and EducationBachelor's degree in business administration, public administration, or related field and six (6) years of progressively responsible related experience in business, finance, or public administration with emphasis 

on customer service. Advanced degree, and/or planned completion of Certified Research Administrator (CRA) designation preferred. Has advanced knowledge of allowable and allocable costs, cost transfers and payroll confirmation.Job 

DutiesProject management as it relates to business process initiatives - partners across SPA to ramp business processes and investigate possible process improvement. Runs metric reports from ServiceNow and PowerBI and analyzes data to 

assist with management of EleVate service level agreements and leadership decision-making efforts. Works with development team to create new reports and enhance existing reports.Provide SPA leadership with metric data of a variety of 

processes and projects, analysis of the data and presentation-ready materials as requested.Acts as a shared resource across team lines to facilitate projects, initiatives, or directives related to SPA activities.Creation of project tools and new 

framework for automation within SPA to enhance our EleVate service offerings per AVP's directive. Some of these initiatives have been "Find your research payment", automating emails to ServiceNow to create tickets for various resource 

email boxes and tracking/reprioritizing tasks with AIS and Grants teams. Website functionality and continued updates - works closely with our Web services team to assure timely updates and communication outward to our partners in the 

research community at UTSW. Perform research and develop SPA education modules. Create content/visuals and collaborate with SPA subject matter experts. Develop module scripts and narrate modules on various education topics, in 

accordance with education plan developed each fiscal year. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Work requires clear written and verbal communication skills.Work requires 

working knowledge of Excel spreadsheets and word-processing software. Work requires working knowledge of PowerPoint.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

SPONSORED PROGRAMS ADMIN ANALYTICS ANALYST 9686 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to use 

data and advanced analytics to provide information for SPA executive decision makers in the sponsored program delivery and financing domains.Experience and EducationBachelor's degree in accounting, finance, healthcare statistics or similar 

field and three (3) years of job related experience in the Research Administration or Healthcare sector. Experience with advanced excel tools SQL, SAS, Stata, SPSS, or similar statistical/data management tools. Job DutiesDesigns, executes, and 

investigates automation of analytical strategies to improve organizational research data decisions.Identifies trends in expenditures and revenue using streamlined data sources.Focus on common errors which typically occur within our 

processes to find root cause in order to build corrections and fix, preserving data integrity of the various systems relied upon for details.Works on cross-functional teams to develop novel methods for analyzing and presenting data to 

understand common problems across teams.Works with research administration or clinical experts to help develop explanatory models and predict impact of specific programs and trends for various University rankings and national 

surveysGenerates recommendations and presents analytic output to leadership to inform strategic and tactical decision making and guides process improvement.Conducts research and analyzes drivers of variances in data sets.Uses data 

analysis skills and query data sources to design new reporting and analytic tools for use by the department.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong communication, problem solving and 

organizational skills.Work requires use of data visualization tools such as Excel and TableauWork requires proven experience using data analytics, statistics, and project management tools to drive process and outcome improvements through 

data-driven decision-makingWork requires experience translating business needs into data models Work requires basic understanding of predictive algorithms Work requires experience with SQL and statistical software tools in order to 

perform data manipulation and analysisWork requires proven ability to perform complex data modeling and analytics to meet customer requirements Work requires skill in compiling large amounts of data into innovative and compelling 

presentationsWork requires the ability to communicate project goals and analytical results to executive-level stakeholders in an effective manner.Working ConditionsWork is performed primarily in office area.Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SPONSORED PROGRAMS ADMIN ANALYTICS ANALYST LEAD 9684 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H16 Prof Services-Other PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to use 

data and advanced analytics to provide information for SPA executive decision makers in the sponsored program delivery and financing domains.Experience and EducationBachelor's degree in accounting, finance, healthcare statistics or similar 

field and seven (7) years of job related experience in the Research Administration or Healthcare sector manipulating large relational databases. Experience with advanced excel tools SQL, SAS, Stata, SPSS, or similar statistical/data management 

tools. Superior working knowledge of MS Office applications and familiarity with data warehouse, Power BI and Power Queries are preferred. Job DutiesDesigns, executes, and investigates automation of analytical strategies to improve 

organizational research data decisions.Identifies trends in expenditures and revenue using multiple and complex data sources.Focus on common errors which typically occur within our processes to find root cause in order to build corrections 

and fix, preserving data integrity of the various systems relied upon for details.Works on cross-functional teams to develop novel methods for analyzing and presenting data to understand common problems across teams in order to rectify, 

reclassify or restate properly which will lead to creation of new SOPs or business processes across the organization.Works with research administration or clinical finance experts to help develop explanatory models and predict impact of 

specific programs and trends for various University rankings and national surveysGenerates recommendations and presents analytic output to leadership to inform strategic and tactical decision making and guides process improvement using 

business intelligence.Conducts research and analyzes drivers of variances large and small which cause change in monthly, quarterly and annual reporting and strengthening data integrity at the University level.Uses data analysis skills and 

query data sources to design new reporting and analytic tools to share and train department to utilize in other practical functions.Often prepares presentations for Executive leadership as well as all of SPA to share novel approaches to data 

mining and analytical tools.Trains new team members so all understand the goals of Analytics teamPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong communication, problem solving and organizational 

skills.Work requires use of data visualization tools such as Excel and TableauWork requires proven experience using data analytics, statistics, and project management tools to drive process and outcome improvements through data-driven 

decision-makingWork requires experience translating business needs into data models Work requires basic understanding of predictive algorithms Work requires experience with SQL and statistical software tools in order to perform data 

manipulation and analysisWork requires proven ability to perform complex data modeling and analytics to meet customer requirements Work requires skill in compiling large amounts of data into innovative and compelling presentationsWork 

requires the ability to communicate project goals and analytical results to executive-level stakeholders in an effective manner.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in 

lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SPONSORED PROGRAMS ADMIN ANALYTICS ANALYST SR 9685 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to use 

data and advanced analytics to provide information for SPA executive decision makers in the sponsored program delivery and financing domains.Experience and EducationBachelor's degree in accounting, finance, healthcare statistics or similar 

field and five (5) years of job related experience in the Research Administration or Healthcare sector manipulating large relational databases. Experience with advanced excel tools SQL, SAS, Stata, SPSS, or similar statistical/data management 

tools. Superior working knowledge of MS Office applications and familiarity with data warehouse or Power BI preferred. Job DutiesDesigns, executes, and investigates automation of analytical strategies to improve organizational research data 

decisions.Identifies trends in expenditures and revenue using multiple data sources.Focus on common errors which typically occur within our processes to find root cause in order to build corrections and fix, preserving data integrity of the 

various systems relied upon for details.Works on cross-functional teams to develop novel methods for analyzing and presenting data to understand common problems across teams in order to rectify, reclassify or restate properly.Works with 

research administration or clinical finance experts to help develop explanatory models and predict impact of specific programs and trends for various University rankings and national surveys.Generates recommendations and presents analytic 

output to leadership to inform strategic and tactical decision making and guides process improvement using business intelligence.Conducts research and analyzes drivers of variances large and small which cause change in monthly, quarterly 

and annual reporting.Uses data analysis skills and query data sources to design new reporting and analytic tools to share and train department to utilize in other practical functions.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires strong communication, problem solving and organizational skills.Work requires use of data visualization tools such as Excel and TableauWork requires proven experience using data analytics, statistics, and project 

management tools to drive process and outcome improvements through data-driven decision-makingWork requires experience translating business needs into data models Work requires basic understanding of predictive algorithms Work 

requires experience with SQL and statistical software tools in order to perform data manipulation and analysisWork requires proven ability to perform complex data modeling and analytics to meet customer requirements Work requires skill in 

compiling large amounts of data into innovative and compelling presentationsWork requires the ability to communicate project goals and analytical results to executive-level stakeholders in an effective manner.Working ConditionsWork is 

performed primarily in an office area.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SR MANAGER CATEGORY MANAGEMENT 4096 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position manages the Category 

Management team responsible for various spend categories within the Supply Chain Management Department. This position leads their team and manages the complex and critical decisions, implementation, and service delivery for a given 

category and/or service line. Responsible for ensuring strategic sourcing best practices to deliver savings and efficiencies to UTSW and its stakeholders.Experience and EducationBachelor's degree in science, healthcare, or business-related field 

with five (5) years' experience in contract administration, purchasing, sourcing; or Master's degree in science, healthcare, or business-related field with three (3) years' experience in contract administration, purchasing, sourcing. Demonstrated 

intermediate Microsoft Excel, PowerPoint, and Word. Minimum of two (2) years supervisory or lead experience. Must obtain one of the following certifications: Certified Texas Purchasing Manager or Certified Texas Contract Developer within 

18 months of hire (or 3 attempts at the certification exam) by internal scheduling. PMP Certification & Healthcare related experience preferred.Job DutiesSupervises assigned sourcing staff to ensure a quality service is provided to customers 

and is responsible for the coordination of day-to-day sourcing activities.Develops individuals and creates learning and growth opportunities. Provides input to succession planning.Under limited supervision, performs hiring and orientation of 

new staffDevelops and executes an onboarding plan for new employeesResponsible for training new staff including the continuing education and development of existing sourcing team members. Effective management of scouring timeline to 

reduce RFX lifecycle and portfolios while ensuring that all contract documents are readily assessable.Conducts regular performance reviews with each team member and provides coaching and guidance on subsequent sourcing methodology 

activities. Conducts oversight and evaluation of all governance checkpoints in the Sourcing Methodology and completes proper documentation of performance in regard to the Sourcing Methodology. Develops procurement strategies for the 

assigned subcategories. Assists with the development a risk-assessment and contract monitoring plans.Acts as an escalation point to assist in the RFX process when challenging situations ariseSupports the e-commerce strategy for assigned 

spend categories.Manages supplier relationships, ensuring that UTSW business needs are met. Establishes key performance metrics (KPIs) to measure supplier performance and lead supplier business reviews.Reviews contracts for terms, 

changes and/or enhancements. Interacts with legal on contract language and terms in accordance with UT Southwestern policies and procedures.Monitors contractors' compliance in accordance with contractual requirements to include 

insurance and HUB requirements. Export, Filter, Categorize and Interpret volumes of data to identify opportunities resulting from data selections and recommend sourcing opportunities. Compile information and respond to internal and 

external audit requests.Set up, maintain and complete tasks/activities in Sourcing Director platformPerforms other duties as assigned.Knowledge, Skills & AbilitiesStrong knowledge in the review and understanding of legal contracts, terms, 

and conditions. Ability to work well within highly structured timelines/deadlines.Ability to manage and deliver multiple simultaneous RFPs, proposals and contracts that are responsive, compliant, accurate, and that achieve messaging 

objectives.Ability to work well in a team environment on both your internal team as well as cross-functional and cross-institutional teamsAbility to understand intended audience and knowledge of subject matter.Ability to actively listen and 

handle difficult or delicate situations with diplomacy and tact.Ability to explain concepts clearly in written and verbal communications.Commitment to excellence and customer service as demonstrated through flexibility, teamwork, 

professionalism, and a high-level of problem-solving skills.Ability to maintain an aggressive schedule for developing deliverables as assigned.Ability to be responsible, flexible, accountable and detail-oriented with the ability to multi-task, adapt 

and prioritize to meet deadlines.Ability to communicate and collaborate with stakeholders at all levels within the organization and externally.Work requires effective oral and written communication skills. Work requires proficiency in 

administration of bids, contracts and budgets.Work requires exercise of considerable judgment in scheduling and coordinating work.Work requires a highly level of administrative ability and proficiency in personal computer operations to 

include Microsoft Office.Work requires contact with all levels of internal and external people to affect final determination of problems of recurring but non-routine nature.Prefer proficiency with PeopleSoft.Prefer proficiency with Jagger 

Sourcing Director and TCM.Working ConditionsWork is performed primarily in an office environment.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran status.

SR MANAGER PUBLIC RELATIONS 8635 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Senior Manager of Public Relations is 

part of the Office of Communications, Marketing and Public Affairs and is responsible for crisis communications, issues management, and executive communications on behalf of the EVP of Institutional Advancement, as well as for managing a 

wide variety of external-facing communications, strategic planning, proactive and responsive media relations, and management of personnel.Reporting to the Director of Public Relations, the Senior Manager of Public Relations interacts with 

executive leadership, physician leaders, managers, and staff throughout the institution, as well as in the community at large on a wide variety of topics and issues. This position provides guidance on message development and tactics to help 

effectively convey important and sensitive information. The person in this position must be well organized, diplomatic, and able to manage multiple projects and meet multiple deadlines. Experience working in a communications function at a 

large academic health care institution, managing issues and crisis communications, handling media relations, and managing personnel is required.Experience and EducationBachelor's degree in Public Relations, Communications, Journalism or a 

related field with at least eight (8) years of experience in management required. Master's degree in Public Relations or twelve (12) years of combined experience in Public Relations, Marketing or Journalism preferred. Must have experience in a 

health care environment, with knowledge of privacy regulations such as HIPAA, FERPA and COI. Experience in academic medicine preferred. Job DutiesServes the executive communications needs of CMPA and EVP for Institutional 

Advancement, writing and producing talking points, statements, and presentations.Provides strategic planning for public relations events and activities, including press conferences and media events, as well as promotional planning for 

medical and scientific topics.Plans and executes communications by researching, writing and editing articles, news releases, statements, and announcements for online, printed and social platforms.Manages and advises on media requests, 

media pitches, media responses and statements, media and filming crew escorts, and media training.Interacts with executives, faculty, managers and staff throughout CMPA and UTSW, recommending communications strategies for outreach, 

including owned, shared, and earned media channels.Coordinates timing and messaging with other marketing and communications professionals at UTSW and external institutions, organizations, agencies and businesses.Manages 

communications managers and communications personnel.Performs other duties as assigned.Knowledge, Skills & AbilitiesDemonstrated skill in communicating and expressing organization positions, policies, strategies, etc. in clear, compelling 

language.Ability to think creatively and critically in problem solving and project implementation.Ability to work independently, manage workflows, set priorities, meet deadlines, and remain flexible with changing task prioritization.Strong 

computer skills and experience with MS Office, Teams, content management, project planning and tracking software. Strong writing, editing, and presentation skills, including experience with media training. Ability to work 

collegially.Demonstrated skill in dealing with complex, sensitive, and legal issues. Ability to interact with senior executives, faculty, business and community leaders, philanthropists, and politicians with diplomacy.Working ConditionsWork is 

performed primarily in office and/or remote work environment.UT SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community.¿ As an 

equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.¿ To learn more, please visit:¿https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.



SR MARKETING MGR 8626 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title8626 - Senior Marketing Manager SalarySalary Negotiable 

Job SummaryThis Senior Marketing Manager reports to the Director of Content Marketing and works closely with the Assistant Vice President for Digital Engagement to develop and expand feature and content opportunities and 

stakeholder/source relationships across UT Southwestern, advancing the institution's mission, vision and strategic priorities through digital and social media marketing communications. The position will develop a content strategy that 

supports and extends marketing initiatives, and oversee and manage a digital content marketing program designed to engage two key audiences: prospective patients and referring physicians. Works under minimal supervision to provide 

advanced administrative guidance and direction for office(s) of university. Experience and EducationBachelor degree in related field and eight (8) years of job related experience. Strong editorial and writing background, along with strong skills in 

Google Analytics, required. Video creation and editing skills are a definite plus. Demonstrable project management skills and ability to manage the priorities of multiple stakeholders. Ability to analyze and present content and social 

performance in a metrics-driven environment.Job DutiesDevelop and manage all digital content marketing initiatives to drive traffic, engagement, and new patient leads for targeted clinical services. Serve as the publisher and editor in chief of a 

number of online editorial products, including the UTSW MedBlog. Direct and manage a team of freelance writers, videographers and editors who serve as resources for the physician stakeholders.Develop and manage the master digital 

editorial calendar and organizational workflows, ensuring that digital content meets SEO, content categorization, distribution and measurement requirements. Ensure that all digital content is consistent with UTSW brand voice, style and tone. 

Oversee channel management of digital content hubs and all supporting channels, including email/newsletter distribution, mobile and social.Working in close collaboration with the Assistant Director for Digital Engagement, develop standards, 

systems, and best practices for requesting, creating, editing, publishing, and retiring content on the patient care website. Manages day-to-day work and projects with internal and external development teams from planning through 

implementation.Conduct periodic competitive audits.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong project management skills and the ability to lead diverse content teams.Work requires knowledge and 

understanding of interactive marketing and media tactics. Work requires strong analytical and problem solving skills with minimal direction.Work requires strong communication skills. Work requires ability to execute efficiently and effectively 

under deadlines, juggle multiple projects at once and keep up with changing task prioritization.Work requires customer-service focus with experience working in matrix organization.Working ConditionsWork is performed primarily in a general 

office area. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to 

the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SR MGR DIGITAL MARKETING 8628 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title8328 - Sr. Digital Marketing ManagerSalarySalary 

Negotiable Job SummaryThe Sr. Digital Marketing Manager position will plan, implement, and measure digital strategies developed to drive awareness, engagement, and increased utilization of UT Southwestern's clinical enterprise. The 

position will focus primarily on developing, executing, and evaluating digital campaigns in conjunction with offline marketing campaigns. This position will work closely with the marketing management team and web team as well as external 

vendors to meet specific campaign goals and long-term organizational objectives. Experience and EducationBachelor's degree in event planning, business administration, or related field and one (1) year of experience in event planning or events 

required. Job DutiesManage direct response strategy and directions with external vendors including keyword analysis, search volume analysis, and creative wording for advertisements. This includes over 20,000 brand and non-brand keywords. 

Develop and manage all digital content marketing initiatives to drive traffic, engagement, and new patient leads for targeted clinical services, working with the agency of record on all digital paid media. Work requires management of a 

$500,000 direct response budget. Creates funnel experience, true to UT Southwestern's brand and tone, from clicks to web properties including landing page management and analytics tracking through 3rd party systems Works with Digital 

analytics to measure full success of all campaigns through data feeds into Google data studio or other aggregation systems with complete recommendations for improvements.Supervises external vendors and contractors. Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires strong project management skills and the ability to lead diverse content teams. Work requires knowledge and understanding of interactive marketing and media tactics. Working 

knowledge of digital ad platforms and networks for maximum impressions/clicks/views based on the specific campaign and assets being created. Work requires strong analytical and problem solving skills with minimal direction. Work requires 

a highly creative thinker with the ability to guide advanced digital projects from ideation through execution. Work requires a working understanding of analytics (i.e. Google Analytics) to effectively measure results, make immediate 

recommendations based on analysis, and produce reports for both internal constituents and leadership. Must have excellent writing, editing, and presentation skills. Work requires strong analytical skills and data-driven thinking.Working 

ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position 

is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SR MGR INTERNAL COMMUNICATIONS 8600 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Senior Manager of Internal 

Communications is part of the Office of Communications, Marketing and Public Affairs and is responsible for executing daily communications for the UT Southwestern campus on behalf of the EVP of Institutional Advancement. This senior 

manager oversees a wide variety of internal-facing communications on a daily basis. This role is also responsible for long-term planning for major projects and providing strategic-communications guidance and planning for ongoing initiatives of 

the university and its various stakeholders.This role reports to the Director of Internal Communications, and interacts with executive leadership, physician leaders, vice presidents, department supervisor, managers, and staff throughout the 

institution on a wide variety of topics and issues. Experience and EducationBachelor's degree in public relations, communications, journalism, or a related field and ten (10) years of experience in public relations or marketing, including at least 

six (6) years' experience in overseeing major internal communication initiatives required. Master's degree in public relations preferred.Must have a proven track record of effectively working with executives and other leaders throughout an 

organization on sensitive topics. Experience in a health care environment is required, and experience with academic medicine is strongly preferred. Knowledge of privacy regulations such as HIPAA, FERPA and COI is required.Job DutiesServes 

the executive communications needs of CMPA and EVP for Institutional Advancement, writing and producing internal communications, while also leading a team that oversees various other communications efforts.Provides strategic planning 

for communicating about major initiatives, events and projects involving educations, research, patient care, employee relations, employee benefits, occupational health, business operations and all other aspects of the institution.Develops 

communications plans by working with key institutional stakeholders and leaders within CMPA.Manages and advises on requests for internal communications. Manages writing team and oversees publication of daily employee newsletter. 

Drafts executive communications. Provides guidance and editorial feedback to team members on department-specific communications and strategies designed to drive change and employee engagement. Interacts with executives, faculty, 

managers and staff throughout CMPA and UTSW, recommending communications strategies for various initiatives, looking at owned, shared, and earned media channels and considering how multimedia can enhance work.Coordinates timing 

and messaging with other teams within CMPA, including marketing, public relations, and public affairs agencies and businesses.Manages internal communications personnel.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesDemonstrated skill in communicating and expressing organization positions, policies, strategies, etc. in clear, compelling language.Excellent organizational skills with the ability to manage multiple projects and competing deadlines in a 

fast-paced environment. Ability to think creatively and critically in problem solving and project implementation.Ability to work independently, manage workflows, set priorities, meet deadlines, and remain flexible with changing task 

prioritization.Strong computer skills and experience with MS Office, Teams, content management, project planning and tracking software. Strong writing, editing and presentation skills, including experience with media training. Ability to work 

collegially.Demonstrated skill in dealing with complex, sensitive, and legal issues. Ability to interact with senior executives, faculty, business and community leaders, philanthropists, and politicians with diplomacy.Working ConditionsWork is 

performed primarily in office and/or remote work environment.UT SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community.&iquest; 

As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, 

genetic information, citizenship status, or veteran status.&iquest; To learn more, please visit:&iquest;https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

SR MGR LEGAL CONTRACT SERVICES 9624 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe Senior Manager Legal Contract 

Services is primarily responsible for supporting contracting and purchasing personnel to employ best practices in all contracting activities related to complex, high risk and high profile UTSW business transactions. Secondarily, the position aids 

with drafting, negotiation, modification, implementation, and monitoring maintenance of contractual agreements to ensure contracting functions comply with all applicable laws, regulations, and rules. The Senior Manager Legal Contract 

Services leads a team of legal contracting specialists, manages complex and critical legal decisions, and assists with higher level project management activities to maximize efficiency and productivity of the contracting function within the 

Department of Supply Chain Management.Experience and EducationRequiredBachelor's degree in business administration, public administration, legal administration, or related field and ten (10) years of experience in a legal environment or in 

general business with primary responsibility for reviewing, analyzing, drafting and negotiating contracts, finance, or public administration with emphasis on customer service or a J.D and seven (7) years of experience in a legal environment or in 

general business with primary responsibility for reviewing, analyzing, drafting and negotiating contracts, finance, or public administration with emphasis on customer service. Texas CTCM certification required within eighteen (18) months of 

employment.Preferred Qualifications Advanced legal, finance, or business degree (e.g., J.D.). Five (5) years supervisory or lead experience strongly preferred.Job DutiesCoordinates various cross-functional meetings and represents Supply Chain 

Management in system discussions and committee meetings. Supervises assigned legal contract specialists to ensure a quality service is provided to customers and is responsible for the coordination of day-to-day activities.Performs hiring and 

orientation of new staff. Responsible for training new staff including the continuing education and development of existing legal contract services team members relating to state procurement laws.Conducts regular performance reviews with 

each team member and provides coaching and guidance on subsequent legal contracting activities. Accurately spots issues, interprets complex contract terms and conditions, and obtains legal guidance from attorneys in the Office of Legal 

Affairs, as needed.Assists procurement personnel in drafting, negotiating, and reviewing complex, high risk, and high-profile contracts with various suppliers, stakeholders and agencies.Provides guidance, assistance, and training to 

procurement staff and team members within Legal Contract Services as necessary for implementation and negotiation of contracts.Leads the development of processes and procedures, including process improvement, for the area of expertise 

related to legal contract review activities.Collaborates with attorneys in the Office of Legal Affairs on: Contracting best practices;Training and development of contracting competencies;Efficient use of Legal Affairs' attorneys to meet contracting 

priorities;Risk assessment and mitigation strategies;Regular communication with Legal Affairs, as needed, to ensure contracts comply with law, protect the University, and meet business needs. Assists providing transactional documentation 

for program reports or as needed for institutional audits.Makes presentations and leads the development of training on behalf of Supply Chain Management. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability 

to manage and direct staff.Work requires ability to monitor and maintain budget.Work requires ability to ensure adherence to all policies and procedures of university.Work requires ability to work with confidential information on a daily 

basis.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires good interpersonal, organizational, supervisory, and analytical skills.Work requires demonstrated ability to manage 

multiple projects and exercise decision-making and problem-solving skills.Work requires ability to read, write, develop plans, procedures, and coordinate persons and other resources to accomplish goals.Work may require ability to lead 

committees as appropriate.Work requires good organizational skills.Work requires clear written and oral communication skills.Work requires analytical and critical thinking skillsWork requires working knowledge of spreadsheets and word-

processing software. Working ConditionsWork is performed primarily in an office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SR MGR MARKETING & COMMUNICATIONS 8642 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryReporting to the Director of Health 

System Communications (Communications, Marketing, and Public Affairs), the Senior Manager of Marketing and Communications will be an adept storyteller who produces impactful messaging that builds engagement and pride among UT 

Southwestern employees, students, and trainees. This individual will communicate advancements across UTSW's academic, research, and clinical care missions to the campus community, as well as amplify messaging for broader audiences, 

including patients and families, prospective recruits and students, the general public, and media. Exceptional writing skills and a strong familiarity with science and medicine are required. Experience and EducationBachelor's degree in related 

field and seven (7) years of experience, preferably in academic medicine or higher education. Master's degree in related field and strong project management skills preferred.Job DutiesResearch, write, and edit thoughtfully written internal and 

external communications, including employee newsletters, news releases, social media posts, web content, employee features, and talking points for executive leadership.Advise on strategies to promote employee understanding of key 

information including the UTSW mission, vision, and strategic priorities.Manage Marketing and Communications-driven events and public awareness campaigns to generate enthusiasm and build attendance.Provide strategic counsel on 

positioning and development/delivery of key messages.Position faculty, staff, learners, trainees, and administrative leadership in ways that reflect UT Southwestern's standards of excellence.Work cross-functionally with editorial, marketing, 

multimedia, social media, public relations, and digital team members to augment messaging and produce supporting creative collateral. Direct workflow and prioritize projects to ensure timely completion and execution.Counsel departments 

and stakeholders on how to improve employee communications and engagement.Performs other duties as assigned.Knowledge, Skills & AbilitiesStrong writing and editing are required.Demonstrated skill in expressing organization policies, 

strategies, trainings, etc. in clear, compelling lay language.Skilled in presentation and interacting with senior executives.Experience with media training is preferred but not required.Ability to think creatively and critically in problem-solving and 

project implementation, as well as work independently and as part of a team, manage workflow, set priorities, and meet tight deadlines.Experience in executing efficiently and effectively under deadlines, juggling multiple projects at once, and 

keeping up with changing task prioritization.Strong computer skills and experience with MS Office. Digital content management and newsletter platform experience are a plus.Exceptional customer service focus.Ability to work 

collegially.Flexibility and diplomacy.Working ConditionsWork is performed primarily in an office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status.

SR MGR PROJECT & SERVICE DELIVERY 8637 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position manages the full lifecycle of 

projects for the Digital & Interactive and Marketing portfolio as well as the CMPA end-user system.Experience and EducationBachelor's degree in related field and six (6) years progressively responsible experience in project management. 

Master's degree preferred. Proven expertise and experience in digital marketing, healthcare experience a plus. Job DutiesSupervises assigned team which manages the full lifecycle of projects for the Digital & Interactive and Marketing portfolio 

as well as the CMPA end-user system.Leads the team of managers looking at Capital Projects for the .edu, labs, and CRM.Provides process improvement and implementation of ServiceNow to track projects.Oversees product selection, 

implementation, and support of the Project Management tool for the Digital group.Oversees Risk Management initiative for the entire .edu, .org, social, and creative. Assists AVP on various KPI reports and large-scale projects for process 

improvement, service delivery and project management. Assists AVP of wide variety of internal duties and large volume of decisions, which require thorough understanding of the functions, programs, and policies of organization.Monitor 

resources to ensure that projects are completed on time, within budget, and objectives are met.Serve as a liaison to UTSW departments, promoting partnerships with key stakeholders, to ensure the standards and processes for working with 

CMPA are clear and appropriately integrated into the end-user experience. Provides reasonable assurance that operations are effective and efficient while recommending changes and reviewing progress.Ensures compliance with applicable 

laws, regulations, policies, and procedures.Hire, mentor and supervise employee conduct and performance.Maintains confidentiality as appropriate.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to ensure 

adherence to all policies and procedures of university.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires proven supervisory, customer service, written and verbal 

communication skills.Work requires proven ability to handle multiple complex assignments.Work requires knowledge of personal computers.Work requires ability to plan, organize, coordinate, and supervise work of employees as necessary to 

ensure desired results are achieved.Work may require telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to work with confidential information as appropriate.Work may 

require ability to monitor and maintain a budget.Working ConditionsWork is performed primarily in general office environment. UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual 

orientation,gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

SR MKT MGR - BRAND MANAGEMENT 8682 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1C Managerial PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

and eight years of experience in marketing and/or communications in a related field. Health care experience required. Job Duties  1. Plan and manage brand marketing strategies and tactics that enhance the footprint of the Medical Center in 

the regional market and beyond to achieve established goals.2. Responsible for the establishment and oversight of a system of internal controls, which provides reasonable assurance that marketing and advertising dollars are being allocated 

effectively, that operations are efficient, assets are safeguarded, and financial and volume growth information is reliable.3. Collaborate with Digital Marketing team to ensure all initiatives are best represented in digital assets.4. Manage 

oversee, and track spend and annual budgets for main agency as well as pass-through vendors including web development, outsourced social media, digital direct response, and technologies.5. Through oversight and analysis, guide proper 

media mix as the brand subject matter expert across traditional and digital channels to ensure the greatest positive impact to our brand spending.6.Working closely with internal and external vendors to ensure consistent brand articulation of 

the Medical Center across all channels and media. Develop, implement, and monitor systems and procedures necessary to the smooth operation of the marketing/communications/public relations function.7.Assume management 

responsibility for the development and support of brand marketing strategies that support goals of Medical Center, in conjunction with the AVP of Marketing and the agencies.8.Work with various vendors and leadership to regularly conduct 

relevant market research; coordinate and oversee this activity. Monitor trends and adjust strategies accordingly.9.Maintain awareness of the local and regional competitive landscape and of key national market segments and trends. 

Proactively leverage Medical Center research and other existing sources of information to generate innovative marketing initiatives that distinguish the Medical Center brand from its competitors.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SR PROG MGR ONCOLOGY SCREENING AND SURVIVORSHIP 6049 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H2

Prof Services-Pgrm/Proj 

Coord CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelors degree in 

Business Administration, Nursing, Health Care Administration, Allied Health, or related field; and, five (5) years progressively responsible program management experience in patient care environment, to include two (2) years supervisory 

experience required. A licensed RN or APP and BLS required. Oncology experience strongly preferred. Master's degree in Nursing, Public Administration, or Health Care Administration preferred. Job DutiesResponsible for program development, 

implementation and evaluation, as well administrative functions of assigned screening or survivorship program at the Moncrief Cancer Institute. Supervises and directs administrative and support staff and functions for multiple screening or 

survivorship programs. Mentors and coaches staff to achieve performance improvement milestones; recommends and/or implements changes as necessary to maintain efficiency and reach programmatic goals. Oversees cancer screening 

programs that cover multiple service areas, locations, and providers over a forty (40) county area. Maintains a high level of customer service and communication with external community partners in order to optimize clinical care and patient 

satisfaction.Leads the development of new cancer screening programs and initiatives including program development, clinical workflows, billing considerations, clinical navigation of patients participating in screening programs and relationship 

management with partner institutions. Organizes and directs operational processes including; access to care, practice and procedure changes, referral tracking, and follow up, to ensure excellent patient care and HIPAA compliance. Ensures 

compliance with applicable laws, regulations, policies and procedures. Leads the development and implementation of strategic business plans for assigned program to achieve financial and operational results, as well as a sustainability 

model.Responsible for patient recruitment efforts into applicable programs. Collaborates with oncology and other medical providers, interdisciplinary teams, and other cancer service organizations to ensure high quality care. Develops and 

delivers informational/educational programs for patients, family members, and/or the public; develops materials and resources necessary for program implementation and evaluation. Maintains relationships with ancillary departments 

including facilities, information resources, imaging services, laboratory services, mobile clinic operations and other departments to ensure streamlined and efficient operations.Represents institution and programs at various local, state and 

national conferences via poster and podium presentations regarding program activities and research. Serves on boards and committees supporting institutions programs and services.Oversees budget expenditures, purchasing, and expense 

management for assigned programs. Prepares and submits regular and ad hoc budgetary reports. Monitors program goals and objectives, and reports program outcomes as needed to demonstrate impact. Works with legal counsel and 

contract administrators to prepare program contracts in accordance with state and federal regulations. Participates in the governance, implementation, and execution of applicable advisory board(s). Responsible for communication to 

representatives from each community partner that comprise the Board, including quarterly meetings to review statistics and data, as well as make recommendations regarding programmatic operations. Develops and conducts cost-benefit 

analyses to expand the understanding of correlations between services and outcomes while tracking the true cost of providing those services. Analyzes, recommends and implements new or existing revenues sources or services rendered in 

compliance with established third party guidelines.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of computers and office equipment.Work requires ability to coordinate and work independently.Work 

requires ability to communicate effectively with internal and external contacts on policies and procedures.Work requires skill in providing positive customer service environment.Work requires skill in applying excellent organizational 

skills.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

SR PROJ MGR - MEDICAL EQUIPMENT 5381 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableSUMMARYWorks under general supervision to 

Director Medical equipment planningMINIMUM QUALIFICATIONSBachelor's degree plus three (3) years managing a medium size hospital or clinic related project; plus five(5) Years working within a project team. Advanced degree may be used 

in lieu of years ofExperience on a year for year basisESSENTIAL FUNCTIONSJob Duties: Provide the leadership framework for planning, directing, coordinating and improving projects that are responsive to the needs of University of Texas 

Southwestern Hospitals.Set and continually manage project expectations with team members and other stakeholders.Delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project 

team.Plan and schedule project timelines and milestones using appropriate tools; track project milestones and deliverables.Build, develop and grow any business relationships vital to the success of the project,Assumes project hand-offs from 

Health System Planning team for all approved and funded clinical projects involving major medical equipment purchases, new construction, and/or renovation of existing clinical facilities.Assist in the development and implementation of 

strategic initiatives, budget preparation and business plans within Support Services division.Undertake special projects at the request of the AVP of Support Services.Coordinates and manages expectations of multi-disciplinary project 

stakeholders (Physicians, Clinical staff, Physical Plant, Budgeting, senior management, Interior Design Committee, Health System Planning, etc.Manages the clinical projects for both the Ambulatory Practice and University Hospitals to ensure 

that the project budget and target schedule are met.Assist in cost consolidation, product standardization and supply chain initiatives.Ensure all regulatory and compliance standards are met.Develop best practices and tools for project 

execution and management.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESFully experienced with exceptional skill set or knowledge in healthcare related medical equipment.Works with minimal supervision.Capable of 

serving as trainer, mentor to junior and mid-level staff.Capable of performing in lead capacity.Adept at learning on job as well as teaching and mentoring others. Desirable to be considered technical expert and able to mentor other 

mentors.Has advanced understanding and skills related to general electromechanical systems and devices.Has advanced understanding of operations and environment supported such as hospital, clinic, etc.Has advanced experience in assigned 

clinical environment.Has basic understanding of common clinical terminology and that of life sciences such as anatomy and physiology.Is knowledgeable about both local and national public safety and regulatory issues.Can successfully 

support solution of organization-level customer service issues and complaints, especially those that apply to area of specialty.Has mastery of general medical surgical equipment.Has working knowledge of clinical equipment such as 

radiological, laboratory, and networked medical systems.Has adept knowledge in medical equipment planning, procurement, and project scheduling.Prior experience with activating hospitals, clinics, or outpatient facilities required.Strong 

knowledge of state procurement processes and procedures preferred.Has mastery of project management terminology and methodology.Has strong understanding in construction related planning, this includes schematic design, design 

development, and construction documents.Must have the ability to read and interpret architectural drawings and technical site specific drawings.The following is the acronym, "PACT", and is fundamental to all clinical positions at UT 

Southwestern Medical Center:P-Problem Solving: To achieve excellence in patient care and service, all employees are expected to take ownership in solving problems effectively, efficiently and to the satisfaction of the patient.A-Ability, Attitude 

and Accountability: In keeping with a professional healthcare environment, all employees are expected to have the ability to perform their jobs and to appear and conduct themselves in a professional and positive manner.C-Communications 

and Compassion: It is our goal that all our communications are clear, courteous, timely, and delivered with compassion, respect and appropriate confidentiality.T-Teamwork: In our medical environment, our patients regard every employee 

they encounter as a member of the Southwestern Medical Center team. Our goal is to individually work hard to contribute to our team, support our co-workers, and to achieve not only excellent patient care and service, but also a satisfying, 

caring environment for each other.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping.Any qualifications to be considered as equivalents in lieu of 

stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



SR PROJ MGR - MEDICAL EQUIPMENT U5381 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableSUMMARYWorks under general supervision to 

Director Medical equipment planningMINIMUM QUALIFICATIONSBachelor's degree plus three (3) years managing a medium size hospital or clinic related project; plus five(5) Years working within a project team. Advanced degree may be used 

in lieu of years ofExperience on a year for year basisESSENTIAL FUNCTIONSJob Duties: Provide the leadership framework for planning, directing, coordinating and improving projects that are responsive to the needs of University of Texas 

Southwestern Hospitals.Set and continually manage project expectations with team members and other stakeholders.Delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project 

team.Plan and schedule project timelines and milestones using appropriate tools; track project milestones and deliverables.Build, develop and grow any business relationships vital to the success of the project,Assumes project hand-offs from 

Health System Planning team for all approved and funded clinical projects involving major medical equipment purchases, new construction, and/or renovation of existing clinical facilities.Assist in the development and implementation of 

strategic initiatives, budget preparation and business plans within Support Services division.Undertake special projects at the request of the AVP of Support Services.Coordinates and manages expectations of multi-disciplinary project 

stakeholders (Physicians, Clinical staff, Physical Plant, Budgeting, senior management, Interior Design Committee, Health System Planning, etc.Manages the clinical projects for both the Ambulatory Practice and University Hospitals to ensure 

that the project budget and target schedule are met.Assist in cost consolidation, product standardization and supply chain initiatives.Ensure all regulatory and compliance standards are met.Develop best practices and tools for project 

execution and management.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESFully experienced with exceptional skill set or knowledge in healthcare related medical equipment. Works with minimal supervision. Capable of 

serving as trainer, mentor to junior and mid-level staff. Capable of performing in lead capacity. Adept at learning on job as well as teaching and mentoring others. Desirable to be considered technical expert and able to mentor other mentors. 

Has advanced understanding and skills related to general electromechanical systems and devices.Has advanced understanding of operations and environment supported such as hospital, clinic, etc. Has advanced experience in assigned clinical 

environment.Has basic understanding of common clinical terminology and that of life sciences such as anatomy and physiology. Is knowledgeable about both local and national public safety and regulatory issues.Can successfully support 

solution of organization-level customer service issues and complaints, especially those that apply to area of specialty. Has mastery of general medical surgical equipment. Has working knowledge of clinical equipment such as radiological, 

laboratory, and networked medical systems.Has adept knowledge in medical equipment planning, procurement, and project scheduling.Prior experience with activating hospitals, clinics, or outpatient facilities required.Strong knowledge of 

state procurement processes and procedures preferred.Has mastery of project management terminology and methodology.Has strong understanding in construction related planning, this includes schematic design, design development, and 

construction documents. Must have the ability to read and interpret architectural drawings and technical site specific drawings.The following is the acronym, "PACT", and is fundamental to all clinical positions at UT Southwestern Medical 

Center:P-Problem Solving: To achieve excellence in patient care and service, all employees are expected to take ownership in solving problems effectively, efficiently and to the satisfaction of the patient.A-Ability, Attitude and Accountability: In 

keeping with a professional healthcare environment, all employees are expected to have the ability to perform their jobs and to appear and conduct themselves in a professional and positive manner.C-Communications and Compassion: It is 

our goal that all our communications are clear, courteous, timely, and delivered with compassion, respect and appropriate confidentiality.T-Teamwork: In our medical environment, our patients regard every employee they encounter as a 

member of the Southwestern Medical Center team. Our goal is to individually work hard to contribute to our team, support our co-workers, and to achieve not only excellent patient care and service, but also a satisfying, caring environment 

for each other.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum 

require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

SR PROJ MGR - UNIV HOSP & CLINICS U1211 Y T25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H2

Prof Services-Pgrm/Proj 

Coord PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree 

required. Master's degree preferred. Related operational experience may substitute for Master's degree. Project Management Certifications desirable. Five (5) years of project management experience required.. Job DutiesCoordinates project 

development and implementation process from design to completion. Develops and maintains project work plans to measure and manage progress against the budget/plan.Organizes and leads interdisciplinary project teams (data collection, 

analysis, etc.). Resolves project team conflicts and builds consensus. Exercises decision-making and problem solving skills to meet project target deadlines and budgets. Manages and directs staff in matrix organization. Manages approved 

projects to ensure that the project budget and target schedule are met. Coordinates and manages expectations of multi-disciplinary project stakeholders (Physicians, Physical Plant, Budgeting, Senior Administration, Interior Design Committee, 

Information Resources, etc.). In consultation with project stakeholders, creates work plans, time schedules, and responsibilities for each project. Schedules and chairs project team meetings according to project schedule. Completes all 

administrative tasks to launch and review projects. Works with Financial Planning on funding issues as applicable. Manages communications among all project stakeholders to ensure expectations are met. Develops communication plans and 

conducts presentations to assure stakeholders remain engaged and informed.Performs other duties as assigned. **Other Duties: Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

SR PROJ MGR ACADEMIC AFFAIRS 1890 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryUnder minimal direction, provides 

project management expertise in management of one or more assigned projects.Experience and EducationBachelor's degree in related field and four years of project management/construction experience required.Master's degree and Project 

Management Certifications preferred. Related operational experience may substitute for Master's degree.Job DutiesOversees approved Research and Academics projects to ensure they stay within budget and on schedule.Acts as a liaison to 

Business Affairs, Health System Affairs, and Academic Affairs organizations and connects with the client to ensure their goals and needs are met.Attends operational meetings to ensure that all key players/stakeholders are involved with the 

decision making process to achieve goals/objectives.Communicates to executive leadership project time lines, budgets, changes, and/or requests additional funding requirements when needed.Expeditiously resolves issues on site and makes 

required decisions to keep projects on schedule or meeting budgets.Develops and continually manages project expectations with the key players/ stakeholders by delegating responsibilities and identifying and resolving issues.Partners with 

departments within Academic Affairs to gather required information/documentation, understand the process and sees projects through to completionWorks with the Provost/Dean's office on strategic space planning and/or operational needs 

for Research and Academics.Guides department Chairs and Administrators with developing project scope of work and submittals using approved UT Southwestern procedures.Provides project status, information, reports to senior 

leadership.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable judgment. Work requires possessing knowledge of construction processes, product application and building/infrastructure 

component assembly.Work requires contact with general contractors, designers and end users. Work requires computer skills in Microsoft Excel, Word, and Project.Work may require working supervision of staff in lower grade.Working 

ConditionsWork is performed on job sites with frequent exposure to disagreeable and/or hazardous elements such as noise, dust, radiation, noxious fumes, etc.Any qualifications to be considered as equivalents in lieu of stated minimum 

require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

SR PROJ MGR DIGITAL & INTERACTIVE 2230 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryUnder minimal supervision, the Senior 

Project Manager (PM) oversees key Digital & Interactive projects and initiatives. This position will manage other project professionals and provide guidance in ensuring continuity in project methodology across the department. Experience and 

EducationBachelor's degree and eight (8) years of progressively responsible project management experience required. Project Management Professional (PMP) and/or Scrum Master (CSM) certification, required. Experience managing full life-

cycle large scale technical projects required. Master's degree may substitute two (2) years of related project management experience. Job DutiesOversees and prioritizes mid- to large-scale projects and initiatives. Expeditiously resolves issues 

and makes required decisions to keep projects on schedule, in scope and meeting budgets. Develops and continually manages project expectations by delegating responsibilities, managing risk and resolving issues. Documents project scope, 

objectives, goals, milestones, benefits, deliverables, required resources, systems, constraints, standards of performance, risks, and success criteria for assigned projects and strives to stabilize every aspect impacting the established life cycle 

iteration. Determines project boundaries and establishes goals and objectives that align with the business case from the perspective of the sponsor and/or stakeholders. Creates detailed schedules to sequence activities or mediate sprints that 

include accurate durations and resource requirements. Develops a methodology for each project to identify and resolve schedule slips, cost overruns, scope creep and new risks that deviated from the predefined baselines established during 

the planning process.Guides development of project scope of work and submittals using approved UT Southwestern procedures. Writes and determines frequency for project status and project progress reports. Systematically defines and 

mitigates risks through an appropriate and approved risk management plan. Acts as liaison to Business Affairs, Health System Affairs and Academic Affairs clients and project sponsors to ensure goals are met.Attends operational meetings to 

ensure key stakeholders are involved with the decision-making process to achieve objectives.Partners with departments across the institution to gather required information/documentation, understand processes and see projects through to 

completion.Communicates to executive leadership projects timelines, budgets, changes, and/or requests additional funding requirements when needed. Works with senior management on strategic planning and operational needs for Digital & 

Interactive. Identifies, pitches and manages tradeoffs with stakeholders and sponsors when variances are identified to bring projects back into alignment with the primary constraint and/or institutional objectives.Develops best practices and 

tools for project management. Supervises and mentors staff in performance of duties while establishing minimum performance requirements and performing quality checks to assess the health of assigned projects. Monitors status of projects 

coordinated by lower-level project managers and provides appropriate guidance to ensure successful and timely implementations. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of considerable 

judgmentWork requires strong analytical/problem solving skillsWork requires demonstrated advanced written and verbal communication skillsWork requires ability to prioritize and organize work to meet deadlinesWork requires strong 

familiarity with project management software and methodologiesWork requires strong computer skills in Microsoft Excel, Word and ProjectWork requires working supervision of staff in lower gradeWorking ConditionsWork is performed 

primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SR PROJ MGR HEALTH SYSTEM AFFAIRS 9826 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and five (5) years of project management experience required. Master's degree in Business, Healthcare, or related field preferred. Prior health care experience preferred.  Eligibility for and plans to obtain project management 

certification desired. Advanced degree may be used in lieu of years of experience. Job Duties  1.  In collaboration with senior management owners and stakeholders from various departments, define project scope, goals and deliverables that 

support Health System performance improvement goals; develop full-scale project plans and associated communications documents; communicate effectively project expectations to team members and stakeholders in a timely and clear 

fashion.2.  Review staff project plans and aid in execution of plans.  Ensure all projects include current state analysis with operational processes and data analysis, future state creation including pilots with proven success metrics, and detailed 

execution.3.  Work with all levels to understand operations, develop plans and workflow, and execute change management.  Ensure communications at all levels from department chairs to clinic staff.4.  Work closely with project 

owners/stakeholders on an ongoing basis; estimate resources and participants needed to achieve project goals. Assess needs for additional staff and/or resources and communicate recommendations to senior management.5.  Set and 

continually manage project expectations with team members and other stakeholders; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project team in collaboration with senior 

management; identify and manage project dependencies and critical paths.6.  Plan and schedule project timelines and milestones using appropriate tools; track project milestones and deliverables; develop and deliver progress reports, 

proposals, requirements documentation and presentations.  Aid project managers in defining roles for each project team member to ensure all work is completed.7.  Help determine the frequency and develop the content of status reports 

from the project team, analyze results and troubleshoot problem areas; proactively manage changes in project scope; identify potential crises and devise contingency plans.8.  Define project success criteria and disseminate them to involved 

parties throughout project life cycle.9.  Build, develop and grow any relationships vital to the success of the project.  Mentor other project managers.10.  Conduct post project reviews and create recommendations report in order to identify 

successful and unsuccessful project elements.11.  Develop best practices and tools for project execution and management.  Training staff members on these tools and best practices.12.  Supervise and/or mentor staff in performance of duties.  

Provides advice and guidance to lower-level project managers and specialists as needed.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

SR PROJECT MANAGER AUDIT 9589 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3C4 Prof Accounting-Rev Analyst PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Sr. Project Manager will provide 

advanced auditing, supervisory and administrative skills necessary to perform large and complex audits and manage multiple audit projects in partnership with the selected third-party Internal Audit partner. This position serves as a trusted 

advisor to the business and drives operational change activities in partnership with leadership. The candidate will lead the audit risk assessment process, audit execution through definition of audit scope, control evaluations, test activities, 

findings reporting, and creation of audit reports, issues resolution and identification of business risk profiles. The Sr. Project Manager assists department leadership in ensuring that the Internal Audit partner is aligned with UT Southwestern's 

strategic vision and mission, by actively promoting staff to be involved in the business and providing strong professional development support to make staff able to make an impact and being ready for the next career step.Experience and 

EducationBachelor's degree in Accounting, Business Administration, Information Systems, or a related field, and five (5) years professional auditing experience to include two (2) years supervisory experience required. Skilled in mentoring and 

developing an audit team to ensure a strong skill set in identifying internal control issues, documenting findings and making relevant recommendations, via the audit report. Previous success with driving cultural and operational change in a 

rapidly progressing environment is desired. Certified Public Accountant (CPA), Certified Internal Auditor (CIA), or Certified Information Systems Auditor (CISA) active certification strongly preferred.Job DutiesActs as the lead liaison between 

UTSW and the selected third-party Internal Audit partner to perform internal audits, follow-up reviews and consulting engagements relative to new system implementations and process improvements.Coordinate audit activities on behalf of 

the selected third-party Internal Audit partner, including access requests, stakeholder introductions, and scheduling meetings.Manages multiple audit and related projects to assure that professional standards are met and that Department 

resources are effectively and efficiently utilized. Assesses risks and evaluates the business procedures and systems controls designed to mitigate those risks.Works to improve the control environment at UT Southwestern Medical Center to 

ensure more effective and efficient accomplishment of the audit plan. Interacts with and builds good working relationships with UT Southwestern Medical Center management at both the senior and departmental level on an on-going basis 

and though such activities as serving on institutional task forces, and with other University of Texas component institutions' internal audit departments. The individual is expected to act as a value-add Business partner (while maintaining 

objectivity and independence).Evaluates efficiency and cost effectiveness of audit processes; recommend changes to auditing policies, procedures and programs as needed.Adheres to internal controls established for the department. Keeps 

informed of and advises staff about departmental policies and professional auditing standards that need to be incorporated into their activities. Provides direct supervision to subordinate Project Manager and Auditor positions, including 

performance appraisals, training, scheduling and handling various personnel issues as needed. Works on special projects at the request of the AVP of Compliance and Internal Audit Operations. Performs other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires ability to ensure adherence to all policies and procedures of university.Work requires ability to effectively interpret and apply organizational policies, procedures, and systems.Work requires proven supervisory, 

customer service, written and verbal communication skills. Effective negotiating skills to communicate and interact with senior management team physicians.Work requires proven ability to handle multiple complex assignments. Planning and 

problem skills with results driven solutions.Work requires knowledge of personal computers.Work requires ability to plan, organize, coordinate, and supervise work of employees as necessary to ensure desired results are achieved.Work may 

require telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to work with confidential information as appropriate.Working ConditionsWork is performed primarily in general 

office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

SR PROJECT MANAGER FACILITIES 5035 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 1C Managerial SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal direction to 

provide project management expertise in management of multiple projects or more complex projects for Facilities Planning and Construction up to $10M. The primary purpose of the Sr. Project Manager position is to provide project 

management expertise for multiple assigned projects, support the FPD&C leadership and mentor the project managers.Experience and EducationBachelor's degree in related field and eight (8) years of project management experience or 

equivalent experience preferred. Prior construction project management experience required. Advanced degree may be used in lieu of years of experience. Extensive experience may be used in lieu of degree. Design and Construction experience 

with academic healthcare and/or research facilities and/or project management/construction management experience with a focus in healthcare, academic, and/or research facilities preferred.Job DutiesIn collaboration with senior 

management owners and stakeholders from various departments, manage and define project scope, goals and deliverables that support customers goals and the mission of the university; coordinate the development of full-scale project plans 

and associated communications documents; communicate effectively project expectations to team members and stakeholders in a timely and clear fashion. Set and continually manage project expectations with team members and other 

stakeholders; delegate tasks and responsibilities to appropriate personnel; identify and resolve issues and conflicts within the project team in collaboration with senior management; identify and manage project dependencies and critical 

paths.Plan and schedule project timelines and milestones using appropriate tools; track project milestones and deliverables; develop and deliver progress reports, proposals, requirements documentation and presentations. Build, develop and 

grow any relationships vital to the success of the project. Mentor other project managers.Conduct post project reviews and create recommendations report in order to identify successful and unsuccessful project elements.Supervise and/or 

mentor staff in performance of duties. Provide on-site leadership for project team by building and motivating team members to meet project goals, adhering to their responsibilities and project milestonesFull project life cycle ownership: 

successful project delivery will include full implementation from initiation to deployment for one major or several minor initiatives simultaneouslyManage all aspects of multiple related projects to ensure the overall program is aligned to and 

directly supports the achievement of strategic objectivesParticipate in establishing practices, templates, policies, tools and partnerships to expand and mature these capabilities for the organizationProvide status reporting regarding project 

milestones, deliverable, dependencies, risks and issuesParticipate and/or drive feasibility studies, vendor selections and proposals for evaluation by appropriate key stakeholdersAct as an internal quality control check for the projectEnsure that 

projects and programs are proceeding according to scope, schedule, budget and quality standardsManage project and program issues and risks to mitigate impact to baselinePerforms other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires exercise of considerable judgment. Work requires possessing knowledge of construction processes, product application and building/infrastructure component assembly.Work requires contact with general contractors, designers and 

end users. Work requires computer skills in Microsoft Excel, Word, and Project.Work may require working supervision of staff in lower grade.Working ConditionsWork is performed primarily indoors in general office area. UT¿Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

STAFF PROSTHETIST-ORTHOTIST 1229 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 5F13 Medical Technician-Other ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryPosition will specialize in designing and 

constructing medical supportive devices according to physician prescriptions. provide prosthetic-orthotic patient care at the two University Hospitals, the Prosthetics-Orthotics outpatient clinic, and numerous specialty clinics on campus. They 

will be expected to work as a healthcare team member with excellent verbal and written communication, time management, and problem-solving skills. This person is also expected to contribute to the academic mission of preparing healthcare 

professionals of the highest quality by serving as a clinical preceptor for students and residents on clinical rotations.Experience and EducationBachelor's degree required. Certification in Orthotics and Prosthetics with the American Board for 

Certification in Orthotics, Prosthetics, and Pedorthics Inc. required. Job DutiesDesigns and fabricates orthopedic and prosthetic devices based on patients' measurements and physician prescriptions.Interviews and assesses patients to identify 

unique needs and briefing on treatment plans.Measures or takes impressions of a patient's body to design a brace, artificial limb or other supportive device with attention to physiological function and health.Constructs prosthetics or orthotics 

by hand or supervises construction by medical appliance technicians.Provides patients with device use and maintenance instructions.Provides ongoing care and repairing or adjusting devices as treatments progress.Manages daily schedule to 

be prompt for appointments without delay or waiting. Initiates scheduling and support staff instruction for patient follow up appointments. Demonstrates timely and accurate collection and completion of all paperwork necessary for billing, 

purchasing, charting, lab production, and all other record keeping forms necessary for the safe and efficient operation of our business including anyone we are providing services for or doing business with. Increases awareness of UTSW P&O 

services via participation in professional and community activities and events. Maintains existing referral sources and develops new referral sources through distribution of business cards, prescription pads, marketing brochures, and constant 

communication with these sources. Provides presentation and in-services to allied health professionals. Provides expertise as an exhibitor during seminars and workshops. Participates in continuing education conferences seminars and 

workshops to maintain certification requirements and increase knowledge, skills, and ability. Performs other duties as assigned.Knowledge, Skills & AbilitiesTechnical skills to be able to design orthotics or prosthetics with the appropriate 

materials, measurements and components.Possess well rounded knowledge and experience of Upper and lower limb, componentry, fabrication, fitting and design.possess well rounded knowledge and experience of Upper and lower limb, 

componentry, fabrication, fitting and design.Provide patient instruction, education and demonstration of use and care of orthosis or prosthesis. An ability to listen (attending skills) to patient needs, desires and concern and incorporate these 

in your treatment. An ability to communicate to patients the techniques, procedures, components, and other specific treatments being performed to encourage discussion, consent, rejection, and inform patient of known ramifications. 

Demonstrate the ability to cooperate, participate and contribute as a team member of the UTSW Prosthetics-Orthotics Program Clinic. Demonstrate the ability to cooperate, participate and contribute as a team member in the medical 

treatment of patients. Demonstrate the ability to cooperate, participate and contribute with all UTSW employees, hospital staff, physician staff and allied health professionals to obtain positive relationships and outcomes of all UTSW 

Prosthetics-Orthotics Program Clinic business activities. Ability to identify and present solutions to problems and assist with implementation to improve the efficiency and effectiveness of daily operations.Working ConditionsWork is 

performed primarily in a clinical environment. The incumbent may be exposed to body fluids and infectious diseases.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for 

Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

STAFFING SUPV RN HOUSE - DAYS U1450 Y P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1D Supervisor NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationThree to five years RN 

experience, two years charge nurse experience.Bachelor of Science in Nursing is required. Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC).Job DutiesFunctions in a leadership capacity while acting as a liaison to ensure quality communication between hospital leadership and nursing unit leaders and staff. Serves as a resource to staff for solving clinical 

problems related to staffing.Responsible for preparation of the hospital shift reports. Including data for staffing and census. Serves as a rotating member of the Staffing Effectiveness Committee. Participates in, selection, education, and 

implementation of an electronic scheduling system. Created monthly staffing reports. Analyzes staffing resource utilization especially unfilled staffing needs.Supervises all aspects of nursing care throughout the hospital. Effectively problem 

solves and mediates conflict resolution related to staffing. Prioritizes division of nursing staffing to assure adequate staffing throughout the hospital. Manages use of temporary labor to ensure use of temporary labor is warranted. Fulfills 

staffing vacancies in advance to ensure adequate coverage of all shifts. Facilitates designated staffing meetings.Performs Employee Health related activities including employee injuries and Workers Compensation when occupational health is 

not available.Adheres and facilitates adherence by other personnel to all policies and procedures, ANA Code of Ethics, TJC standards, and nationally recognized standards of nursing practice. Reviews staffing/nursing and revises as necessary to 

meet the specific needs of the patients on a shift by shift basis. Coordinates staffing with collaboration with patient care areas. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe 

delivery of care.Responds to Emergency situations including but not limited to: Code Blue, Rapid Response, and Code Rush according to Hospital Policy. Role Models pro-active problem solving by collaborating with staff to ensure effective 

resolution of staffing issues. Utilizes chain of command for unresolved or escalating staffing issues as needed. Advocates for patients and staff to provide for safe delivery of care and/or a safe environment of care.**Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

STAFFING SUPV RN HOUSE - NIGHTS U1451 Y P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1D Supervisor NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationThree to five years RN 

experience, two years charge nurse experience helpfulBachelor of Science in Nurisng is required. Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, course accredited by the American Heart Association 

(AHA) or American Red Cross (ARC).Job DutiesFunctions in a leadership capacity while acting as a liaison to ensure quality communication between hospital leadership and nursing unit leaders and staff. Serves as a resource to staff for solving 

clinical problems related to staffing.Responsible for preparation of the hospital shift reports. Including data for staffing and census. Serves as a rotating member of the Staffing Effectiveness Committee. Participates in, selection, education, and 

implementation of an electronic scheduling system. Created monthly staffing reports. Analyzes staffing resource utilization especially unfilled staffing needs.Supervises all aspects of nursing care throughout the hospital. Effectively problem 

solves and mediates conflict resolution related to staffing. Prioritizes division of nursing staffing to assure adequate staffing throughout the hospital. Manages use of temporary labor to ensure use of temporary labor is warranted. Fulfills 

staffing vacancies in advance to ensure adequate coverage of all shifts. Facilitates designated staffing meetings.Performs Employee Health related activities including employee injuries and Workers Compensation when occupational health is 

not available.Adheres and facilitates adherence by other personnel to all policies and procedures, ANA Code of Ethics, TJC standards, and nationally recognized standards of nursing practice. Reviews staffing/nursing and revises as necessary to 

meet the specific needs of the patients on a shift by shift basis. Coordinates staffing with collaboration with patient care areas. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe 

delivery of care.Responds to Emergency situations including but not limited to: Code Blue, Rapid Response, and Code Rush according to Hospital Policy. Role Models pro-active problem solving by collaborating with staff to ensure effective 

resolution of staffing issues. Utilizes chain of command for unresolved or escalating staffing issues as needed. Advocates for patients and staff to provide for safe delivery of care and/or a safe environment of care.**Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



STAFFING SUPV RN HOUSE - PRN DAYS P1450 Y P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 N 1D Supervisor NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationThree to five years RN 

experience, two years charge nurse experience.Bachelor of Science in Nursing is required. Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or 

American Red Cross (ARC); ACLS Provider certification,course accredited by the American Heart Association (AHA) or American Red Cross (ARC)Job DutiesFunctions in a leadership capacity while acting as a liaison to ensure quality 

communication between hospital leadership and nursing unit leaders and staff. Serves as a resource to staff for solving clinical problems related to staffing.Responsible for preparation of the hospital shift reports. Including data for staffing and 

census. Serves as a rotating member of the Staffing Effectiveness Committee. Participates in, selection, education, and implementation of an electronic scheduling system. Created monthly staffing reports. Analyzes staffing resource utilization 

especially unfilled staffing needs.Supervises all aspects of nursing care throughout the hospital. Effectively problem solves and mediates conflict resolution related to staffing. Prioritizes division of nursing staffing to assure adequate staffing 

throughout the hospital. Manages use of temporary labor to ensure use of temporary labor is warranted. Fulfills staffing vacancies in advance to ensure adequate coverage of all shifts. Facilitates designated staffing meetings.Performs 

Employee Health related activities including employee injuries and Workers Compensation when occupational health is not available.Adheres and facilitates adherence by other personnel to all policies and procedures, ANA Code of Ethics, TJC 

standards, and nationally recognized standards of nursing practice. Reviews staffing/nursing and revises as necessary to meet the specific needs of the patients on a shift by shift basis. Coordinates staffing with collaboration with patient care 

areas. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe delivery of care.Responds to Emergency situations including but not limited to: Code Blue, Rapid Response, and Code Rush 

according to Hospital Policy. Role Models pro-active problem solving by collaborating with staff to ensure effective resolution of staffing issues. Utilizes chain of command for unresolved or escalating staffing issues as needed. Advocates for 

patients and staff to provide for safe delivery of care and/or a safe environment of care.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

STAFFING SUPV RN HOUSE - PRN NIGHTS P1451 Y P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 N 1D Supervisor NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationThree to five years RN 

experience, two years charge nurse experience helpfulBachelor of Science in Nurisng is required. Current Texas (or BNE Compact State) license; current Basic Life Support (BLS) certification, course accredited by the American Heart Association 

(AHA) or American Red Cross (ARC); ACLS Provider certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC);Job DutiesFunctions in a leadership capacity while acting as a liaison to ensure quality 

communication between hospital leadership and nursing unit leaders and staff. Serves as a resource to staff for solving clinical problems related to staffing.Responsible for preparation of the hospital shift reports. Including data for staffing and 

census. Serves as a rotating member of the Staffing Effectiveness Committee. Participates in, selection, education, and implementation of an electronic scheduling system. Created monthly staffing reports. Analyzes staffing resource utilization 

especially unfilled staffing needs.Supervises all aspects of nursing care throughout the hospital. Effectively problem solves and mediates conflict resolution related to staffing. Prioritizes division of nursing staffing to assure adequate staffing 

throughout the hospital. Manages use of temporary labor to ensure use of temporary labor is warranted. Fulfills staffing vacancies in advance to ensure adequate coverage of all shifts. Facilitates designated staffing meetings.Performs 

Employee Health related activities including employee injuries and Workers Compensation when occupational health is not available.Adheres and facilitates adherence by other personnel to all policies and procedures, ANA Code of Ethics, TJC 

standards, and nationally recognized standards of nursing practice. Reviews staffing/nursing and revises as necessary to meet the specific needs of the patients on a shift by shift basis. Coordinates staffing with collaboration with patient care 

areas. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe delivery of care.Responds to Emergency situations including but not limited to: Code Blue, Rapid Response, and Code Rush 

according to Hospital Policy. Role Models pro-active problem solving by collaborating with staff to ensure effective resolution of staffing issues. Utilizes chain of command for unresolved or escalating staffing issues as needed. Advocates for 

patients and staff to provide for safe delivery of care and/or a safe environment of care.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

STANDARDIZED PAT EDUCATOR 1576 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3F6

Prof Med Services-Stzd Pt 

Edu PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleStandardized Patient Educator SalarySalary Negotiable 

Job SummaryThe Standardized Patient Educator will work closely in a collaborative relationship with SPs, faculty, learners, staff, and Simulation Center leadership in teaching, assessing and remediating clinical skills. Experience and 

EducationHigh school and five years of experience as either a standardized patient or standardized patient trainer in medical education curricula required. Experience in recruitment, coaching, training or teaching required.Job DutiesSupports 

the development, implementation, monitoring, and enhancement of operational elements of the simulation curriculum using standardized patient methodology.Recruits, interviews, and onboards, a diverse group of individuals to use as 

standardized patients in the teaching and assessment of clinical skills to learners. Trains and coaches standardized patients for purposes of assessment and training for instructional, formative and summative educational programs.Develops 

and teaches standardized patient constructive verbal and written feedback classes for all standardized patients for communication to learners. Supports, implements, enforces and maintains SP policies, procedures, guidelines that meet 

institutional goals and standards.Provides training to standardized patients to include but not limited to feedback training, best practices for SP Education, current training techniques, and quality control procedures.Coordinates, manages, and 

supervises teaching and assessment activities for learners that support integration into curriculum. Includes assisting in the designing of cases with faculty in format that is easy for standardized patient learning case materials, case checklists 

and strategies to ensure constructive communication to learners.Collaborates with department and faculty on the training materials for standardized patient activity related to simulation and standardized patient methodology.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires familiarity with teaching and assessment methods and technologies involved in the Standardized Patient methodology.Work requires excellent communication, administration, and 

leadership skills.Work requires effective interpersonal, organizational and planning, team-building, and problem-solving skills.Work requires proficient with database management and creating report.Work requires experience in case design 

and development, implementation and assessment methodology.Work requires medical terminology and knowledge of basic non-invasive diagnostic equipment as well as a general understanding of basic physical examination.Working 

ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

STANDARDIZED PATIENT 1571 Y 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3H8

Prof Services-Standard Pat 

Pro PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Education:  Not 

applicableNo experience required. Job Duties  1.Interacts with staff, faculty and other standardized patients.2.Maintains confidentially of all information in relation to cases, student behaviors or feedback evaluations.3.Provides constructive 

verbal and written feedback within a structured format.4.Observes details during simulated encounter and the ability to recall all details after the encounter.5.Accurately and consistently completes checklists during assessment of health care 

students.6.Performs other duties as assigned.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

STANDARDIZED PATIENT TRAINER 1573 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3F6

Prof Med Services-Stzd Pt 

Edu PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

with 4 years of standardized patient, professional training, or customer service experience. Job Duties  Identifies and recruits appropriate individuals to serve as standardized patients for OSCEs and use in providing basic clinical skills training.      

Trains individuals to serve as standardized patients in evaluation and teaching situations.       Administers clinical assessment examinations and procedures.        Analyzes clinical assessments and reports results.        May provide working 

supervision to standardized patients and clerical personnel by planning, coordinating, assigning, and reviewing work.      Performs clerical and administrative tasks as needed, necessary to the daily function of the office.       Continue to perform 

as Standardized Patient during the year.Train Standardized Patients in portrayal of case, physical exams, and standardization.Train Standardized Patients to effectively evaluate the performance of the students in simulation.Observe live 

interactions of Standardized Patients for quality assurance and standardization.Review all Standardized Patient evaluations for all OSCEs for quality assurance.Review all Standardized Patient comments for constructive feedback.Train 

Standardized Patients on effective written and verbal feedback.Assist in administration and quality assurance of all OSCE events.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

STORAGE SYSTEMS ENGINEER 9362 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

computer related field and two (2) years experience in field directly related to type of storage systems, including experience working with and maintaining large complex storage systems. Certification in at least one relevant storage platform or 

relevant technology. May be required to submit to a federal background investigation.      Job Duties  Analyzes and remediates problems related to storage connectivity related to: operating systems, database systems, applications or other 

technologies.      Works to identify and propose innovative and creative solutions that enhance or increase the efficiency of the services provided by Information Resources to the campus community.      Works with system users and engineers 

to make recommendations, receive feedback and test additions and/or enhancements to the storage environment so that systems are updated , tested, developed and implemented as required.     Administers, investigates and troubleshoots 

storage hardware and software by utilizing proficiencies with various computer tools to support functions of project or department.      Proposes policies for storage layout and design; works in tandem with scientific and technical community 

using knowledge of future trends to produce a storage layout that is based on user and system engineer needs.     Installs upgrades and maintain software integrity based on issues and troubleshooting capabilities.       Makes recommendations 

for modifications or additions to personal SAN and NAS hardware and software required by the storage subsystems.      Provide support for Call Center (HEAT) incidents.        Performs other duties as assigned.          **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

STORAGE SYSTEMS ENGINEER SR 9363 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

computer related field and five (5) years experience in field directly  related to type of storage systems, including experience working with and maintaining large and complex storage systems. Advanced experience with switches, SAN/NAS 

zoning and advanced experience with SAN and NAS compression and encryption technologies required. Certification on at least one storage platform or relelvant technology. May be required to submit to a federal background investigation.    

Job Duties  Designs, implements and evaluates existing and new storage; recommends solutions and improvements.       Analyzes and remediates problems related to storage connectivity related to: operating systems, database systems, 

applications or other technologies.      Works to identify and propose innovative and creative solutions that enhance or increase the efficiency of the services provided by Information Resources to the campus community.      Works with system 

users and engineers to make recommendations, receive feedback and test additions and/or enhancements to the storage environment so that systems are updated, tested, developed and implemented as required.     Administers, investigates 

and troubleshoots storage hardware and software by utilizing proficiencies with various computer tools to support functions of projects and department.      Proposes policies for storage layout and design; works in tandem with scientific and 

technical communities using knowledge of future trends to produce a storage layout that is based on user and system engineer needs.     Installs upgrades and maintain software and hardware integrity based on issues and troubleshooting 

capabilities.       Makes recommendations for modifications or additions to personal SAN and NAS hardware and software required by the storage subsystems.      Provide support for Call Center (HEAT) incidents.        Performs other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

STOREKEEPER 6445 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 6E1 Mainten/Craft-Semi-Skill Mid CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and (3) three years¿ experience working on computers using ERP/WMS platforms (i.e. PeopleSoft and SC Logistics). Experience with Microsoft Outlook, Word, and Excel products.  Must be able to lift/move 75 lbs.  

Must have possession of valid State of Texas motor vehicle operator's license when required by employing department.  Preferred experience includes: Use of Fork lift, Electric Pallet Jacks, Manual Pallet Jacks; and Commercial Driver's License 

or ability to obtain license as condition of employment. Job Duties  1.Coordinates and helps to unload FedEx, UPS,  and Common Carrier trailers, inspects merchandise for damage, gathers pack lists and pertinent  information to accurately  

determine recipient;  generates receiving documents and receipts.2.Checks incoming shipments against bills of lading and purchase orders, and prepares accurate receiving reports, noting shortages, overages, and damaged items.3.Coordinates 

the receipt and delivery of university or departmental shipments.4.Initiates and implements continuous improvement projects for assigned area.5.May help to maintain work flow and coordinates activities in Supervisors absence.6.Documents 

all process errors found in assigned work area and communicates an improvement to eliminate future errors to team members.7.Loads, unloads and delivers merchandise by variety of means including forklifts, pallet jacks, and manual loading 

techniques.8.Provides assistance to department personnel in preparing and arranging for outgoing shipments.9.Drives university vehicles to various campus and off-campus locations to offload and deliver merchandise.10.Ensures that storage 

areas and stock rooms are maintained in clean and tidy condition.11.May train or orient new employees assigned to unit.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

STOREROOM CLERK U4515 T10 $28,600.00 $35,800.00 $43,000.00 $2,383.33 $2,983.33 $3,583.33 $110.00 $137.69 $165.38 $13.75 $17.21 $20.67 N 6J

Mainten/Craft-Stores/SR 

Clerks ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent preferred. Stockroom experience in a foodservice operation or equivalent experience preferred. Current Texas Driver's License (TDL) required.Must be able to read, write and communicate in English.Job DutiesCompletes and 

maintains all job performance requirements and standards as established by department specific procedures. Assists in Ordering all foods, paper products, chemicals, and all other associated items in accordance with all menus, recipes, 

caterings, events and projects. Inventories all areas on weekly basis. Supports teamwork and cooperation with co-workers in daily activities; presents constructive feedback regarding system failures and participates in resolution.Interacts 

positively and courteously with all customers (patients, visitors, vendors, and co-workers in other departments) through direct interaction, telephone conversations or written materials.Puts away and receive deliveries. Delivers Floor Stock 

both in the hospitals and off site. Maintains storage sanitation including coolers, freezers, and dry storage areas. Labels, dates, and rotates all products. Follows all HACCP procedures regarding food storage.Follows procedures for sanitation of 

work area and equipment during food production. Cleans and sanitizes work area and equipment at end of shift. Detects and reports spoiled or unattractive food or defective supplies or unusual conditions.Consistently completes 

responsibilities and assignments in a timely manner; successfully meets goals established in previous performance appraisal.Drives Dept. Vehicle to delivery product to satellite units/retail in a timely, accurate and safe manner. Includes vehicle 

checks and fueling the dept. vehicles.Maintain established department goal for Press Ganey of 95.Maintain a minimum score of 90 on Health Inspections.Maintain a minimum score of 90 on quarterly Gold Check.Working ConditionsRequires 

moderate physical effort; must be able to lift 50 pounds. Work in an environment with varying noise level, variation of temperatures and have exposure to a variety of kitchen equipment and tools. Includes being able to use hand jacks, pallet 

jacks and dollies to move product. Involves lifting items/stock from floor and to be able to place stock on shelving including above shoulder level.Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

STOREROOM CLERK SR U4522 T11 $30,100.00 $37,600.00 $45,100.00 $2,508.33 $3,133.33 $3,758.33 $115.77 $144.62 $173.46 $14.47 $18.08 $21.68 N 6J

Mainten/Craft-Stores/SR 

Clerks ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  - High School or 

equivalent education required. Valid Texas Drivers License (TDL)- Two (2) years ordering and inventory experience required, preferably in a high volume environment. Cooks level experience is also applicable.- Requires moderate physical effort; 

must be able to lift 50 pounds. Work in an environment with varying noise level, variation of temperatures and have exposure to a variety of kitchen equipment and tools.  Includes being able to use hand jacks, pallet jacks and dollies to move 

product. Involves lifting items/stock from floor and to be able to place stock on shelving including above shoulder level. Job Duties  1.Completes and maintains all job performance requirements and standards as established by department 

specific procedures.2. Assists in Ordering all foods, paper products, chemicals and all other associated items in accordance with all menus, recipes, caterings, events and projects.  Inventories all areas on weekly basis.3. Supports teamwork and 

cooperation with co-workers in daily activities; presents constructive feedback regarding system failures and participates in resolution. Includes the ability and role to assign floor stock / external work loads if needed.4. Interacts positively and 

courteously with all customers (patients, visitors, vendors and co-workers in other departments) through direct interaction, telephone conversations or written materials.5. Puts away and receive deliveries.  Delivers Floor Stock both in the 

hospitals and off site.  Maintains storage sanitation including coolers, freezers and dry storage areas.  Labels, dates and rotates all products.  Follows all HACCP procedures regarding food storage.6. Follows procedures for sanitation of work 

area and equipment during food production. Cleans and sanitizes work area and equipment at end of shift. Detects and reports spoiled or unattractive food or defective supplies or unusual conditions.7. Consistently  completes responsibilities 

and assignments in a timely manner; successfully meets goals established in previous performance appraisal.8. Drives Dept. Vehicle to delivery product to satellite units/retail in a timely, accurate and safe manner.  Includes vehicle checks and 

fueling the dept. vehicles.9. Maintain established department goal for Press Ganey of 95.10. Maintain a minimum score of 90 on Health Inspections11. Maintain a minimum score of 90 on quarterly Gold Check  **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

STORES CLERK 6450 10 $28,600.00 $35,800.00 $43,000.00 $2,383.33 $2,983.33 $3,583.33 $110.00 $137.69 $165.38 $13.75 $17.21 $20.67 N 6J

Mainten/Craft-Stores/SR 

Clerks CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and prior experience working on computers using ERP/WMS platforms. Must be able to lift/move 75 lbs.  Must have possession of valid State of Texas motor vehicle operator's license when required by employing 

department.  Preferred experience includes: Experience using Microsoft office products; use of Fork lift, Electric Pallet Jacks, Manual Pallet Jacks; and Commercial Driver's License or ability to obtain license as condition of employment. Job 

Duties  1.Unloads FedEx, UPS and Common Carrier trailers; inspects merchandise for damage; gathers pack lists and pertinent  information to accurately  determine recipient; and generates receiving documents and receipts.2.Use of computer 

to enter information from purchase orders and memos; generates and attaches barcode tracking labels.3.Process all boxes, cartons, and vendor shipping containers using computer to enter information from purchase orders and memos; 

generates and attaches barcode tracking labels.4.Transfer unresolved issues to customer service, assist and direct customer related phone calls by nature of the desk location.5.Place delivery reports onto correct package for delivery (paper 

busting).6.Enters information from receiving reports into Peoplesoft or SC Logistics delivery system and sorts completed work onto appropriate skid for delivery.7.Delivers merchandise using fleet trucks by loading and off-loading merchandise 

from trucks using variety of means including forklifts, pallet jacks, and manual loading techniques.8.Ensures that storage areas and stock rooms are maintained in clean and tidy condition.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

STORES CLERK SR 6448 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 6J

Mainten/Craft-Stores/SR 

Clerks CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and one year experience working on computers using ERP/WMS platforms (i.e. PeopleSoft and SC Logistics). Experience with Microsoft Outlook, Word, and Excel products.  Must be able to lift/move 75 lbs.  Must have 

possession of valid State of Texas motor vehicle operator's license when required by employing department.  Preferred experience includes: Use of Fork lift, Electric Pallet Jacks, Manual Pallet Jacks; and Commercial Driver's License or ability to 

obtain license as condition of employment. Job Duties  1.Unloads FedEx, UPS and Common Carrier trailers; inspects merchandise for damage; gathers pack lists and pertinent  information to accurately  determine recipient; and generates 

receiving documents and receipts.2.Process all boxes, cartons, envelopes and vendor shipping containers using computer to enter information from purchase orders and memos; generates and attaches barcode tracking labels.3.Problem solves 

PO's that cannot be processed due to missing information (20% of responsibilities if working at exception desk).4.Transfer unresolved processing issues to customer service; assist and direct customer related phone calls that are received on 

phone in proximity.5.Place delivery reports onto correct package for delivery (paper busting).6.Enters receiving information from receiving reports into Peoplesoft or SC Logistics delivery system and sorts completed work onto appropriate skid 

for delivery.7.Delivers merchandise using fleet truck by loading and off-loading merchandise from trucks using variety of means including forklifts, pallet jacks, and manual loading techniques.8.May help train less experienced Stores 

Clerks.9.Ensures storage areas and stock rooms are maintained in clean and tidy condition.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

STRATEGIC VALUE ANALYSIS COORDINATOR U2014 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3M Prof Svcs-Strat/Phys Rltns Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelors Degree. 

Significant additional experience in lieu of degree will be considered. LVN or RN educational background preferred. Stong financial, Value Analysis, contracting, and buyer experience preferred.Minimum of5-7 year's experience in a hospital or 

multi-hospital system supply chain management, with a strong background in a clinical setting. Minimum of 1 year experience in management. Valid Texas Drivers License required. Job DutiesPromote and support standardization 

opportunities. Perform analyses and manage product/material conversions. Perform data analyses and model data while ensuring clinical needs are met.Participate in product standardization process, involving department mangers to 

determine their needs. Plan, coordinate and conduct product trials within the hospital in support of product conversion. Assist University Hospital staff members with product evaluations.Assist Purchasing Manager with manufacture and GPO 

sales reps. to assess emerging opportunities; as well as contract start-up functions involving appropriate department managers.Works with Customers/Physicians to develop VA Fors for the monthly VASC Meeting.Routinely meets with 

customers & reviews/analyzes items purchased. Understand customers operations and procurement needs and developes solutions.Chair the Clinical Value Analysis Committee and participate on the Value Analysis Steering Committee.Work 

collaboratively within Materials Management team, Purchasing Services, Patient Supply and, Distribution Services.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

STRATEGIST 9307 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3M Prof Svcs-Strat/Phys Rltns Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationMaster's degree in 

business or healthcare administration with one (1) additional year strategic planning, or related, experience in complex organizations. May consider additional experience in lieu of education.Job DutiesParticipates in multi-disciplinary planning 

projects; scope of responsibility ranges from ownership of a single project deliverable to a few discrete workstreams within a complex engagementDemonstrates ability to perform analyses and make appropriate recommendations in the 

following domains: Business plans for the Hospitals and Faculty Practice departments, including on-site and off-site locations, that include:Recommendations for geographic expansion, revenue enhancement, or clinical distinctionMarket 

analysis to evaluate competitive landscapeRelevant trends among important stakeholders (e.g., payer, provider, medical device, pharmaceutical, regulatory, etc&hellip;)Historical and projected service and provider surplus/ deficitHistorical and 

projected demand for services (e.g., demographics, incidence/ prevalence of disease, top partnership needs, etc&hellip;)Go-to-market strategy for new or expanding servicesVolume and financial projections (including capital debt amortization 

and NPV analyses)Risks, mitigation factors, and key performance indicatorsExit strategies if targets are not met within an acceptable timeframeService line and/ or program enhancementOther high-priority projects, such as the evaluation of 

US News and & World Report's Best Hospitals rankings including recommendations for improvementAd-hoc projects for the Hospitals and Faculty Practice departments, including on-site and off-site locations Takes ownership of own 

professional development through the creation of professional development plans in consultation with the ManagerDevelops and manages workplans to produce deliverables and meet target deadlinesPerforms other duties as 

assignedKnowledge, Skills & AbilitiesSuccessful candidates will have demonstrated capability in the following areas: Healthcare industry knowledge (including terminology, trends, emerging technologies, etc&hellip;)Critical thinking skills (able 

to "connect the dots" among various concepts when the connection in unclear)Business acumen (including market analysis, financial and operational modeling, due diligence, etc&hellip;) Communication skills (communicates clearly and 

persuasively, both verbally and in writing)Technical/ modeling skills (including Excel [formulas, Pivot Tables, Power Pivot] and Access)Project management skills (including scoping, workplan development, and execution under a 

timeline)Working ConditionsWork is performed primarily in an office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



STRATEGIST SR 9306 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3M Prof Svcs-Strat/Phys Rltns Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationMaster's degree in 

business or healthcare administration and three (3) years strategic planning or related experience in complex organizations. May consider additional years of experience in lieu of education.Job DutiesLeads multi-disciplinary planning projects; 

scope of responsibility ranges from ownership of a single project deliverable to several complex engagements with multiple workstreamsDemonstrates ability to perform analyses and make appropriate recommendations in the following 

domains: Business plans for the Hospitals and Faculty Practice departments, including on-site and off-site locations, that include:Recommendations for geographic expansion, revenue enhancement, or clinical distinctionMarket analysis to 

evaluate competitive landscapeRelevant trends among important stakeholders (e.g., payer, provider, medical device, pharmaceutical, regulatory, etc&hellip;)Historical and projected service and provider surplus/ deficitHistorical and projected 

demand for services (e.g., demographics, incidence/ prevalence of disease, top partnership needs, etc&hellip;)Go-to-market strategy for new or expanding servicesVolume and financial projections (including capital debt amortization and NPV 

analyses)Risks, mitigation factors, and key performance indicatorsExit strategies if targets are not met within an acceptable timeframeService line and/ or program enhancementOther high-priority projects, such as the evaluation of US News 

and & World Report's Best Hospitals rankings including recommendations for improvementAd-hoc projects for the Hospitals and Faculty Practice departments, including on-site and off-site locationsDelegates tasks and/or workstreams to 

junior staff and oversees progress under supervision of the ManagerServes as a mentor to junior staff under Supervision of the ManagerTakes ownership of own professional development through the creation of professional development 

plans in consultation with the ManageDevelops and manages workplans to produce deliverables and meet target deadlinesPerforms other duties as assignedKnowledge, Skills & AbilitiesSuccessful candidates will have demonstrated capability 

in the following areas:Leadership skills (able to build relationships of trust with stakeholders at all levels of the organization)Healthcare industry knowledge (including terminology, trends, emerging technologies, etc&hellip;)Creative thinking 

skills (offers innovative solutions to difficult problems)Critical thinking skills (able to "connect the dots" among various concepts when the connection in unclear)Business acumen (including market analysis, financial and operational modeling, 

due diligence, etc&hellip;)Communication skills (communicates clearly and persuasively, both verbally and in writing)Technical/ modeling skills (including Excel [formulas, Pivot Tables, Power Pivot] and Access)Project management skills 

(including scoping, workplan development, and execution under a timeline)Working ConditionsWork is performed primarily in office environment.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

STRATEGY ANALYST 9435 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3M Prof Svcs-Strat/Phys Rltns Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business or healthcare administration with no years' experience.Job DutiesParticipates in multi-disciplinary planning projects; scope of responsibility ranges from ownership of a single project deliverable to support of a discrete workstream 

within a complex engagementDemonstrates ability to perform analyses in the following domains:Business plans for the Hospitals and Faculty Practice departments, including on-site and off-site locations that include:Market analysis to 

evaluate competitive landscapeHistorical and projected service and provider surplus/ deficitHistorical and projected demand for services (e.g., demographics, incidence/ prevalence of disease, top partnership needs, etc&hellip;)Volume and 

financial projections (including capital debt amortization and NPV analyses)Service line and/ or program enhancement analysisOther high-priority projects, such as the evaluation of US News and & World Report's Best Hospitals rankings 

including identification of areas for improvementAd-hoc analyses for the Hospitals and Faculty Practice departments, including on-site and off-site locationsTakes ownership of own professional development through the creation of 

professional development plans in consultation with the ManagerAssists in development of workplans to produce deliverables and meet target deadlinesPerforms other duties as assignedKnowledge, Skills & AbilitiesSuccessful candidates with 

have demonstrated capability in the following areas:Critical thinking skills (able to "connect the dots" among various concepts when the connection in unclear)Communication skills (communicates clearly and persuasively, both verbally and in 

writing)Technical/ modeling skills (including Excel [formulas, Pivot Tables, Power Pivot])Working ConditionsWork is performed primarily in office environment.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

STRATEGY ANALYST SR 9434 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3M Prof Svcs-Strat/Phys Rltns Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

business or healthcare administration with one (1) year strategic planning, or related experience in complex organizations. May consider additional education in lieu of experience.Job DutiesParticipates in multi-disciplinary planning projects; 

scope of responsibility ranges from ownership of a single project deliverable to a discrete workstream within a complex engagementDemonstrates ability to perform analyses in the following domains:Business plans for the Hospitals and 

Faculty Practice departments, including on-site and off-site locations that include:Analyses supporting geographic expansion, revenue enhancement, or clinical distinctionMarket analysis to evaluate competitive landscapeRelevant trends 

among important stakeholders (e.g., payer, provider, medical device, pharmaceutical, regulatory, etc&hellip;)Historical and projected service and provider surplus/ deficitHistorical and projected demand for services (e.g., demographics, 

incidence/ prevalence of disease, top partnership needs, etc&hellip;)Volume and financial projections (including capital debt amortization and NPV analyses)Risks, mitigation factors, and key performance indicatorsService line and/ or program 

enhancement analysisOther high-priority projects, such as the evaluation of US News and & World Report's Best Hospitals rankings including identification of areas for improvementAd-hoc analyses for the Hospitals and Faculty Practice 

departments, including on-site and off-site locationsTakes ownership of own professional development through the creation of professional development plans in consultation with the ManagerAssists in development and management of 

workplans to produce deliverables and meet target deadlinesPerforms other duties as assignedKnowledge, Skills & AbilitiesSuccessful candidates with have demonstrated capability in the following areas:Critical thinking skills (able to "connect 

the dots" among various concepts when the connection in unclear)Business acumen (including market analysis, financial and operational modeling, due diligence, etc&hellip;)Communication skills (communicates clearly and persuasively, both 

verbally and in writing)Technical/ modeling skills (including Excel [formulas, Pivot Tables, Power Pivot] and Access)Project management skills (including scoping, work plan development, and execution under a timeline)Working ConditionsWork 

is performed primarily in general office environment. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

STROKE PROGRAM OPERATIONS MANAGER U3138 Y T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H2B

Prof Services-Prgm/Proj Mgr-

NS PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

manage project/program development and resources from beginning through project completion.Experience and EducationBachelor's degree required in Sales, Marketing, Business, or Healthcare Administration, and five (5) years of experience 

in account management, sales, marketing, or related experience in complex organizations. Master's degree in Business or Healthcare Administration preferred. Experience in an academic healthcare environment strongly preferred. Job 

DutiesManages, coordinates, and directs major or very complex programs, activities and special functions, including development, implementation, outreach, and oversight of various projects, programs, and procedures. This includes regular 

meetings with Stroke Program personnel to review status of program/project objectives. Facilitate the growth and development of the Stroke Program.Identifies business growth opportunities in partnership with physician outreach and 

coordinates the execution of contracts with external stakeholders i.e. vendors, hospitals, etc. Provides professional support on special projects, which may include tasks such as: collection, organization, and analysis of relevant data, 

preparation of time lines and writing reports. Develops and delivers special presentations to internal and external stakeholders.Participate in the development of creative, strategic approaches to engage and nurture meaningful relationships 

with current and future referring stakeholders to the Stroke Program. Coordinates budget for activity, program, or project following appropriate accounting practices and procedures to ensure all work of activity or program is within budget; 

prepares and submits reports using spreadsheet and word processing software as required. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires broad understanding of organizational strategy and operational 

processes.Work requires a self-starter who demonstrates a high level of independent judgement and individual initiative. Work requires a detail-oriented and highly-organized structured thinker with proven organizational skills and the ability 

to manage multiples tasks simultaneously in a fast-paced, complex work environment. Work requires ability to ensure adherence to all policies and procedures of university.Work requires ability to effectively interpret and apply organizational 

policies, procedures, and systems.Work requires exemplary customer service, written and verbal communication skills.Work requires ability to plan, organize, coordinate, and supervise work of employees as necessary to ensure desired results 

are achieved.Work may require telephone and personal contact with all levels of internal and external personnel and organizations.Work may require the direct supervision of employees.Work may require ability to monitor and maintain 

budget.Working ConditionsWork is performed primarily in office setting.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

STUDENT EVENTS COORDINATOR 8370 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4A6

Off-Admin Supp-Admin 

Coord-NE PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree or 

equivalent and one (1) year of experience in event planning required. Job Duties  1.  Assists with Student Events including directing personnel and contract staff hired for each event as well as employees, volunteers, students, etc.2.  Meets with 

internal and external vendors and departments to assist with planning of events.3.  Assists with the details of each event to include execution of concept, venue selection, creation of guest lists, invitation and program concept and design, 

menu planning, decorations, physical arrangements, schedules, etc4.  Assists with vendor relationships.5.  Serves as a principal liaison with purchasing, contracts management and accounting.6.  Assists with crowd management.7.  Assists with 

vendor contracts for events.8.  Assists with collecting data and statistic on events and data entry into an appropriate software.9.  Acts as a back up to the Sr. Students Events Coordinator.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

STUDENT EVENTS COORDINATOR SR 8371 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 4A6A

Off-Admin Supp-Admin 

Coord PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree or 

equivalent and four (4) years experience in event planning required.  Experience working with complex budgets, preparing financial spreadsheets and tracking expenditures required. Job Duties  1.  Manages, oversees, and executes events 

including direct supervision and leadership of personnel and contract staff hired for each event as well as supervising and directing employees, volunteers, students, etc.2.  Meets with internal and external vendors and departments to plan 

event scope and format, establish and monitor budgets, and review administrative procedures.3.  Develops policies and procedures that streamline the event planning process.4.  Oversees the details of each event to include execution of 

concept, venue selection, creation of guest lists, invitation and program concept and design, menu planning, decorations, physical arrangements, schedules, etc.5.  Recruits and hires the necessary vendors for events; manages vendor 

relationships.6.Serves as a principal liaison with the Office of the President, UT System Board of Regents, the Vice President of Community & Corp Relations, the Development Office, deans of the three schools, and committees working on all 

student events.7.  Develops crowd management and risk management systems.8.  Negotiates and reviews vendor contracts for events.  Establishes a network of vendors and contacts to hire for event production. Responsible for decision 

making with vendors at events.9.  Responsible for annual data and statistics on events and upcoming event calendar.10.Acts as back up to the Director of the Bryan Williams MD Student Center.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERINTENDENT CONSTRUCTION/MAINTENANCE 5012 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 6A Maintenance/Craft-Superint SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or vocational school, ten years experience in maintenance, repair, alteration, and renovation of office, laboratory, and classroom buildings, including two years of experience as Assistant Superintendent of Construction and 

Maintenance or equivalent.  Job Duties  Coordinates and directs work projects relating to maintenance, alteration, and renovation of university buildings, estimating time and material costs, determining priorities of work, and issuing work 

schedules and orders.     Determines work projects to be contracted and prepares bid specifications for approval of Assistant Director.       Serves as liaison with private contractors engaged in major construction or renovations projects.       

Plans and schedules long-range maintenance programs, determining frequency and scope.       Reviews and recommends requests for purchase of materials, tools, and equipment.       Assists in preparation of annual Physical Plant budget 

regarding Construction and Maintenance Division.       Compiles and prepares required reports.        Supervises work of Assistant Superintendent of Construction and Maintenance.       Performs other duties as assigned.          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERINTENDENT MAINTENANCE 5148 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 6A Maintenance/Craft-Superint SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or vocational school, and seven years experience in 2 trades to include maintenance, repair of office, laboratory, and classroom buildings, including two years supervisory experience. Associate degree or higher preferred, but not 

required. Job Duties  1.  Perform or supervise work necessary to maintain mechanical, electrical, plumbing, roofing, and carpentry, including repair of interior fixtures, furnishings, and equipment.2.  Plan, coordinate, and evaluate preventive 

maintenance schedules for facilities maintenance equipment, determining cost effective repair or replacement when necessary.3.  Assist in determining work projects to be contracted and prepare bid specifications for approval while meeting 

with staff and contractors to identify and resolve problems; monitor work flow, products, methods and procedures.4.  Trains workers in methods, procedures, and use of equipment, and work aids, such as drawings, hand tools, and test 

equipment.5.  Reviews and approves or disapproves requests and specifications for purchase of tools, parts, and equipment, such as water pumps, air compressors, filters, etc. that involve expenditure of significantly large amounts of money.6.  

Complete necessary administrative reports and records to ensure job requests, repairs, and maintenance work is adequately received, recorded, prioritized, and completed in a timely manner.7.  Select, train, motivate, evaluate and advise all 

assigned personnel about the University¿s rules and policies on employee conduct; work with employees to correct deficiencies; recommend disciplinary actions, complete employee evaluations.8.  Plan, direct, coordinate, and review work 

plans for assigned facility including work performed by contractors; meet with staff and contractors to identify and resolve problems; monitor work flow, products, methods, and procedures.9.  Develop or recommend plans, specifications, and 

cost estimates for building maintenance, repair alteration, and construction activities.10.  Participate in the coordination of emergency operations, building security and procedures.11.  Recommend, implement and develop facility 

maintenance policies and procedures that adhere to Federal, State, and local building safety regulations that ensure a uniform, safe and industry-accepted standard for maintenance performance and operation of assigned facilities; maintain 

SDS sheets and other information; coordinate with OSHA on formal inspections of the facility, and maintain TJC-The Joint Commission requirements.12.  Develop specifications for services and equipment to be purchased for maintenance 

operations (as directed); ensure compliance with appropriate department and UTSW purchasing procedures and guidelines; gather information, make cost and quality comparisons, and ensure appropriate decisions based on evaluation of 

relevant information.13.  Responds to customer concerns and resolve facility related issues in a timely & professional manner. Be knowledgeable of the campus/hospital activities at all times in order to schedule equipment and utility outages 

with minimal impact on students, researchers, and facilities.14.  Responsible for quality assurance and ensuring appropriate standards for all work performed by internal staff as well as contracted vendors is in compliance with department, 

UTSW, and industry standards. Perform inspections of work performed to ensure compliance.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

SUPERINTENDENT UTILITIES 5124 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 6A Maintenance/Craft-Superint SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or vocational school, and seven years experience in operation and maintenance of large (25,000 cfm) air-handling equipment, steam reducing stations, pumps, steam boilers, etc., including two years supervisory experience. Job 

Duties  Plans, schedules, coordinates, and directs operation, maintenance, and repair of heating, ventilating, and air-conditioning (HVAC) equipment and electrical, water, and gas distribution systems.Determines priority of work to be 

performed and issues necessary work orders.  Determines need for and schedules utilities shutdowns for major repairs and maintenance work with minimal interruption to normal activities of university.Plans and schedules long-range 

maintenance programs; determines frequency, scope, and type of equipment to be included.Reviews and approves or disapproves requests and specifications for purchase of tools, parts, and equipment, such as water pumps, air compressors, 

filters, etc. that involve expenditure of significantly large amounts of money.Coordinates with private contractors engaged in installation of renovation of mechanical, refrigeration, air-conditioning, and heating equipment as required.Using the 

EMS, operators remotely monitor and control the campus air handlers, exhaust fans, chillers, boilers, pumps, space temperatures, humidity, etc.  Monitors critical customer equipment and freezers.Performs database management of HVAC 

field panels and controllers.Troubleshoots programs of building HVAC systems.Trains workers in methods, procedures, and use of equipment, and work aids, such as drawings, hand tools, and test equipment.Ensures quality and quantity of 

work performed by assigned crew is appropriate.Ensures client is satisfied with work.May assist in preparation of annual Physical Plant budget as it relates to Facilities Management in terms of capital expenditures and manpower 

requirements.May compile and prepare required periodic reports relating to operations of Facilities Management's CDAS.May schedule and supervise work of CDAS operators.May operate the CDAS system, which consists of Energy 

Management Software from multiple Building Automation Systems.  Monitors the utility alarms on campus and analyzes alarm conditions to determine course of action. Assists in remote trouble-shooting of equipment failures.  **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR ACCOUNTING CLERK II 9167 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and seven (7) years applicable experience including 2 years in a lead role.  Bachelor's degree preferred.  Experience working with generally accepted accounting principles and accounting software; must have large ERP system 

experience. Job Duties  1.AP Performance & Financial Improvement

a.Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual UTSW performance improvement targets.  Meets or exceeds financial goals and objectives of the department.    

b.Continuous collaboration with the appropriate departments, such as Information Resources, in the design, development and implementation of streamlined processes, best practices and internal controls.  Confers as necessary with 

computer programmers in establishing new or revised procedures affecting production of reports or entry of vouchers or other data in the accounting system or other application.2.Managing Staff

a.Selects and hires employees. Trains and evaluates employees to enhance their performance, development, and work product. 

b.Addresses performance issues and makes recommendations for personnel actions. 

c.Motivates and rewards employees including providing performance evaluations and promotions within allocated budgets and company guidelines.  

d.Coordinates and supervises work of Accounting Clerks and other staff engaged in preparation of basic accounting data for entry into accounting system and ensuring proper workload distribution among assigned personnel.3.Ensure Accuracy 

and Problem Resolution

a.Ensures work product is accurate, timely, and adheres to policies and procedures; checks for proper documentation. 

b.Resolves problems regarding work produced by their team or division. 

c.Works with major vendors by telephone or mail with respect to unpaid vouchers and other related problems. 

d.Submits jobs and/or reviews reports to ensure validity of information added to accounting transaction file or other application; makes appropriate corrections as necessary.4.Maintain Policy & Procedures and Reporting

a.Maintains written procedures; maintains production report statistics.  

b.Develops and monitors metrics, reporting and the performance of their team.

c.Manage monthly/yearly closing of financial records by ensuring all documents received have been processed/accrued for in the respective reporting period.

d.Reviews and ensures accuracy of reconciliations.5.Miscellaneous

a.Provides accounting assistance to project managers and operations staff; responds to financial questions/concerns to meet business needs.

b.Prepares and completes various projects as requested by management using appropriate accounting skills and spreadsheet software.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

SUPERVISOR ACCOUNTING CLERK II U9167 Y T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and seven (7) years accounts payable experience including 2 years in a lead role.  Bachelor's degree preferred.  Experience working with generally accepted accounting principles and accounting software; Must have large ERP AP 

system experience. Job Duties  1.AP Performance & Financial Improvement

a.Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.  Meets or exceeds financial goals and objectives of the department.    

b.Continuous collaboration with University and IR in the design, development and implementation of streamlined processes, best practices and internal controls for the AP function.  Confers as necessary with computer programmers in 

establishing new or revised procedures affecting production of reports or entry of vouchers in accounting system or other application. Resolves problems regarding accounting, accounts payable, or both.2.Managing AP Staff

a.Selects and hires employees for the AP Team. Trains and evaluates employees to enhance their performance, development, and work product. 

b.Addresses performance issues and makes recommendations for personnel actions. 

c.Motivates and rewards employees including providing performance evaluations and promotions within allocated budgets and company guidelines.  

d.Coordinates and supervises work of Accounting Clerks engaged in preparation of basic accounting data for entry into accounting system, ensuring proper workload distribution among assigned personnel. Ensures voucher payments are 

accurate, timely, and adhere to policies and procedures; checks local fund vouchers for proper documentation.3.Ensure Accuracy and Problem Resolution

a.Ensures voucher payments are accurate, timely, and adhere to policies and procedures; checks local fund vouchers for proper documentation. 

b.Resolves problems regarding accounting, accounts payable, or both. 

c.Works with major vendors by telephone or mail with respect to unpaid vouchers and other related problems. 

d.Submits jobs and/or reviews reports to ensure validity of information added to accounting transaction file or other application; makes appropriate corrections as necessary. Works with major vendors by telephone or mail with respect to 

unpaid vouchers and other related problems.4.Maintain Policy & Procedures and Reporting

a.Maintains written procedures for processing payments; maintains production report statistics.  

b.Develops and monitors metrics, reporting and the performance of the AP team.

c.Manage monthly/yearly closing of financial records by ensuring all AP documents received have been processed/accrued for in the respective reporting period.

d.Reviews and ensures accuracy of AP reconciliations. Maintains written procedures for processing payments; maintains production report statistics.5.Other

a.Provides accounting assistance to project managers and operations staff; responds to financial questions/concerns to meet business needs

b.Prepares and completes various projects as requested by management using appropriate accounting skills and spreadsheet software. Confers as necessary with computer programmers in establishing new or revised procedures affecting 

production of reports or entry of vouchers in accounting system or other application.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

SUPERVISOR ADMINISTRATIVE CUSTOMER SUPPORT 9182 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 1D Supervisor ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryTo oversee the dedicated departmental 

customer support operations, including planning, coordination, scheduling, and supervision using UTSW's customer service system. In addition, provides technical skills for the resolution of customer issues regarding processes. Responsible for 

ensuring the Customer Support team responds to tickets within prescribed metrics. Experience and EducationHigh school diploma or equivalent, and five (5) years' experience in customer service or related field. Job DutiesProvides day-to-day 

operations of a team of two or more representatives that receive customer services inquiries and problems via the telephone or email. Directs and supervises and evaluates work flow.Hires, trains, and develops Customer Support staff to 

ensure growth and improved performance.Ensures appropriate staff levels using forecasted level of activity. This includes seasonal and other issues that impact call levels such as tax season, payday, major procedural changes, etc. Coordinates 

work activities to achieve the volume expected to meet operational requirements.Work with upper management to develop and implementation of measurement criteria and metrics. Monitor and report on daily/weekly operational 

metrics/statistics to ensure appropriate delegation and timely resolution of customer issues.Keeps abreast of current policy and procedural changes. Recognizes and recommends operational improvements.Makes hiring recommendations and 

conducts performance appraisals. Develop training programs and refreshers as needed.Functions as back-up to representatives and all duties as needed.Performs administrative tasks when needed.Other related duties as assigned.Knowledge, 

Skills & AbilitiesWork requires excellent written and verbal communication skills. Ability to use standard office machines such as adding machines, computers, calculators, etc.Ability to type 35 words per minute. Extreme accuracy in entering 

facts or figures, and in the operation of office machines.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



SUPERVISOR AMBULATORY ACCESS CENTER 1848 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or equivalent and five (5) years' of healthcare experience or equivalent performing in patient care front office, back office environment (in areas such as admitting, insurance verification, billing, and scheduling), or 5 years progressive experience 

in a call center; ORBachelor's degree in related field and 2 years' experience performing in a patient care front office, back office environment (in areas such as financial counseling, admitting, insurance verification, billing, and scheduling) or in a 

call center, including one year in a lead role.Strong knowledge of contact center operations preferred.Job Duties1. Operations: A. Monitors work flow and ensures adherence to policies and procedures; recommends and/or implements changes 

as necessary to maintain efficient clinic.B. Coordinates Access Center staff schedules to ensure support of clinic operations.C. Manages vacation, sick leave, and time tracking for staff.D. Oversees internal and external referral system. Oversees 

external vendor utilization.E. Ensures integrity and availability of patient information; maintains patient confidentiality in accordance with university and department policy.F. Functions as liaison with other departments, offices, and divisions 

regarding clerical clinic functions as needed.G. Attends meetings and training; acts as liaison and participates in committees and work groups to assist Administration with quality and work performance issues.H. Record evaluations, deliver 

feedback using data from Quality Assurance reports to create one-on-one or group training opportunities.I. Motivate and inspire a group of employees to achieve performance goals.J. Analyze processes and develop valid solutions to resolve 

issues at hand.K. Address all concerns in a consistent and fair manner.L. Ability to interact with all levels of management and non-management personnel.2. Customer Service:A. Provides exemplary customer service; treats patients and 

coworkers with courtesy and discretion. Greets and directs patients, salespeople, and visitors.B. Communicates in an effective and professional manner with Physicians, Care Management, ancillary departments, nursing units, physicians' office 

staff, insurance companies, as well as patients and their families (all Ambulatory Access customers). Completes thorough and accurate documentation.C. Adheres to all university policies, procedures, and standards, within budgetary 

specifications, including time management, supply management, productivity, and accuracy of practice.D. Promotes individual professional growth and development by meeting requirements for mandatory/continuing education, skills 

competency, supports department-based goals which contribute to the success of the organization; serves as preceptor, mentor, and resource to less experienced staff.E. Act as a liaison for the patients and the Health Center: a. Direct calls to 

other departments as needed. b. Use sound judgment in responding to calls, especially with upset patients.c. Understanding of when to escalate calls to supervisor/manager/triage nurse.F. Support all specialty clinics within the Ambulatory 

Services Division.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR ANIMAL CARE 4441 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1D Supervisor RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummarySupervises the daily operations for 

animal facilities within the Animal Resource Center; management of animal care staff within the vivaria. Oversees associated support programs within vivaria. Provides support to Manager Animal Care.Experience and EducationHigh School 

graduation or equivalent. Bachelor's degree in animal related field preferred. Four years of experience in an animal care facility/operations to include two years in a supervisory/management role. AALAS certification required. Laboratory Animal 

Technologist (LATG) or Certified Manager of Animal Resources (CMAR) certification preferred or eligible.Job DutiesSupervises the daily operations for animal facilities within the Animal Resource Center; management of animal care staff within 

the vivaria. Oversees associated support programs within vivaria. Provides support to Manager Animal Care.Oversees the Assistant Supervisor Animal Care and/or Team Lead Animal Care.Responsible for training and mentoring of animal care 

staff. Makes recommendations for promotions.Oversees record keeping for the animal care program (animal room logs, census, breeding, technical services, etc...)Conducts facility inspections and assists in managing the quality assurance 

program in the animal facilities. Determines needs and makes recommendations for staffing and new/replacement equipment and/or services.Ensures facility and equipment maintenance is meeting operational standards.Generates monthly 

progress reports for each facility.Assists faculty and investigators to determine project requirements for animal resources, housing and care.Responsible for training and ensuring safety programs are followed. Participates in work start 

meetings for new projects and biohazard work (ABSL1-3 practices). Assist in maintaining compliance for accreditation of animal care program (ARC SOPs, IACUC policy, the Guide, AWA, NIH guidelines, USDA, CDC, PHS policy, etc.)Conducts and 

reviews performance evaluations for animal care staff. Responsible for generating disciplinary actions for animal care staff. Implements ARC attendance policy. Mentor and develop animal care staff.Perform other duties as assigned.Knowledge, 

Skills & AbilitiesWork requires ability to work logically and efficiently. Work requires ability to push/pull pieces of equipment which may have dimensions in excess of 6 ft. high, 3 ft. wide and/or 8 ft. long, weights ranging up to 25lbs. Work 

requires ability to lift equipment up to 50lbs.Work requires ability to utilize hand tools and must be able to follow oral and written instructions of varying length and complexity.Work requires ability to understand and follow concepts of clean 

and dirty flow patterns and sanitation and disinfection and utilize appropriate application. Work requires ability to understand basic mechanical operations and routine maintenance, access basic computer functions, and mix chemical solutions 

correctly. Work requires ability to maintain accurate written records.Work requires ability to accurately measure/dilute cleaning solutions. Work may require protective clothing.Working ConditionsWork is performed primarily in laboratory 

area. UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

SUPERVISOR ARC OPERATIONS 4456 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1D Supervisor RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and four (4) years of experience in an animal care facility/operations to include two years in a supervisory/management role. Bachelor's degree in a related field preferred.  Certification at the level of Laboratory Animal 

Technologist (LATG) or Certified Manager of Animal Resources (CMAR) preferred or eligible. Job Duties  1.Oversee the Assistant Supervisor Operations and/or Team Lead, ARC Storekeeper, other operations staff members, and various contract 

staff for the ARC.2.Conducts and reviews operations staff evaluations and implements attendance policies. Make recommendations for promotions and generates disciplinary actions for operations staff.3.Responsible for training and 

mentoring of operations staff.4.Ensures facility and equipment maintenance is meeting operational standards, conducts facility inspections, places service calls, and assists in managing the quality assurance program in the animal program. 

Assist in maintaining compliance for accreditation of animal care program (ARC SOPs, IACUC policies, the Guide, AWA, NIH Guidelines, USDA, CDC, PHS policy, etc.).5.Assist Assistant Director of Operations and Financial Affairs Manager to plan 

and budget for departmental expenses.6.Ability to analyze and interpret pricing agreements for purchases and services provided to ARC.7.Recommend and help in facilitating vendor contracts and purchases for U. T. Southwestern.  Places 

purchase requisitions for the ARC.8.Serve as point of contact and coordinator for projects involving collaboration with various departments working with the ARC.9.Perform hands on maintenance of ARC maintained equipment. Make 

recommendations for new/replacement equipment and/or services.10.Serve as administrator of UT southwestern security system.  Issue facility access in accordance with campus policies and procedures.11.Assists with record keeping for 

purchasing and census collection for animal care program. Assist ARC Accounting Office with analyzing and correction of census data reports.12.Assist ARC Department Safety Liaisons with maintenance of the ARC Disaster and Contingency 

Plan.13.Develop and implement training materials for various departments and contract personnel working within the ARC facilities.14.Collate and reviews weekly inventory requests and processes purchases made within the 

department.15.Assists in record keeping for purchasing, census collection, and inventory for animal program.16.Direct contact with a variety of animal species.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR ASSET OPERATIONS 6471 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under moderate supervision to 

provide supervisory skills necessary to manage Asset Operations comprised of Asset Inventory, Surplus Assets, Equipment & Personal Property.Experience and EducationAssociate degree or 2 years of college-level coursework in related field 

and 3 or more years of experience in property management and warehouse operations. May consider additional years of experience in lieu of education.Job DutiesSupervise all asset operations functions which include safeguarding of assets 

and property for maximum financial benefit.Assists department Manager with projects. Supervise, train, prioritize and plan schedules for department employees.Supervises and assists university employees to conduct inventory of equipment. 

Develop, communicate, and implement Standard Operating Procedures (SOPs) for Asset Management & Operations. Oversee planning and organizing the relocation of Surplus property to the warehouse.Conduct project-based and periodical 

audits of property.Prepare reports of asset transactions for purchases, trade-ins, additions, deletions, adjustments and missing or stolen equipment. Coordinate tagging of all controlled and capital assets.Supervise and/or perform checking 

in/out of surplus property at dock, assignment of control number to non-tagged items, and placing of appropriate display section; assures warehouses are clean and organized. Dispose of non-value items regularly and safely.Supervise safe and 

efficient sale and/or disposal surplus property through authorized channels.Computers are used to communicate with departments, outside vendors and customers. Use automated devices to scan and track equipment. Research appropriate 

sources for property valuation and monitor the auction. Track status of equipment, including data storage device sanitization, in warehouse and sales. Provide periodic reports.Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires understanding of warehouse procedures and ability to utilize standard warehouse equipment. Work requires knowledge and application of all UT System policies, State of Texas and federal laws and regulations related to 

assets and property.Work requires a high degree of accuracy in recording assets. Work requires knowledge of basic accounting and personal computers, including word processing and website update software. Work requires routine contact 

with employees of U.T Southwestern and related entities about assets and property.Work requires good interpersonal, organizational, and communication skills.Working ConditionsWork is performed primarily in a warehouse environment.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, 

please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SUPERVISOR BIOMED - UH U5395 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Biomed Supervisor reports to the 

Biomed Manager. Supervises the operation and productivity of assigned Biomedical Technicians, providing repair services to clinical assets and biomedical equipment.Experience and EducationCompletion of Associates Degree in Biomedical 

Equipment Technology, Clinical or Electrical Engineering, or similar field, OR Applicable Military Training and experience. Six (6) years of Healthcare Environmental experience required.Two (2) years of Leadership experience required.Successful 

completion and maintenance of CBET certification (Certified Biomedical Engineering Technician) or CHTM certification (Certified Healthcare Technology Manager) required. Current employees must obtain certification within two (2) years of job 

description effective date (July 2023).Must have valid State of Texas Driver's License.Job DutiesIs perceived as the subject matter expert medical device error diagnosis, maintenance, and repair. Prepares ongoing reports such as temperature 

monitoring and asset tracking and departmental status reports for executive staff. Monitors all service contracts covering patient-related equipment. Supervises the installation, repair, and maintenance of all clinical equipment and 

instrumentation used for patient care.Maintains required records, reports, and statistics relative to biomedical equipment. Contributes to development of standard operating procedures and training plans to maintain quality and meet 

department and individual goals.Supervises daily production goals by maintaining operations and monitoring productivity of each assigned team member.Sets individual performance goals, clarifies responsibilities, identifies continuing 

education needs, communicates regularly and monitors workload and quality indicators for all for all assigned team members. Collaborates on development of departmental strategic planning and communication of departmental determined 

strategic goals to team.Oversees all HR related functions for assigned FTE's including performance reviews, employee recognition, employee counseling, and disciplinary actions.Provides direct reports with guidance and mentorship while 

fostering an environment of cohesion and maintains professionalism at all times. Manages and approves schedules, leave time and attendance of all assigned Biomedical Technicians with input from the Biomed Manager. Maintains required 

records and reports relative to regulatory compliance of biomedical equipment.Maintains professional growth and technical expertise and knowledge through seminars, conferences, and other educational forums.Demonstrates commitment 

to organizational Values of Excellence, Compassion, Teamwork, and Innovation.Attends required meetings. Performs other duties as assigned.Knowledge, Skills & AbilitiesAble to work with others in a fast-paced, team environment and to 

interact effectively with employees. Strong analytical and PC skills.Excellent judgment, professionalism, leadership, and customer service skills.Must be able to read, write, and speak English.Superior interpersonal and leadership skills; proven 

ability to develop and motivate employees to meet and exceed performance standards.Strong understanding of Service Level Agreements (SLA) and staffing management.The following is the acronym, "PACT", and is fundamental to all clinical 

positions at UT Southwestern Medical Center:P-Problem Solving: To achieve excellence in patient care and service, all employees are expected to take ownership in solving problems effectively, efficiently and to the satisfaction of the patient.A-

Ability, Attitude and Accountability: In keeping with a professional healthcare environment, all employees are expected to have the ability to perform their jobs and to appear and conduct themselves in a professional and positive manner.C-

Communications and Compassion: It is our goal that all our communications are clear, courteous, timely, and delivered with compassion, respect and appropriate confidentiality.T-Teamwork: In our medical environment, our patients regard 

every employee they encounter as a member of the Southwestern Medical Center team. Our goal is to individually work hard to contribute to our team, support our co-workers, and to achieve not only excellent patient care and service, but 

also a satisfying, caring environment for each other.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Any qualifications to be considered as equivalents in lieu of stated minimum require prior 

approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

SUPERVISOR CANCER SUPPORT SERVICES U1111 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible for the development and 

coordination of educational and supportive clinical programs and supervision of Cancer Support Services staff, providing assistance in accessing clinical and supportive care services within the health system or community. Experience and 

EducationLicensure required in one of the following: Licensed Master Social Worker in the State of Texas and four (4) years inpatient/outpatient experience required.Board Certified Chaplain with a Master's of Divinity required. Three (3) years 

of healthcare chaplaincy experience required.Registered Dietitian through the Academy of Nutrition and Dietetics and Licensed as a Dietitian in the State of Texas. Bachelor's Degree in nutrition and food science or Dietetics with four (4) years 

supervisory experience or four (4) years working predominantly with oncology patients required.Job DutiesProvides supervision, training, monitoring, and mentoring to Support Services staff to ensure that staff has strong background and 

competence in supporting specific disease processes or areas to which they are assigned. Coordinates daily activities of staff, including maintaining time and attendance. Facilitates teamwork through planned group processes, i.e. workshops, 

seminars, and staff meetings. Identifies and monitors program metrics focused on providing value-based care to patients. Promotes the Support Services department to the UT Southwestern Medical Center (UTSW) community by educating 

others on the role and scope of practice and advocates for adequate staffing based on patient acuity. Serves as a point of contact for referring physicians, patients, and caregivers to assist with barriers to coordinating patients' 

care.Collaborates with Manager, Director and leadership team regarding program objectives and institutional goals.Serves as an essential link between patients and all other care providers and functions as a patient advocate to help the patient 

and family along the health care continuum.Educates patients and caregivers on expectations through the use or design of evidence-based patient education materials.Responsible for outreach efforts with local agencies based on registries and 

other tools to help close patient care gaps, facilitate referrals, and other services as needed to promote highest quality of care, and optimum health.Designs, executes, and delivers effective system of internal controls applicable and in 

compliance to laws, regulations, and internal policies and procedures. Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-

subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects 

research records. Performs other duties as assigned.Knowledge, Skills & AbilitiesSelf-directed and able to organize and manage multiple tasks/projects simultaneously.Ability to promote programs and services to the community.Ability to 

maintain strict confidentiality.Ability to promote and build teamwork and multidisciplinary care concept.Work requires contact with physicians, residents, fellows, and allied health personnel to coordinate information necessary to provide 

optimal level of patient care.Work requires high level of verbal and written communication skills.Work requires effective interpersonal skills.Work requires telephone contact with patients, referring physicians, and pharmaceutical 

representatives outside of UT Southwestern, vendors, and third party payees. Work requires ability to read, write, and perform mathematical calculations.Working ConditionsWork is performed primarily in ambulatory hospital-based clinic 

environment. Work requires ability to lift, push, and/or pull up to 50 lbs. Work requires ability to stand for long periods of time.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

SUPERVISOR CARDIAC TESTING 5412 RA5 $63,794.00 $94,526.00 $125,258.00 $5,316.17 $7,877.17 $10,438.17 $245.36 $363.56 $481.76 $30.67 $45.45 $60.22 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummarySupervise and provide direction to 

cardiac testing staff throughout all facilities served. Working under the Clinical Practice Manager, provides leadership and oversight for cardiac testing activities. Responsible for sonography staff scheduling, employee relations, and 

technical/operational aspects of studies at all locations. Communication with Clinical Practice Manager regarding operational concerns pertaining to cardiac testing.Experience and EducationAssociate degree required. Bachelor's degree 

preferred. Five (5) years' progressively responsible, related experience to include at least two (2) years in a leadership capacity. IAC accreditation experience preferred. Holds an active registry as a Registered Diagnostic Cardiac Sonographer 

(RDCS) or Registered Cardiac Sonographer (RCS) through the American Registry for Diagnostic Medical Sonography (ARDMS) or Cardiovascular Credentialing International (CCI). Job DutiesRecruit, develop, and motivate cardiac sonographer 

employees - maximizing performance and employee satisfaction.Ensures adequate staffing by maintaining monthly schedules.Responsible for training and orientation of cardiac sonographer employees and cardiac sonography 

students.Monitor, report, and oversee cardiac sonographer productivity.Works with leadership team to coordinate weekly schedule of administrative tasks and providing direct patient care.Manage cardiac sonographer quality, performance, 

and associated technical and service indicators.Monitors KPI's and metrics daily to improve cardiac testing quality, performance and safety, and associated technical and service indicators.Participate in the development, implementation and 

management of Information Systems processing images, schedules, business and financial data and operational information, collaboratively with Administrative, IR, Financial, Admitting and HIM staff.Contributes to strategic and operational 

planning, coordination, and goal setting in collaboration with hospital, ambulatory, administration and university leadership. Contributes to the development, implementation, and management of plans to start new services and grow existing 

service volumes in cardiac sonography - emphasizing comprehensive equipment planning, facility planning, and ongoing expense reduction.Develop, communicate, monitor, and enforce procedures, protocols, schedules, and other work 

processes in cardiac sonography. Ensure compliance with all legal, regulatory, and accrediting standards. Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires the ability to supervise and motivate employees - 

maximizing performance and employee satisfaction, as well as recognize artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with employees using the PACT 

standards.Work requires the ability to facilitate high functioning teams that work in tandem within interdepartmental modalities.Work requires attention to detail and the ability to manage multiple priorities.Work requires excellent written 

and oral communication skills.Work requires the ability to utilize equipment to obtain necessary images for diagnosis.Work requires the ability to interact with patients regarding procedures.The following is the acronym, "PACT", and is 

fundamental to all clinical positions at UT Southwestern Medical Center:P-Problem Solving: To achieve excellence in patient care and service, all employees are expected to take ownership in solving problems effectively, efficiently and to the 

satisfaction of the patient.A-Ability, Attitude and Accountability: In keeping with a professional healthcare environment, all employees are expected to have the ability to perform their jobs and to appear and conduct themselves in a 

professional and positive manner.C-Communications and Compassion: It is our goal that all our communications are clear, courteous, timely, and delivered with compassion, respect and appropriate confidentiality.T-Teamwork: In our medical 

environment, our patients regard every employee they encounter as a member of the Southwestern Medical Center team. Our goal is to individually work hard to contribute to our team, support our co-workers, and to achieve not only 

excellent patient care and service, but also a satisfying, caring environment for each other.Working ConditionsWork is performed primarily in an ambulatory setting.Any qualifications to be considered as equivalents in lieu of stated minimums 

require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis 

of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

SUPERVISOR CARDIAC TESTING U5412 RA5 $63,794.00 $94,526.00 $125,259.00 $5,316.17 $7,877.17 $10,438.25 $245.36 $363.56 $481.77 $30.67 $45.45 $60.22 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummarySupervise and provide direction to 

cardiac testing staff throughout all facilities served. Working under the Clinical Practice Manager, provides leadership and oversight for cardiac testing activities. Responsible for sonography staff scheduling, employee relations, and 

technical/operational aspects of studies at all locations. Communication with Clinical Practice Manager regarding operational concerns pertaining to cardiac testing.Experience and EducationBachelor's degree and five (5) years progressively 

responsible, related experience to include at least two (2) years in a leadership capacity, including IAC accreditation experience. Holds an active registry as a Registered Diagnostic Cardiac Sonographer (RDCS) or Registered Cardiac Sonographer 

(RCS) through the American Registry for Diagnostic Medical Sonography (ARDMS) or Cardiovascular Credentialing International (CCI). Applicants without the stated preferred degree, but with significant additional related experience may be 

considered.Job DutiesRecruit, develop, and motivate cardiac sonographer employees - maximizing performance and employee satisfaction.Ensures adequate staffing by maintaining monthly schedules and call coverage.Responsible for training 

and orientation of cardiac sonographer employees and cardiac sonography students.Monitor, report, and oversee cardiac sonographer productivity.Works with leadership team to coordinate weekly schedule of administrative tasks and 

provide direct patient care - with at least 50% of week comprising performance of echocardiographic testing.Manage cardiac sonographer quality, performance, and associated technical and service indicators.Monitors KPI's and metrics daily to 

improve cardiac testing quality, performance, and safety, and associated technical and service indicators.Participate in the development, implementation and management of Information Systems processing images, schedules, business and 

financial data and operational information, collaboratively with Administrative, IR, Financial, Admitting and HIM staff.Contributes to strategic and operational planning, coordination, and goal setting in collaboration with hospital, ambulatory, 

administration, and university leadership. Contributes to the development, implementation, and management of plans to start new services and grow existing service volumes in cardiac sonography - emphasizing comprehensive equipment 

planning, facility planning, and ongoing expense reduction.Develop, communicate, monitor, and enforce procedures, protocols, schedules, and other work processes in cardiac sonography. Ensure compliance with all legal, regulatory, and 

accrediting standards. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires the ability to supervise and motivate employees - maximizing performance and employee satisfaction, as well as recognize artifacts/unusual 

or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with employees using the PACT standards.Work requires the ability to facilitate high functioning teams that work in tandem within 

interdepartmental modalities.Work requires attention to detail and the ability to manage multiple priorities.Work requires excellent written and oral communication skills.Work requires the ability to utilize equipment to obtain necessary 

images for diagnosis.Work requires the ability to interact with patients regarding procedures.The following is the acronym, "PACT", and is fundamental to all clinical positions at UT Southwestern Medical Center:P-Problem Solving: To achieve 

excellence in patient care and service, all employees are expected to take ownership in solving problems effectively, efficiently and to the satisfaction of the patient.A-Ability, Attitude and Accountability: In keeping with a professional 

healthcare environment, all employees are expected to have the ability to perform their jobs and to appear and conduct themselves in a professional and positive manner.C-Communications and Compassion: It is our goal that all our 

communications are clear, courteous, timely, and delivered with compassion, respect and appropriate confidentiality.T-Teamwork: In our medical environment, our patients regard every employee they encounter as a member of the 

Southwestern Medical Center team. Our goal is to individually work hard to contribute to our team, support our co-workers, and to achieve not only excellent patient care and service, but also a satisfying, caring environment for each 

other.Working ConditionsWork is performed primarily in an ambulatory setting.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SUPERVISOR CLINICAL & CODING DRG DENIALS U5528 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryThe DRG Denials Supervisor is 

responsible to oversee all daily denials workflows and assignments, ensure timely appeals submissions, analyze, track and trend denials data. Promote and support Teamwork and engagement, performance excellence, accountability and 

professionalism. Lead and support process improvement. Ensure the Denials Team have the education and tools they need to successfully perform to the highest levels of quality and compliance. Experience and EducationRequired - three to 

five (3-5) years of experience working in an Acute Hospital setting. An equivalent combination of education and experience may be considered.Required - three to five (3-5) years' experience working in a Clinical Documentation Integrity 

Program. An equivalent combination of education and experience may be considered.Required - experience reviewing Inpatient Denials and Developing DRG Appeals in an Acute Hospital setting.Required - Registered Health Information 

Administrator (RHIA) or Registered Health Information Technician (RHIT) or Registered Nurse (RN); licensed in Texas or Compact State, or Certified Clinical Documentation Specialist (CCDS) or Certified Documentation Improvement Practitioner 

(CDIP). AHIMA Certified Coding Specialist (CCS) Preferred - BSNAn equivalent combination of education and experience may be considered.Required - Experience working in a remote environment. Job DutiesManages staffing and all employee 

related duties Oversee all denials workflow and assignmentsEnsure appeal deadlines are metEnsure appeal deadlines are metAnalyze, track and trend denials data, identify opportunities for education and report to LeadershipAssistant 

Director, Coding and CDI Managers, Physician Advisors, etc. Works collaboratively with Leadership and Compliance to identify opportunities where documentation could better support clinical evidence to support coding and justify an appeal 

Lead all Denials Team meetings Maintains an expert level of knowledge of Coding, CDI, Denials, and Appeal guidelines and practicesServes as backup for the DRG Denials Team, as needed On-boards and trains new employees Support the 

Quality Standards set by UTSW & the HIM Coding & CDI DepartmentOther duties as assignedKnowledge, Skills & AbilitiesWork requires very strong Inpatient Coding, CDI knowledge and skills, Denials knowledge and skills, including but not 

limited to ICD-10-CM & ICD-10-PCS, Official Coding Guidelines, conventions, knowledge to interpret and apply Coding Clinic advice, etc. Must demonstrate analytical ability and resourcefulnessWork requires excellent communication skills 

(written and verbal), customer service, and interpersonal skillsWork requires proficiency with Microsoft Office, Word and ExcelWork requires organizational skills along with a high level of accuracy and attention to detailWork requires ability to 

report and problem solve using discretion, judgment, and professionalismWork requires ability to handle multiple tasks, show initiative, and adjust to changes as appropriate, in an environment where change is commonWork requires ability 

to perform in a conservative, fast-paced, and quality driven environmentWork requires ability to comprehend, understand, and follow established policies, procedures, and other guidelines of some complexityWork requires self-motivation, 

maturity, and being a team playerWorking ConditionsThis is a Work From Home position (WFH). The applicant must live within a one hour radius of UTSW. Minimum on-site work, in a general office setting when on-site.This position reports 

directly to the Assistant Director of the HIM Coding & CDI Department.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her 

designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.



SUPERVISOR CLINICAL DATA MANAGEMENT & OUTCOMES U2837 N T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

supervise a team that is responsible for the gathering, evaluating and entering of clinical data for bone marrow transplant and cellular therapy recipients. Oversees staff members to ensure compliance with all regulatory aspects, as required, 

and maintenance to databases related to these regulatory aspects.Experience and EducationBachelor's degree in basic sciences, business administration, healthcare administration, or related field required. Five (5) years clinical experience 

required, and five (5) years administrative experience required - experience may be inclusive. Prior experience related to Outcomes measurements and public reporting required. Master's degree may be considered in lieu of two (2) years of 

required administrative experience. Job DutiesSupervises, directs, develops, and guides staff in gathering, evaluating and entering of clinical data for bone marrow transplant and cellular therapy recipients to ensure receipt, completeness, and 

accuracy of research, departmental and regulatory data requirements. Promotes professional growth, development and accountability in staff and fosters environment of shared decision-making.Assists department leadership in continuous 

process improvement which includes record review, staff orientation and training, staff development and successful monitoring and documentation of employee competencies.Organizes and/or leads in-service training, lectures, performance 

evaluations, team huddles, and other activities under the direction of the department manager.Maintains performance standards by confidentially coaching and/or counseling employees, performing annual appraisals and providing required 

training.Ensures departmental policies and procedures are properly followed. In addition, assists in the development, interpretation, and implementation of new policies and procedures.Maintains Kronos records on a daily basis, monitoring 

for trends that require intervention.Completes special projects as assigned by management. Participates in project groups and task force teams, as required. Reviews and summarizes new data reporting requirements from CIBMTR and other 

regulatory agencies regarding outcome analysis and reporting. Serve as content expert in translating the specifications to clinical application.Provides analysis of registries data and serves as consultant to physician leadership over registries. 

Serves as content expert in translating registry specifications to clinical application.Serves as primary liaison and prepares annual reports for federal, state, and/or local agencies. Primary contact person for registry contracts such as CIBMTR, 

NMDP, etc.Maintains pertinent Institutional Review Board (IRB) approved protocols. Informs IRB of amendments to research studies; prepare annual reviews for submission.Monitors data and reports submitted to CIBMTR, ASBMT, etc., 

ensuring timely reporting.Performs data analysis for benchmark comparison with industry standards and as required by FACT and other agencies. Provides specific data sets in a timely manner as requested by program physicians for assessing 

research feasibility and/or in response to insurance RFIs. Serves as subject matter expert by representing Program in various projects and interacting with IR and software vendors.Ensures compliance with all regulations and maintains related 

databases.Creates reports, charts, and graphs as required by program director and other leaders for presentations on Institutional level.Acts as liaison and coordinates activities with peers in pediatric stem cell transplant program.Duties 

performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing 

or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.May perform clinical data management and outcome core 

functions as needed.Knowledge, Skills & AbilitiesWork requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions to workflow constraints.Work 

requires a change agent attitude that includes flexibility and adaptability to perform in a high-volume facility.Work requires knowledge and ability to develop and implement policies and procedures.Work requires ability to determine methods 

and approaches to work problems.Work requires excellent communication techniques and well-developed communication skills.Work requires the ability to organize, coordinate, and demonstrate judgement, diplomacy, assertiveness and 

initiative.Working ConditionsWork is performed primarily in clinical and general office areas.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status.

SUPERVISOR CLINICAL RESEARCH 2507 N 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the direction of an 

Investigator(s) with limited supervision, to coordinate research projects. This position primarily performs patient/participant coordination, however, may conduct data management in smaller departments on as needed basis. Provides 

supervision to a team engaged in the execution of multiple, complex research protocols.Experience and EducationBachelor's Degree in medical or science related field and five years of clinical research experience. May consider additional years 

of experience or advanced degree in lieu of education or experience, respectively. ACRP or SOCRA certification a plus. A Heart Saver for non-licensure or BLS for Licensure may be required based on research study protocols or affiliate location 

requirements. Job DutiesMay perform some or all the following:Assists with the daily operations for the research unit, to include but not limited to staffing, protocol management, budgeting, and regulatory requirements.May assist in 

development of study design, implementation, and administration for new studies ensuring compliance with HRPP/IRB requirements, Federal/State regulations, and grant and/or contract parameters.Assists with monitoring and oversight of 

active clinical research protocols in accordance with internal policies, federal and state regulations, and University policies.Oversees and coordinates data collection and assures accuracy and timely submission to sponsors and/or external 

Oversees and coordinates the scheduling and efficient usage of research facilities.Performs research billing activities (including linking patient calendars) and oversees the financial status of the research protocols for the team Monitors patient 

safety by reviewing records and ensuring appropriate reporting per protocol and HRPP standards.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly 

interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing, or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or 

similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of basic and clinical research terminology, regulations, and procedures. Work requires strong 

computer skills (spreadsheets, databases, and interactive web-based software).Work requires ability to communicate effectively with various levels of internal and external contacts. Work requires ability to work with confidential information 

on daily basisProactively works to maximize results of the team and organizationFollows and understands the regulations for Protected Health Information (PHI)Work requires good communication skills.Work requires the ability to problem 

solve.Working ConditionsWork is performed primarily in an office environment but may require periodic visits to clinical and off-site clinical areas for purpose of interviewing patients. May require local or out-of-state travel based on research 

study.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. Asan equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,age, disability, genetic information, citizenship status, or veteran status.

SUPERVISOR CODING 2809 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree in 

Health Information Management or closely related field and three (3) years progressive coding experience or Associate Degree in Health Information Management and/or closely related field and five (5) years progressive coding experience or 

High school diploma or equivalent and seven (7) years progressive coding experience; Experience must include at least one (1) year in a lead capacity.  Certified Professional Coder (CPC), Certified Coding Specialist  Physician-based (CCS-P), or 

Certified Coding Specialist (CCS) preferred.  Knowledge of Correct Coding Initiatives (CCI), Epic electronic health record systems and 3M coding software is preferred. Job Duties  1.Supervises all coding specialists which includes hiring, 

onboarding, performance appraisals and disciplinary action. Coordinates work schedules and tasks for optimal productivity and cross coverage. Assures consistent/annual education training and certification of all staff members.2.Performs 

accurate and timely review, coding and abstracting of UTSW accounts utilizing ICD-9-CM, ICD-10-CM and CPT-4 code sets as indicated and according to coding team procedures.3.Performs coding activities in a manner that meets productivity 

and quality standards as established by the coding leadership.4.Maintains current understanding of anatomy and physiology, medical terminology, disease processes, and coding guidelines and grows knowledge through participation in 

continuing education programs.  Maintains understanding of teaching physician documentation guidelines.5.Maintains a thorough understanding of the intricacies of the various patient types cared for at UTSW (inpatient, same day surgery, 

interventional procedures, etc.) so work assignment adjustments can be made with little workflow disruption and coding coverage  can be appropriately provided.6.Assists in upholding coding team expectations, customer service standards, 

professionalism, operating procedures, processes and other team strategies and goals.  Assist in promoting a culture of support, continuous learning and team work. Adheres to all UTSW and departmental policies and procedures to include 

the Remote Coding Agreement where applicable.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members 

of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; 

disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR CODING - REVENUE CYCLE 2845 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under minimal supervision to 

supervise coding program(s).Experience and EducationBachelor's Degree in Health Information Management or closely related field and three (3) years progressive coding experience or Associate Degree in Health Information Management 

and/or closely related field and five (5) years progressive coding experience or High school diploma or equivalent and seven (7) years progressive coding experience; Experience must include at least one (1) year in a lead capacity. Certified 

Professional Coder (CPC), Certified Coding Specialist - Physician-based (CCS-P), CMC, RHIT, RHIA, or Certified Coding Specialist (CCS) preferred. Knowledge of Correct Coding Initiatives (CCI), Epic electronic health record systems and 3M coding 

software is preferred. May consider education in lieu of experience, or experience in lieu of other criterion.Job DutiesSupervises all coding specialists which includes hiring, onboarding, performance appraisals and disciplinary action. 

Coordinates work schedules and tasks for optimal productivity and cross coverage. Assures consistent/annual education training and certification of all staff members.Performs accurate and timely review, coding and abstracting of UTSW 

accounts utilizing, ICD-10-CM, HCPCS, and CPT code sets as indicated and according to coding team procedures.Performs coding activities in a manner that meets productivity and quality standards as established by the coding 

leadership.Maintains current understanding of anatomy and physiology, medical terminology, disease processes, and coding guidelines and grows knowledge through participation in continuing education programs. Maintains understanding 

of teaching physician documentation guidelines.Maintains a thorough understanding of the intricacies of the various types of subspecialties providing care at UTSW so work assignment adjustments can be made with little workflow disruption 

and coding coverage can be appropriately provided.Assists in upholding coding team expectations, customer service standards, professionalism, operating procedures, processes and other team strategies and goals. Assist in promoting a 

culture of support, continuous learning and team work. Adheres to all UTSW and departmental policies and procedures to include the Remote Coding Agreement where applicable.Performs other duties as assigned.Working ConditionsWork is 

performed primarily in office area.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

SUPERVISOR DIAGNOSTIC SCHEDULING U5399 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYThe Supervisor of Diagnostic Scheduling 

(The Supervisor) coordinates daily functions of the diagnostic and/or point of service schedulers which includes but not limited to outpatient laboratory, imaging, and/or interventional procedures by ensuring accuracy in an effort to avoid 

conflicts against limited resources and staff. The Supervisor provides support by assigning tasks, coordinating work schedules, training and coaching the Scheduling team. The Supervisor also schedules appointments and supports Department 

leadership by performing quality audits of workflow processes of phone or face-to-face employee interactions. The Supervisor will help maintain appropriate staffing levels based on historical volume analysis and clinical needs, monitor daily 

productivity, and reallocate duties as needed. The Supervisor will be expected to assist in the accuracy and competency of scheduler productivity in accordance with established protocols, proper collection of required patient information, and 

correct communications with ordering physician offices and patient preparation instructions. The Supervisor will also be expected to attend meetings and participate with any scheduling application upgrades and/or transitions. The Supervisor 

should be able to directly interact with various hospital partners and patients on all levels while maintaining a patient-centered attitude at all times, demonstrating compassion and empathy for patients and their families and encouraging the 

same from the staff that they are assigned to support. The Supervisor may be required to travel to both campus and off-campus locations and maintain a readiness to work outside of normal business hours to meet the needs of the 

department or the service locations. The Supervisor works as part of an elite team to support UT Southwestern operations and initiatives. EDUCATION/EXPERIENCEBachelor's degree plus one (1) year of supervisory experience in a related field 

(clinic and/or business operations, health care management, or revenue cycle). In lieu of a bachelor's degree, three (3) years of experience in hospital outpatient, diagnostic or clinic scheduling, plus two (2) years of supervisory experience in a 

related field (hospital, clinic, or revenue cycle operations)Required Certifications/Membership-within 1 year of promotion/hireCHAA - NAHAM NAHAM- Associate MembershipESSENTIAL FUNCTIONSJob Duties: Provides supervision, direction, 

development and guidance to staff in an effort to promote professional growth, development and accountability. Effectively delegates and appropriately holds staff accountable; maintains a proactive approach with addressing/implementing 

changes impacting the various processes of the Diagnostic Access Services Department. Interviews, selects, and trains, employees. Completes performance evaluations and provide disciplinary actions employees as needed. Supervises 

operations effectively; effective follow-through and follow-up; takes accountability; solves problems and implements solutions; integrates financial understanding into solutions; demonstrates technical proficiency. Acts with urgency to 

address issues and anticipates customer needs. Articulates views clearly and directly, listens attentively to others, communicates quickly issues affecting staff. Maintains department productivity and quality standards. Supports goals and 

objective; design, implement and evaluate policies and procedures for department operations. Oversees department schedule, time and attendance issues; assuring staff coverage for all shifts as delegated by the Manager and/or 

Director.Responsible for generating, distributing and maintaining relevant department reports to assist management with tracking of performance indicators. Assures that quality assurance monitoring is conducted on data produced by 

department staff, assuring accuracy, thoroughness and compliance. Responsible to track, trend, edit reports for completeness and identify areas for continued performance improvement. Performs other duties as assigned KNOWLEDGE, SKILLS, 

& ABILITIESWorks in collaborative manner with peers and other hospital departments, attends meetings and actively participates. Participates in the development of recommendations for workflow, programs, and procedures affecting revenue 

management. Demonstrates ongoing competency skills including age-specific competencies, above level problem solving skills and decision-making abilities. Ability to communicate verbally with all levels of associates, management physicians 

and with patients.  Handles patient complaints in a timely and professional manner; promotes excellent customer service and takes appropriate action based on survey results. Duties performed may include one or more of the following core 

functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient 

financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, 

bending, turning and stooping. Light lifting (requires lifting 20 lbs. with frequent carrying of up to 20 lbs.) Possess near vision acuity for accurate reading on computer screens.Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

SUPERVISOR FINANCIAL ANALYSIS U9118 T24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Finance, Accounting, or related field and five (5) years progressively responsible experience in finance with demonstrated experience in planning, forecasting and financial analysis. Master's degree in Business and healthcare experience 

preferred.Job DutiesWorking with manager, responsible for the department financial analysis and reporting, in support of budgeting, forecasting, and forecasting, and resource allocation. Supervise and mentor the financial analysis staff to 

ensure optimal operational expertise as well as technical knowledge.Provide analytical support to departmental divisions.Design and implement periodic operational reports as well as ad hoc reporting.Develop multi-year cash flow projections 

for departmental projects. Identify areas of financial risk, present findings, and make recommendations to the manager.Provide strategic financial consultation and guidance to the manager regarding business proposals, and make 

recommendations for optimizing the financial impact of business initiatives.Provide advice to department management regarding key process improvement opportunities and serve as critical resource for implementation.Complete more 

complex special projects as requested.**Other Duties: Performs other duties as assigned.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR FLOW CYTOMETRY 5550 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUnder minimum supervisor from 

principal investigator provides supervision to establish, maintain, and lead complex operations and analyses of patient specimens by use of laser-based flow cytometers in research or clinical laboratory. Experience and EducationRequired 

Experience and EducationAt least 5 years working in a clinical flow cytometry laboratoryBachelor's DegreeCertified as MT (ASCP) or Flow Cytometry Specialist (ASCP or ISAC) Preferred QualificationExperience in supervising high-complexity flow 

cytometry testing in a CAP accredited laboratoryProficient in test system validation and writing technical policies and proceduresExperience as a general supervisor under Clinical Laboratory ImprovementExperience with test development BD 

Flow Cytometer 10 color InstrumentsExperienced in Panel Analysis with Cytopaint and/or Infinicyt SoftwareJob DutiesManages and directs operations of flow cytometry lab through appropriate delegation, technical skills training and work 

supervision. Supervises and assign workload. Oversee the work of laboratory team performing routine testing, including planned laboratory work, evaluating performance and handling procedural or technical programs that may 

occur.PreanalyticSpecimen processing, staining and reagentsFlow cytometry hardware/instruments Daily operation and laboratory quality managementResolving technical/instrumental issues including QC and color compensationAnalytic 

Flow cytometric analysis (i.e., leukemia, lymphoma, plasma cell neoplasms and immunodeficiency)Generate preliminary reports.Assist in training flow cytometry technologists in analysis proceduresNew flow cytometric assay development. 

Evaluation of new test systems, performing method validation/verification studies, and implementing new equipment, programs and/or procedures.Writing technical policy and assay procedures in accordance with required regulatory, 

departmental, and institutional standardsRe-evaluating methodology and making recommended changes.Maintaining a continuing laboratory quality improvement/education program at institutional, local and national/international 

levelPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of flow cytometry instrumentation, hematology, and cellular immunology techniques.Work requires strong computer and analytical skills.Work 

requires knowledge of medical technology.Work requires accuracy in all phases of clinical and experimental investigative research.Work requires ability to interact with patients, students, fellows, residents, principal investigators, and faculty 

from other departments.Work requires ability to use laboratory tools, machinery, and computer. Work requires ability to use hands to finger, handle, or feel.Work requires ability to walk, stoop, kneel, and balance.Work requires ability to 

reach with hands and arms.Work requires ability to lift or carry up to twenty pounds.Work requires ability to listen, differentiate color, and speak. Work requires ability to read, write, and understand English.Work requires ability to apply 

arithmetic and mathematical reasoning.Work requires ability to analyze data or report information.Work requires ability to develop and implement new goals or plans.Working ConditionsWork is performed primarily in clinical and/or medical 

research laboratory with exposure to noise, moving mechanical and electrical parts. May be exposed to various infectious agents, chemicals, radiation, and bodily fluids based on department.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

SUPERVISOR GENETIC COUNSELOR 1545 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree 

from board accredited program in genetics, four (4) years clinical or laboratory healthcare experience, inclusive of a minimum of two (2) years in clinical cancer genetics; certification as a Certified Genetic Counselor from the National Society of 

Genetic Counselors. Job Duties  Responsible for directing the clinical cancer genetics program, including interviewing, training and monitoring the work performance of the genetic counselors.Oversees and/or teaches others knowledge and 

skills that are specialized and necessary to perform techniques and routines in area of specialty.3.Provides operational management of daily genetic counseling services.Assesses, monitors, and evaluates systems for delivery of genetic 

counseling services.Assists in development of genetic counseling standards of practice and personnel performance.Facilitates teamwork through planned group processes, i.e. workshops, seminars, and staff meetings.Supervises genetic 

counselors and provides general oversight to other staff (e.g., clerical, clinical).May provide direct genetic counseling services.Consult regularly with physicians, nursing staff, therapy, and dietitians regarding patient concerns and/or problems 

and possible recommendations.Maintain a routinely updated list of community outreach activities for clinical cancer genetics.Develop, implement and review policies and procedures for the genetic counseling department.Coordinate clinical 

cancer genetics staffing needs and scheduling for contracted facilities. Collect, evaluate and report statistics for monthly reports.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

SUPERVISOR INFORMATION RESOURCES ASSET MANAGEMENT 9287 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 1D Supervisor TECH UNIV University Classified Sal Pln

SummaryProvides supervision of staff for maintenance of complex inventory system for Information Resources equipment and hardware.  SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes 

UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociate's degree or equivalent related experience, valid state driver's license, possession/maintenance of acceptable UT System 

driver rating and (3) three years inventory/asset or related experience, including at least (1) year of supervisory or lead experience.Job DutiesManage the I.T. Asset lifecycle for the university and hospitalSupervise, train, and prioritize schedules 

of lower-level employees and contractors. Evaluate employee performance, and make recommendations regarding hiring and disciplinary actions. This position may perform duties of subordinates in addition to other duties as needed. Plan 

rollout schedules to ensure the proper lifecycle by equipment type. Coordinate equipment refresh with clinic and admin managers. Responsible for physical inventory of equipment (ongoing and audit). Maintain accurate inventory within 

system of record as well as operational databases. Prepare operational and executive reports regarding I.T. assets. Coordinate tagging of all controlled and capital assetsLiaison with Surplus Warehouse to decommission equipmentManage 

vendor relationships (Equipment and Contractors).Performs other duties as assigned.Knowledge, Skills, and AbilitiesWork requires understanding of warehouse procedures and ability to utilize standard warehouse equipment. Work requires 

knowledge and application of all UT System policies, State of Texas and federal laws and regulations related to assets and property.Work requires high degree of accuracy in recording assets. Work requires knowledge of basic accounting and 

personal computers, including word processing and website update software. Work requires routine contact with employees of U.T Southwestern and related entities about assets and property.Work requires good interpersonal, 

organizational, and communication skills.Work requires ability to manage lower level staff. Working ConditionsWork is performed primarily in office and clinical areas.Any qualifications to be considered as equivalents in lieu of stated minimum 

require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR INVENTORY CONTROL U5462 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEHigh School Diploma or GED is required. Two (2) years' experience in hospital or multi-hospital system with inventory distribution, receiving and par management function is required.A minimum of one 

(1) year Team Lead or Supervisory experience is required.Must have and maintain a valid Texas driver's license. If area of employment requires use of a University-owned vehicle, employee will be required to possess a valid Texas Driver's 

License, pass a Motor Vehicle Records (MVR) check, and complete drivers training (or van training, if applicable), in accordance with UTS Policy 157, appendix B. ESSENTIAL FUNCTIONSResponsible for the effective supervision of staff assigned to 

Materials Management performing daily inventory activities. Ensures adequate levels of material and inventory accuracy are maintained. Responsible for evaluating inventory needs and implementing strategies to meet daily operational 

needs.Effectively supervises the activities and workload of staff members to achieve daily objectives. Prepares staffing schedules and participates in employee performance evaluations and disciplinary actions when required. Provides job-

specific training, conducts staff meetings and in-services, and evaluates staff competencies.Ensures accurate and timely replenishment processes and works effectively with clinical departments to address supply requirements.Monitor and 

ensure accuracy of all inventory transactions and maintain record of all stockroom locations. Provide required feedback to teams as required.Supervisor will be responsible for cross team communication and accountability to ensure staff 

comply with department inventory practices for accurate and timely distribution. Communicate with vendors about supply inquiries.Enforces good housekeeping practices daily to eliminate congestion, clutter, and safety hazards and 

maintains a neat and orderly appearance of the dock, receiving, staging areas, and inventory stocking locations. The Materials Management warehouses should be clear of clutter including cardboard, pallets, and rubbish.Performs other duties 

as assigned.KNOWLEDGE, SKILLS, & ABILITIES Work requires knowledge of computer systemsWork requires accuracy in all phases of work performed.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic 

environment. Walking, standing, bending, turning and stooping. Must be physically able to lift boxes of supplies and place on shelves and/or carts. Any qualifications to be considered as equivalents in lieu of stated minimum require prior 

approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

SUPERVISOR MEDICAL OFFICE ASSISTANT 2046 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1D Supervisor CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision of 

nursing leader to provide clinical and operational support for, and supervision of, medical office assistants and/or medical office technicians in an ambulatory patient care setting. Experience and EducationHigh School graduate, or GED, five (5) 

years' experience as a medical assistant/patient care technician in a hospital or clinic setting including two (2) years' experience as a Lead MOA required; or Bachelor's Degree in related field and two (2) years' experience as a lead MOA required. 

Successful completion of UT Southwestern supervisory training course within twelve (12) months of employment required. Current MOA Certification required, through one of the following organizations: American Association of Medical 

Assistants, American Medical Technologists Association, National Association for Health Professionals, the National Center for Competency Testing, the National Health Career Association, or American Allied Health. CPR certification orBasic 

Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) by first day of employment is required.Job DutiesHuman Resources Supervises assigned Medical Office Assistants (MOA), 

Certified Medical Office Assistants (CMOA), Medical Office Technicians (MOT) and CMOA Coordinators to ensure appropriate policies and procedures are followed. Manages staff time off requests and correlating coverage of 

responsibilities.Ensures efficient, accurate, and timely management of assigned payroll functions, and ensures compliance with payroll and timekeeping policies.Participates in staff recruitment and hiring decisions.Ensures staff receive 

complete orientation to work area with timely feedback during the probationary period.Ensures ongoing training and supervision of Medical Office Assistant and technician staff, giving appropriate, timely feedback regarding concerns or issues. 

In collaboration with pertinent health system and Ambulatory Services teams, directs required staff trainings and manages documentation of competencies to ensure assigned staff remain in compliance with policies and procedures. Conducts 

performance evaluations in accordance with UT Southwestern policy. Administers disciplinary action and development of performance improvement plans as needed with staff. Clinic Operations:Coordinates daily staff assignments with 

members of clinic leadership team to ensure the clinic is staffed appropriately for operational needs. Educates and monitors all staff on processing instruments and/or scopes and ensures adherence to policies and procedures.Within scope and 

training, inspects and troubleshoots equipment issues to ensure patient safety and proper functioning. Escalates concerns to clinic leadership as appropriate.Consistently manages assigned responsibilities related to departmental medical 

supply management and related system(s). Facilitates continuing education sessions with staff to ensure departmental requirements are being maintained.In collaboration with clinic leadership, may facilitate service recovery with patients and 

families.Supports clinical staffing needs, including maintaining ability and requisite competencies to function in the CMOA role when necessary.Leadership:With direction of and in collaboration with departmental leadership, may develop and 

support clinical strategic initiatives through assigned tasks or tactics.As assigned, participates in quality improvement initiatives and processes to ensure excellent patient care.As assigned, participates in institutional initiatives; attends 

meetings, trainings, and workgroups to promote and aid in the professional growth of staff.May function as a liaison with other departments regarding MOA clinic functions as needed. Consistently models professional behavior consistent 

with the institutional PACT standards.Duties performed may include one or more of the following core functions: (a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; 

(c)Regularly maintaining, modifying, releasing, or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing, or similarly affecting human-subjects research records.Performs other 

duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to relieve direct manager of administrative duties, which may include functioning as a liaison.Work requires ability to coordinate and work independently.Work requires 

effective communication with internal and external contacts on policies and procedures.Work requires great interpersonal skills to lead and manage a team effectively.Work requires ability to work on confidential information on a daily 

basis.Work requires proficient knowledge of the medical equipment used in the clinic.Work requires contact with staff, physicians, leadership, medical and non-medical office personnel to manage vital information needed to provide optimal 

patient care. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion/.



SUPERVISOR MSRDP REVENUE CYCLE 7044 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 1D Supervisor INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma plus 

five (5) years of supervisory experience and 5 years experience working in a clinical revenue cycle environment.Coding certifications (CPC, CPMA, CMC, ART, RRA, RHIA, RHIT, CCS, CCA) and/or degrees (associate level, bachelor level, master 

level) preferred and may be considered in lieu of experience.Job Duties1. Exercises responsibility for establishing, reviewing, and revising internal revenue cycle controls/procedures, and workflow to achieve maximum efficiency and personnel 

utilization; ensures production and quality control standards are met by reviewing management reports.2. Reviews and analyzes information, identifies problems, recommends solutions and/or writes reports for management or other 

personnel.3. Ensure timely revenue cycle work queue metrics are achieved by their direct reports; assigns workload to meet production requirements; compiles, analyzes and reports status and issues involving all aspects of assigned area; 

makes recommendations to management to reflect changes by reviewing management reports and other data, identifies conflicts and writes resolutions.4. Monitor charge entry and charge capture quality control thru routine staff and process 

auditing; ensure charge reconciliation monitoring occurs by Team Leaders.5. Maintains performance standards by counseling employees, performing appraisals and providing required training; assists with quality control testing and 

reporting.6. Ensures departmental policies and procedures are properly followed; develops and revises policies and procedures as needed; maintains written procedures for workflow by writing or updating procedures as needed; 

communicates and educates all applicable information to appropriate personnel and affiliated facilities as required.7. Completes special projects and participates in project groups and tasks force teams.8. Backs up manager and employees as 

required during vacations, sickness, transitions or other absences.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR OCCUPATIONAL HEALTH OPERATIONS 5733 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryProvides assistance to the Manager 

Occupational Health in the coordination and supervision of clinical operations. Responsible for the supervision of all Occupational Health Associates. Experience and EducationBachelor's degree in Business Administration, Healthcare 

Administration, or directly related field required with five (5) years progressively responsible experience in healthcare related field. Master's degree preferred.Job DutiesProvides leadership, direction, monitoring and oversight for Quality, 

Compliance, Improvement and Safety for the operations staff.Seeks out opportunities to teach and mentor Occupational Health Associates on formal and/or informal basis.Adheres to and facilitates adherence by Occupational Health 

Associates to all policies and procedures and code of ethics.Continuously reviews clinical staff assignments to ensure optimal performance and efficiency.Reccommends process improvement plans as needed for Occupational Health and 

Occupational Care clinics.Implements disciplinary interventions, including assisting with termination, as appropriate and in compliance with policy. Participates in identification and resolution of physician, employee and/or patient complaints. 

Reviews schedule and staffing plan with Occupational Health Associates and Nursing Supervisor to ensure adequate coverage of patient care needs on a daily basis.Utilizes resources in manner which is appropriate and which optimizes 

resources for benefit of organization and patient population.Interviews and assists with making final decision regarding hiring of all Occupational Health Associates.Participates in development, implementation, and evaluation of performance 

improvement activities.Completes performance reviews and orientation evaluations of Occupational Health Associates. Conducts staff meetings and coordinates special projects within Occupational Health.Promotes personal and professional 

growth of all Occupational Health Associates by allowing opportunities for active participation in cross-training throughout the department.Completes payroll editing at end of payroll cycle and maintains attendance records. Provides and 

supports efforts to develop teamwork within the department. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Regularly maintaining, modifying, releasing or 

similarly affecting patient records.Administratively supports Occupational Health Special Pathogens Unit.Performs other duties as assigned.Knowledge, Skills, & AbilitiesPrior knowledge and experience with Microsoft Office 

applications.Excellent critical thinking and problem solving skills required.Able to manage time wisely, manage stress effectively and adapt to unpredictable situations.Demonstrates ability to communicate effectively with all employees, leaders 

and executives.Working ConditionsWork is performed primarily in general office/clinic area.Any qualifications to be considered as equivalent in lieu of stated minimums require prior approval of Vice President for Human Resources 

Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status.

SUPERVISOR PARKING SERVICES 6351 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 1D Supervisor ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

supervise, perform, and carry out goals and daily operations of parking services activities/personnel.Experience and EducationCompletion of two (2) year college or equivalent (degree preferred) and four (4) years related experience and 3 years 

supervisory or lead experience. Must have and maintain a valid Class "C" Texas Driver License with an acceptable driver's record to utilize a university vehicle.Job DutiesSupervises day-to-day parking enforcement activities by assigning work 

schedules and duties. Coach, mentor them to ensure they are engaged employees. Direct their work as needed. Develops, plans, organizes and implements programs and services that delivers desired outcomes and enhances customer service 

quality. Directs oversight of Auxiliary Vehicle driving program, including driving compliance requirements are adhered to, annual check-ups, maintenance, list of all vehicles and drivers and all required documentation is completed.Assists 

Parking Services Manager on various reports and projects such as parking space planning, self-park strategic operations, and system enhancements. Relieves Parking Services Manager of wide variety of internal duties and large volume of 

decisions which require thorough understanding of the functions, programs, and policies of Parking Services, includes DART, T2, and Genetec. Provide information and resources for customer inquiries, educate customers how to access and 

utilize online resources for future inquiries.Provides response to inbound inquiries from staff, employees, students, and guests (internal and external).Provides information with regards to parking policies to members of University and general 

public.Work requires adjustment of work schedule as determined by departmental needs.Performs other duties as needed.Knowledge, Skills & AbilitiesWork requires good oral and written skills.Work requires ability to prioritize workflow and 

perform flexible work tasks.Work requires telephone and personal contact with all levels of internal and external personnel and organizations.Work requires ability to sit and/or stand for extended periods of time.Work requires ability to 

interpret policies related to parking.Working ConditionsWork is performed in an office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR PAS INTAKE 2144 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1D Supervisor ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

manage the PAS Intake Specialists in meeting the scheduling goals for the clinic.Experience and EducationBachelor's and two (2) years hospital, clinic scheduling/admitting experience required. Proven clinical background/experience, knowledge 

of scheduling/patient registration and office procedures in medical or hospital office setting, and proven leadership/supervisory experience. May consider experience in lieu of education. Job DutiesDemonstrates continuous performance 

improvement in targeted areas of responsibility in alignment with the overall annual department performance improvement targets.Meets or exceeds financial goals and objectives of the department.Plans, organizes, assigns, reviews, and 

evaluates work of all patient intake staff. Provides direction, development, and guidance to staff. Provides on-going training; motivates staff to achieve goals and objectives. Keeps staff informed of changes in provisions and requirements for 

governmental, managed care programs, and hospital information resource systems. Assists manager with daily operation and department staffing schedule, ensuring coverage for all shifts. Schedules all applicable patient care requests 

accurately as to procedure type, exam, area, physician referral, location, and time of procedure; balances exams with patient/customer time requests and provider availability. May interview patient and/or physician's office staff to obtain 

medical history and patient demographic information. Identifies and obtains essential information related to intake, verification, and pre-certification on all applicable patient accounts. Revises information in computer system as needed. 

Documents pertinent information and efforts in computer system based upon department documentation standards. Maintains department productivity standards.Participates in development of recommendations for workflow, programs, 

and/or procedures affecting revenue management. May assist manager in timely/accurate preparation of weekly and monthly statistical reports to assist in revenue forecasting.Demonstrates on-going competency skills, in all aspects of 

department scheduling and patient coordination. Communicates with all levels of associates, management, and physicians. Resolves problems and/or or answers questions regarding patient appointments and registration. Performs other 

duties as assigned. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly 

maintaining, modifying, releasing, or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing, or similarly affecting human-subjects research records.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires good organizational and supervisory skills.Work requires excellent verbal, written, interpersonal and listening skills.Work requires data entry skills and PC proficiency.Work requires ability to 

ensure adherence to all policies and procedures of university.Working ConditionsWork is performed primarily in a clinic setting; may require some travel between sites.Any qualifications to be considered as equivalents in lieu of stated 

minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SUPERVISOR PATIENT FINANCIAL SERVICES 2205 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 1D Supervisor INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and/or three (3) years supervisory experience in financial coordination, insurance and billing experience in healthcare environment. Job Duties  1.Monitors and tracks key performance metrics for Patient Financial Coordinators.  

Ensures that Patient Financial Coordinators achieve minimum performance metrics. Conducts performance evaluations for Patient Financial Coordinators. Oversees Patient Financial Coordinator staff development and addresses employee 

satisfaction data as appropriate.2.Works with Recruitment and Employee Relations regarding hiring and disciplinary issues.  Coordinates Patient Financial Coordinator schedules to ensure staff members are available to assist patients with 

financial aspects of services rendered.3.Monitors work flow and implements changes as necessary to maintain efficient patient financial coordinator processes.4.Ensures proper training for Patient Financial Coordinators. Supervises Patient 

Financial Coordinators ensuring appropriate guidelines are followed.5.Function as a liaison to clinics, Patient Assistance Office, medical directors, revenue cycle managers, Information Resources, MSRDP, Patient Financial Services, Risk 

Management, and other departments as needed to ensure high efficiency of operations.6.Attends meetings and trainings, participates in committees and work groups to assist with quality and work performance issues.7.Provides patient 

education regarding financial approval process for services rendered.8.Meets with patients and their families to discuss potential out-of-pocket expenses related to services rendered and assists in location of resources or assistance programs 

for which uninsured or under insured patients may be eligible.  Set up payment plans for current balances and future anticipated balances.9.Coordinates communication of pre-certification and approval process with department clinics and 

University hospitals, patients and families in order to coordinate comprehensive patient account services. Advises department billing staff regarding insurance benefit and financial clearance status of patients.  **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR PATIENT TRANSPORT OPERATIONS U5581 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to the 

Patient Transport Manager to facilitate day to day operations and employee experience. Knowledge of patient safety, basic transportation equipment, infection control processes, clerical skills, excellent telephone etiquette, and good 

communication and organizational skills.Experience and EducationMinimum Education and Experience:High school graduation or GED required. Some College preferred. Two (2) years of supervisory experience required. Minimum of two (2) 

years' experience with patient transportation, equipment maintenance or other patient care related activities required.Minimum License and Certificates Required:Basic Life Support (BLS), course accredited by the American Heart Association 

(AHA) or American Red Cross (ARC) is required by the first day of employment.Job DutiesMaintains friendly, efficient service attitude towards patients all staff, colleagues and patients. Builds solid working relationships with all Patient 

Transporters and must be able to provide support and remove obstacles for Patient Transporters at all times. On site supervision of day to day operations of the Patient Transport department functions. Directly supervises Patient Transporter 

and Lead Patient Transporters.Conducts performance evaluations and ensures that all employees have the skills and training needed to perform their job. Makes recommendations to improve scores from Glint Survey. Assists Patient Transport 

Manager and other departments to ensure successful business operations and problem solve to mitigate issues.Assists with providing transportation of patients and items to various areas of the institution as determined by the number of 

pending requests.Must be able to work as a Transporter on the floor if needed and on high volume periods. Provides direction, development and guidance to Patient Transporters. Maintains pro-active approach with addressing or 

implementing changes impacting the various processes within the transport area. Greets patients and family members professionally and identifies oneself. Verifies patient identification, using two methods (patient name and patient date of 

birth). Maintains patient/family confidentiality in accordance with University and departmental policy (HIPPA).Sustains PACT cards and Rewards Program to create a healthy work environment for staff.Maintains proper cleanliness of 

equipment and reports equipment-needing repairs.Motivate and nurture team while rounding and providing transport support as needed. Seeks to understand the needs of the internal and external customers; meeting and exceeding those 

needs. Services as a liaison between patients, their families, friends and our medical staff. Performs other duties as required to provide fast and friendly genuine hospitality. Gives personal attention, takes personal responsibility and uses 

teamwork when providing services and addressing staff issues. Must be able to work a flexible schedule, including weekends and holidays.Participates in Monthly Meetings and/or educational activities.Performs other duties as 

assigned.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Requires standing, walking for long period of time and must be able to lift, push, and pull heavy equipment.Requires walking, bending, 

pushing, stooping and lifting objects up to 50 pounds.Please Note: You may be required to transport Covid-19 suspected and/or positive patients. You will be provided with appropriate Personal Protective Equipment (PPE). The required PPE 

will involve a Fit Test. Proper fitting may necessitate trimming or shaving facial hair because beard growth or facial hair prevents a necessary seal between the respirator and the face.Any qualifications to be considered as equivalents in lieu of 

stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

SUPERVISOR PAYROLL 9817 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

related field with five (5) years of payroll related experience including three (3) years of supervisory experience. FPC or Certified Payroll Professional (CPP) certification preferred. Proficiency in Microsoft Office Products (Word, Excel, Outlook) is 

required. Working knowledge of PeopleSoft payroll preferred. May consider additional years of experience in lieu of education (High School and 9 years; Associates degree and 7 years). Job DutiesInterpret day-to-day business objectives and 

preparation/execution of operational practices/work programs to asses workload needs based on the functions performed for the day and ensure the team has the necessary instructions, tools and support to complete the work. Assist Payroll 

Manager to create annual team objectives.Defines standards and reusable approaches within the Payroll operational framework. Escalate potential service issues to Payroll manager. Working with manager implement quality control 

measuresSupervise Payroll staff and fill in for the manager as needed and prepare work schedules to ensure appropriate coverageAssist in monitoring workload and evaluate direct reports and may review the evaluations/development plans of 

others.Ensure team members acquire necessary skills and performance attributes, in line with business and personal development needs.Train team members on new or enhanced operation procedures and policies.Provides guidance and 

shares knowledge with all levels of staff relating to existing, enhanced and new Payroll operation procedures and policies.Coordinates the approval and release manual off-cycle check payments.Performs other duties as assigned.Knowledge of 

all aspects of payroll processing Ability to handle confidential information Strong customer service skills Strong analytical and problem solving skills Excellent verbal and written communication skills Demonstrate a team player mentality with 

excellent customer service skills Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members 

of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; 

disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR PRE-ARRIVAL PATIENT FINANCIAL SERVICES 5386 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under minimal supervision to 

supervise the daily operations of the teams responsible for pre-registration, benefit verification, prior authorization, and financial planning and counseling to patients in numerous departments and within the hospital. MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's degree plus one (1) year of supervisory experience in a related field (clinic and/or business operations, health care management, or revenue cycle). In lieu of a bachelor's degree, three (3) 

years of experience in related field (clinic and/or business operations, health care management, or revenue cycle) plus two (2) years of supervisory experience.Required Certification / Membership - within 1 year of promotion/hire CHAA = 

Certified Healthcare Access Associate CHAM = Certified Healthcare Access Manager NAHAM = National Association of Healthcare access Management ESSENTIAL FUNCTIONS Demonstrate continuous performance improvement in targeted 

areas of responsibility in alignment with the overall Revenue Cycle improvement targets. Demonstrates ongoing competency skills, above level problem solving skills and decision-making abilities. Supervises operations effectively; effective 

follow-through and follow-up; takes accountability; integrates financial understanding into solutions; demonstrates technical proficiency. Acts with urgency to address issues and anticipates customer needs. Articulates views clearly and 

directly, listens attentively to others, communicates quickly issues affecting staff and patients. Supports department and University goals and objectives.Motivates staff to develop and achieve goals and objectives. Works to address employee 

satisfaction. Establishes and maintains performance standards. Tracks key performance metrics and provides regular feedback and coaches direct reports, ACD line monitoring, conduct performance evaluations, and provide or arrange the 

appropriate training. Provides direction and guidance and supports professional growth and development to direct reports in the area of financial clearance. Plans, organizes, assigns, and evaluates work to ensure timely revenue cycle 

workqueue metrics are achieved by direct reports. Compiles, analyzes, and reports status and issues involving all aspects of assigned areas. Maintains a proactive approach and reviews and analyzes information and workflows, identifies 

problems, recommends solutions, and implement changes as necessary to maintain efficient and effective processes. Assists in testing new workflows and processes. Ensures departmental policies and procedures are properly followed; 

develops and revises policies and procedures as needed. Communicates and educate appropriate personnel. Assists manager in timely / accurate preparation of statistical reports for stakeholders and maintaining relevant department reports 

to assist management with tracking of performance indicators. Attends meetings and trainings, completes special projects, and participates in committees and project groups / task force teams to assist with quality and work performance 

issues.Works with the Patient Assistance Office, medical directors, revenue cycle managers, Information Resources, MSRDP, Patient Financial Services, Risk Management, and other departments as needed to ensure a high efficiency of 

operations. Oversees department schedule, time editing (Kronos) for direct reports, FMLA tracking, time and attendance issues; ensuring staff coverage for all shifts and availability to assist patients with financial clearance issues. Maintains an 

active role in the selection and onboarding of new employees. Holds staff accountable and works with Employee Relations regarding disciplinary actions. Serves as backup to the manager and employee as required during vacation, transitions, 

sickness or other absences. Keeps staff informed or changes in provisions and requirements for governmental and managed care programs. Duties performed may include one or more of the following core functions: a) Directly interacting with 

or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned  KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to work with confidential information on daily basis.Work 

requires working knowledge of insurance, insurance billing, and various types of health insurance plans Develops People - Values diversity; coaches people; develops future talent; delegates; effectively deals with employee problems.Leads 

Change - Takes initiative; shows adaptability, flexibility; thinks and plans strategically; articulates clear vision and goals; champions innovation.Drives for Results - Manages business operations effectively; effective follow-though and follow-up; 

takes accountability; solves problems and implements solutions; integrates financial understanding into solutions; demonstrates technical proficiency.Building Teams - Clarifies roles and responsibilities; includes all organization personnel into 

decision-making process; develops win-win solutions; collaborates with colleagues and peers; builds coalitions and partnerships; manages conflict constructively.Focuses on Customer - Acts with urgency to address service issues; assesses and 

anticipates customer needs; demands highest level of service from self and staff; recovers quickly from service breakdowns and improves processes; ensures staff technical training and proficiency.Communicates - Encourages candid exchange 

of ideas; articulates views clearly and directly; expresses facts clearly in writing; listens attentively to others; communicates a compelling vision to staff; communicates quickly issues affecting staff.WORKING CONDITIONSWork is performed in a 

general office setting and/or remotely.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-

sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

SUPERVISOR PRE-ARRIVAL PATIENT FINANCIAL SERVICES U5386 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under minimal supervision to 

supervise the daily operations of the teams responsible for pre-registration, benefit verification, prior authorization, and financial planning and counseling to patients in numerous departments and within the hospital. MINIMUM 

QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's degree plus one (1) year of supervisory experience in a related field (clinic and/or business operations, health care management, or revenue cycle). In lieu of a bachelor's degree, three (3) 

years of experience in related field (clinic and/or business operations, health care management, or revenue cycle) plus two (2) years of supervisory experience.Required Certification / Membership - within 1 year of promotion/hire CHAA = 

Certified Healthcare Access Associate CHAM = Certified Healthcare Access Manager NAHAM = National Association of Healthcare access Management ESSENTIAL FUNCTIONS Demonstrate continuous performance improvement in targeted 

areas of responsibility in alignment with the overall Revenue Cycle improvement targets. Demonstrates ongoing competency skills, above level problem solving skills and decision-making abilities. Supervises operations effectively; effective 

follow-through and follow-up; takes accountability; integrates financial understanding into solutions; demonstrates technical proficiency. Acts with urgency to address issues and anticipates customer needs. Articulates views clearly and 

directly, listens attentively to others, communicates quickly issues affecting staff and patients. Supports department and University goals and objectives.Motivates staff to develop and achieve goals and objectives. Works to address employee 

satisfaction. Establishes and maintains performance standards. Tracks key performance metrics and provides regular feedback and coaches direct reports, ACD line monitoring, conduct performance evaluations, and provide or arrange the 

appropriate training. Provides direction and guidance and supports professional growth and development to direct reports in the area of financial clearance. Plans, organizes, assigns, and evaluates work to ensure timely revenue cycle 

workqueue metrics are achieved by direct reports. Compiles, analyzes, and reports status and issues involving all aspects of assigned areas. Maintains a proactive approach and reviews and analyzes information and workflows, identifies 

problems, recommends solutions, and implement changes as necessary to maintain efficient and effective processes. Assists in testing new workflows and processes. Ensures departmental policies and procedures are properly followed; 

develops and revises policies and procedures as needed. Communicates and educate appropriate personnel. Assists manager in timely / accurate preparation of statistical reports for stakeholders and maintaining relevant department reports 

to assist management with tracking of performance indicators. Attends meetings and trainings, completes special projects, and participates in committees and project groups / task force teams to assist with quality and work performance 

issues.Works with the Patient Assistance Office, medical directors, revenue cycle managers, Information Resources, MSRDP, Patient Financial Services, Risk Management, and other departments as needed to ensure a high efficiency of 

operations. Oversees department schedule, time editing (Kronos) for direct reports, FMLA tracking, time and attendance issues; ensuring staff coverage for all shifts and availability to assist patients with financial clearance issues. Maintains an 

active role in the selection and onboarding of new employees. Holds staff accountable and works with Employee Relations regarding disciplinary actions. Serves as backup to the manager and employee as required during vacation, transitions, 

sickness or other absences. Keeps staff informed or changes in provisions and requirements for governmental and managed care programs. Duties performed may include one or more of the following core functions: a) Directly interacting with 

or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly 

maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned  KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to work with confidential information on daily basis.Work 

requires working knowledge of insurance, insurance billing, and various types of health insurance plans Develops People - Values diversity; coaches people; develops future talent; delegates; effectively deals with employee problems.Leads 

Change - Takes initiative; shows adaptability, flexibility; thinks and plans strategically; articulates clear vision and goals; champions innovation.Drives for Results - Manages business operations effectively; effective follow-though and follow-up; 

takes accountability; solves problems and implements solutions; integrates financial understanding into solutions; demonstrates technical proficiency.Building Teams - Clarifies roles and responsibilities; includes all organization personnel into 

decision-making process; develops win-win solutions; collaborates with colleagues and peers; builds coalitions and partnerships; manages conflict constructively.Focuses on Customer - Acts with urgency to address service issues; assesses and 

anticipates customer needs; demands highest level of service from self and staff; recovers quickly from service breakdowns and improves processes; ensures staff technical training and proficiency.Communicates - Encourages candid exchange 

of ideas; articulates views clearly and directly; expresses facts clearly in writing; listens attentively to others; communicates a compelling vision to staff; communicates quickly issues affecting staff.WORKING CONDITIONSWork is performed in a 

general office setting and/or remotely.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-

sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

SUPERVISOR PUBLIC SAFETY OFFICER 6349 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 1D Supervisor CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

high school, vocational school or equivalent, knowledge and skill in operation of radio communications equipment, computerized security alarm systems, CCTV monitors and department vehicles.  Demonstrated ability to lead others and prior 

Public Safety Officer experience with UT Southwestern Medical Center Police department. Demonstrated ability to use PowerDMS, ITI, Internet Explorer, Microsoft Word, Excel, PowerPoint and Outlook. Demonstrated ability to use FileMaker 

Pro.  Excellent written and verbal communication skills. Ability to train employees. Knowledge and application of UT Police policies and procedures as they apply to PSO functions.  Must possess a valid driver's license and be eligible to drive a 

University owned and/or leased motor vehicle.  Must successfully pass a thorough background investigation.  Must be able to provide creditable testimony in a court of law. All offers of employment are contingent upon a verified negative 

drug screen.  Enrollment in or completion of the UT Southwestern Aspiring Leaders Program preferred. Job Duties  1. Trains and supervises the work of Public Safety Officer force. Prepares work assignments and schedules of the Public Safety 

Officer force.2. Responsible for security patrols on campus and responses to all calls not requiring the skills or authority of a police officer.3. Prepares employee evaluations and conducts development counseling.4. Maintains shift work 

schedules, reviews reports and recommends disciplinary actions.5. Provides service to students, employees, and visitors; writes reports.6. Patrols buildings and grounds to check for fires, water leaks, potential security and safety hazards and 

general building security, reporting all irregularities, emergencies, or suspicious activity.7. Provides directions to locate buildings and offices and other general information to visitors.8. Patrols buildings and grounds on foot or in vehicle to 

provide security and prevent crime.9. Writes reports on incidents occurring on campus.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.



SUPERVISOR QUALITY ASSURANCE NURSE HH380 P41 $63,079.00 $105,932.00 $132,388.00 $5,256.58 $8,827.67 $11,032.33 $242.61 $407.43 $509.18 $30.33 $50.93 $63.65 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUnder the general supervision of the 

Home Health Director, develops and monitors the Quality Assurance Performance Improvement (QAPI) Plan. Responsible for identifying problems, proposing solutions, and communicating effectively with all members of the home health care 

team.Experience and EducationCurrent licensure as Registered Nurse by Board of Nurse Examiners for the State of Texas (or BNE Compact State). BSN preferred. Three (3) to Five (5) years' experience home health care. One (1) year of 

supervisory experience required. Two (2) years' Home Health Quality Assurance experience preferredJob DutiesDesigns, executes, and delivers effective system of internal controls applicable and in compliance to laws, regulations, and internal 

policies and procedures.Performs focused audits at regular intervals to assess for quality and regulatory compliance to support QAPI initiatives, and to ensure constant survey readiness. Applies best practices with timely and constructive 

feedback.Analyzes and organizes data using the appropriate analytical and statistical methods, which includes:Ability to analyze and evaluate information to support a decision or recommendationCritically examining the information and make 

judgements-test, critique, defend, and criticize the informationAnticipate and plan strategies for overcoming obstaclesDesigns, develops, or recommends improvements to management reporting tools as needed.Sets team and departmental 

standards for reporting and analysis methodology. Prepares departmental summaries.Keeps informed of current Medicare/Medicaid regulations.Attends and participates in staff meetings as requested to provide education on quality, OASIS 

documentation, regulatory updates and QAPI initiatives.Participates in the orientation of new staff and supervises ongoing performance of QA Nurses according to requirements set forth in job description and company standards for 

acceptable care and service delivery.Facilitates teamwork and staff development and staff satisfaction through planned group processes.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires excellent written and verbal 

communication, organizational, and critical thinking skills.Work requires knowledge of Home Health Agency policies and principles.Work requires knowledge of both state and federal home care regulations.Work requires knowledge of 

electronic medical records (EMRs).Work requires proficiency in utilizing Office 365.Work requires use of personal computers, software that facilitates data analysisWork requires team building and relationship management skills and abilities 

that include:Promoting organization culture that fosters teamwork;Encouraging high level commitment to the purpose of the organization.Work requires determination of methods and approaches to work problems.Work requires 

demonstration of self-supervision and leadership abilities related to his/her specialized knowledge and/or experience.The following is the acronym, "PACT", and is fundamental to all non-clinical positions at UT Southwestern Medical Center:P-

Problem Solving: Employees take ownership in solving problems effectively, efficiently, and to the satisfaction of customers, or managers. They show initiative in addressing areas of concern before they become problems.A-Ability, Attitude 

and Accountability: Employees exhibit ability to perform their job and conduct themselves in a professional and positive manner reflecting a professional environment readily assuming obligations in a dependable and reliable manner. C-

Communication, Contribution, and Collaboration: Who are our Customers? Anyone who requests our help, needs our work product, or receives our services. Employees focus on customer service with creative solutions while improving the 

customer experience through clear, courteous, and timely delivery and communication. Sharing ideas with others helps expand our contribution to department goals.T-Teamwork: Employees work to contribute to the department's success by 

supporting co-workers, promoting excellence in work product and customer service, and in maintaining a satisfying, caring environment for each other.Working ConditionsWork is performed primarily in the Home Health office.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to the 

provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SUPERVISOR RESEARCH NURSE 2508 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1D Supervisor NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

manage all aspects of clinical research of a portfolio of trials in a department/division/center, and primarily responsible for managing study execution and nursing aspects of clinical trials, including human resource management of assigned 

staff. Additionally, may assist in regulatory and fiscal management of clinical research operations.Experience and EducationGraduate of NLN (National League for Nursing) approved Nursing program, licensure as Registered Nurse by Board of 

Nurse Examiners for the State of Texas is required. A Bachelor's degree in nursing or related field is required.Six years clinical nursing experience required, out of which, three years' experience in research nursing is required and at least one year 

as a formal mentor or equivalent role. Clinical research nursing experience may be substituted for relevant clinical research experience on one-on-one basis. Certification(s)Current Basic Life Support (BLS) certification through a course 

accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required. CCRC/CCRP (or equivalent) professional certification or obtain within twelve months of hire. Job DutiesStudy and Subject Management:Oversees 

execution of a portfolio of clinical research studies within a department/division/centerResponsible for overseeing nursing care provided to research subjects within the disease team/division/department/centerResponsible for timely 

activation and execution of all studies to meet study milestones and division/department/center research goalsAssists the teams or department/division/center in design, development, and implementation of activities, policies, and 

procedures for quality assurance standards to ensure safety of study subjects.May recommend solutions to improve the overall operations, and the safe and efficient conduct of clinical trials.May develop, implement and/or standardize 

procedures for inpatient and outpatient research activities of the division/department/centerMay administer experimental and non-experimental medications, interventions and/or procedures within the scope of practice and under 

physician/principal investigator guidance.Data & Regulatory Management: Manage operations responsible for clinical research data collection for pharmaceutical studies, Federal studies, or investigator-initiated studies in patient records 

(paper and electronic), sponsors documents (electronic and paper) and other forms for data collection, such as: medical histories, data collection of patients' charts for retrospective review studies, patient physiologic performance results and 

laboratory determinations, calculations of derived information, and maintenance of general research protocols and complex protocols. Prepare reports or study summaries for physicians and granting agencies. Monitor guidelines and policy 

updates, and oversees all aspects related to compliance with study protocol and regulatory agencies policies governing human subjects researchPersonnel Management:Research RN Team Lead will supervise research nurses and coordinators 

for multiple studies Responsible for staff oversight, recruitment and evaluation, work assignment, and mentors' professional development of staff.Leads committees or task forces to address and resolve significant operational issuesProvides 

supervision and working direction for research activities to nursing staff and/or other non-licensed medical or research support personnel. Resolves problems relating to clinical research protocols, study subject's clinical care and acts as a 

liaison between the research team and other institutional stakeholders. Sets annual goals and oversees performance appraisal of the assigned research teams Financial Management:May be responsible for preparing study budgets and 

oversees expenditures per budgetary and granting agency guidelinesMay assist in day-to-day operations and budgeting of research operations, including staff, studies, and research activities of the clinical research units.May be responsible for 

interacting with sponsored program administration, revenue cycle, office of institutional compliance, internal audit, and other stake holders in implementing financial controls as it relates to billing and accounting of clinical research 

activitiesPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires use of considerable judgment in application of procedures, nursing assessment techniques, practices, and policies to work problems, organization, and 

administration of research or outpatient clinic. Work requires frequent contact with physicians, residents, fellows, allied health personnel, affiliated institutions, and other medical and/or non-medical office support personnel to facilitate 

patient care and research data collection.Work requires the determination of methods or approaches to work problems.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents 

in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SUPERVISOR REVENUE INTEGRITY & EDUCATION 7095 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent is required; Bachelor degree in business, healthcare administration, regulatory compliance (or related field), or licensure as a registered nurse by the Texas Board of Nursing is preferred. A minimum of eight (8) years of experience in 

a professional billing environment with emphasis on coding and compliance responsibilities; and two (2) years of supervisory experience preferred. Certification in one of the following: Certified Professional Coder (CPC), Certified Coding 

Specialist (CCS) or a Certified Medical Coder (CMC) is required. Must have or obtain CPMA certification within 12 months of hire. Bachelor's degree or registered nurse is desired.Job Duties1. Provides direct supervision to a team of Billing 

Integrity Educators and Billing Specialist(s); including coaching, assisting with hiring decisions and training of new staff. Supervises the daily operations within the Medicine or Surgical Professional Billing Integrity and Education team, for all 

supported service lines, supporting the professional billing integrity and provider/staff education functions for Revenue Cycle Operations.2. Provides ongoing training and mentoring of Billing Integrity Educators, to perform onboarding of new 

providers, pre-bill charge review, professional billing compliance reviews and/or quality assurance reviews, up to and including all levels of Evaluation & Management services, complex diagnostic and surgical services and advanced payment 

models when adopted. Includes conducting regular quality assurance on the activities performed by Billing Integrity Educators, to verify work products and any charge review are timely, and consistent with internal policies and procedures.3. 

Oversees and supports the professional billing compliance education ("onboarding") program for new providers (physicians, advanced practice providers and other practitioners) and staff, lending expertise with training materials and 

presentations, as well as, ensuring timely completion of charge review within pre-bill charge review work queues.4. Supervises or conducts complex clinical provider billing integrity reviews by selecting appropriate samples, acquiring necessary 

medical records, applying standard chart review procedures, identifying trends or concerns, and reporting where indicated, to department and/or Revenue Cycle Operations leadership.5. Supports the development and delivery of individual or 

group presentations on coding, billing and compliance topics, based on new regulatory and/or professional coding industry information; pre-bill professional charge review findings; identified risk areas, or special projects requested by 

University leadership. This may include medical record audits, invoice analysis, and review of internal reports (e.g., charge analyzer, Code Correct), claim denials, external audit findings, etc. Responsible for the development and deployment of 

any quality improvement or corrective action plans. Monitors for intended improvements or necessary alterations in action plans and reports progress to Manager and/or Director.6. Supports billing integrity team members' research of 

coding, documentation and reimbursement policy questions or problems submitted by physicians, practitioners, supported-departments, billing staff and others, to ensure compliance with specific payer and/or government regulations and to 

preserve optimum reimbursement. Ensures timely responses based on research outcome. Escalate issues to Manager(s) and/or Director, when indicated.7. Conducts and/or participates in meetings with faculty, staff, MSRDP leadership and 

university administration to discuss billing integrity issues and related monitoring activities.8. Collaborates with Health System Compliance on assigned projects, as requested, assigning work to billing integrity team members, including 

participation in any corrective action plans, education efforts, or charge corrections/refunds, within expected time frame.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

SUPERVISOR STUDENT STORE 6485 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 1D Supervisor CAMP UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School graduate or 

equivalent (degree preferred) and three (3) years' experience in retail sales and/or merchandising, including one (1) year in a supervisor/lead capacity. May consider additional years of experience in lieu of education. Must have and maintain a 

valid Class "C" Texas Driver License with a clean driving history to utilize a university vehicle for transporting/delivery of goods between stores.Job DutiesAssists the Operation Manager with Strategic planning, organizational design, store 

layout, customer service, budget, planning, analysis and compliance with inventory controls. Understanding the retail needs of the University Community, Medical School, staff, Alumni, visitors and parents. Selects and purchases merchandise 

for sale in Student Store, locating sources, obtaining price quotes and preparing and signing purchase orders.Consults with faculty members and student body representatives to determine variety and scope of merchandise, medical 

instruments and equipment needed for individuals and departments.Supervises and participate s in receiving, marking, and storing merchandise, and ensures that merchandise is removed from storeroom on first-in, first-out basis as much as 

possible to minimize obsolescence or deterioration.Determines utilization of available floor and shelf space and arrangement and displays for sale.Develops and maintains effective working relationships with vendors in order to obtain best 

prices, locate special items for individuals and departments, ensure timely deliveries, and obtain credit for returned merchandise.Maintains current and accurate records of receipts and disbursements reconciling accounts payable for monthly 

financial reports and approving bills for payment.May prepare monthly sales reports and profit and loss statements. May analyze monthly accounting reports comparing estimated with actual income.May assist in preparation of annual 

budget.May plan special sales and sales promotions. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to follow established university policies and procedures. Work requires contact in person or by telephone 

with vendors, students, faculty members and staff relating to issues of a recurring to non-routine in nature, escalating when needed.Working ConditionsWork is performed mostly in an indoor environment (office or sales floor area of student 

store). UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR TELEVISION MAINTENANCE ENGINEERS 8452 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable      **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR TIME & ATTENDANCE 8953 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Supervisor of Time & Attendance is 

responsible for day-to-day oversight of the team of Coordinators whose primary responsibilities include time and attendance administration and time impacting activities, including an understanding of time system impacts to regular and 

overtime payments. The Supervisor must be a Kronos Dimensions expert with an ability to think "outside the box" to problem solve. They must possess outstanding customer service ability along with the willingness to do whatever it takes to 

provide a service for all employees. They must coach and train the team of Time & Attendance Coordinators to ensure the highest level of compliance.Experience and EducationHigh school diploma or equivalent and 5 years of related 

experience with specific time and payroll knowledge required.Associate or Bachelor's degree preferred. Job DutiesProvide super-user time expertise to Time & Attendance Coordinators to ensure maximized system efficiency of Kronos. 

Coordinate and partner with BAS, HR (Human Resources) and other cross-functional departments to communicate/implement any changes related to the Kronos Dimension system operations. Manage the timely resolution of escalated time 

issues. Strategic and analytical thinker with strong problem-solving skills.Perform and document Root Cause Analysis and implement remedial procedures to close gaps with identified issues.Assist Payroll Manager in managing Kronos file 

processes to ensure deadlines are met.Collaborate with Payroll Business Analyst and Payroll Manager to maintain and improve standard operating procedures for time and payroll impacted processes.Oversee and document ongoing training 

requirements for Time & Attendance staff. Initial escalation resource for Time & Attendance staff questions/problems. Oversite of all time & attendance transactions to ensure they are processed in compliance with internal policies and 

procedures, as well as government agency regulations.Manage issues or errors with the submittal of time files to payroll, including input or upload of approved time adjustments. Maintain the flow of documentation for time system changes, 

including communication with internal departments to ensure accuracy and timeliness.Manage the departmental timekeeper communications, as needed, for changes to deadlines due to holidays or other events that may impact deadlines. 

Coordinate and provide training for new departmental managers/timekeepers.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of all aspects of Kronos Dimension time processing and impacts to 

payroll.Work requires the ability to handle confidential information. Work requires proficiency in Microsoft Office Products (Word, Excel, and Outlook).Work requires strong analytical and problem-solving skills.Work requires excellent verbal 

and written communication skills.Work requires demonstrating a team player mentality with excellent customer service skills.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as 

equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SUPERVISOR TISSUE ALLOGRAFT DISTRIBUTION 9062 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

assist with management of distribution operations within the Transplant Service Center (TSC) of UT Southwestern Medical Center. Ensures distribution functions are performed in accordance with the policies and procedures of TSC, FDA 

regulations, and the standards of the American Association of Tissue Banks and the Eye Bank Association of America. Experience and EducationBachelor's degree and two (2) years' experience in tissue allograft distributions, surgery scheduling, 

purchasing, or logistics required. Previous supervisory experience strongly preferred. Additional years of directly related experience may be considered in lieu of stated degree requirement on a year for year basis. Employee required to possess 

a valid Texas Drivers License, pass a Motor Vehicle Records (MVR) check, and complete drivers training (or van training, if applicable), in accordance with UTS Policy 157, appendix B. Job DutiesDirects, coordinates, monitors and evaluates 

allograft/xenograft/autograft storage and distribution functions.Recruits, selects, and supervises appropriately qualified staff to perform distribution functions, including allograft/autograft/xenograft acquisition, storage, inventory and 

distribution. Provide guidance, instruction and direction to Distribution Specialists in performance of day-to-day operations of distribution functions.Performs and/or coordinates training, competency and development of staff involved in 

distribution functions.Coordinates duties and scheduling of staff performing distribution functions. Establishes distribution program objectives and goals; directs program evaluation and quality control activities; develops and approves 

schedule, priorities, and standards for achieving goals.Ensures compliance with applicable laws, FDA regulations, accreditation standards, and internal policies and procedures. Recommends new policies and procedures and/or revisions of 

current policies and procedures for improvement of distribution functions.Develops, cultivates, and maintains working relationships with internal departments and external organizations to include surgeons, surgery schedulers, tissue vendor 

representatives, couriers, and shipping companies. Establishes and maintains contracts with tissue/xenografts vendors and medical facilities for distribution functions. Provides information to Accounting for tissue invoicing; assist with 

resolving Accounting issues related to tissue distribution.Perform duties of Distribution Specialist as needed, including functioning in an on-call capacity for distribution functions.Provide assistance and coordinate communication with other 

department functional units as needed.Perform other duties as required.Knowledge, Skills & AbilitiesStrong customer service skillsStrong problem solving and multi-tasking skills using sound judgementExcellent verbal and written 

communication skillsDemonstrated proficiency with software applications including, but not limited to, Word, Excel, Teams, inventory softwareAbility to provide direction and guidance to staffAbility to collaborate across department 

functional units, other University departments and external vendorsAbility to work independently on assigned tasks as well as accept direction on given assignmentsExhibit high level of quality through attention to detail and monitoring of 

workAbility to stand, bend, twist, squat and lift items weighing up to 50 poundsWorking ConditionsWork is performed primarily in laboratory and general office area.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

SUPERVISOR TISSUE DONATION SCREENING AND EDUCATION 1616 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision of the 

Director to provide supervision for eye and tissue donor screening, outreach, and education functions of the Transplant Services Center (TSC) in accordance with the policies and procedures of Transplant Services Center and the standards of 

the American Association of Tissue Banks and the Eye Bank Association of America.Experience and EducationCompletion of two years of college, to include at least six (6) credit hours in basic science, with at least five (5) years of experience in a 

clinical healthcare setting, preferably in organ, eye, or tissue banking. Prior supervisory experience and licensure as a Registered Nurse strongly preferred. Candidates without the stated minimum education, but with an additional two (2) or 

more years' experience in screening and authorization in organ, eye, or tissue banking may be considered. Job DutiesDirects, coordinates, monitors, and evaluates programs for donor screening and authorization, outreach. and education for 

eye and tissue donation.Recruits, selects, and supervises appropriately qualified staff to perform donor screening and authorization, outreach and education for eye and tissue donation. Establishes and maintains contracts for eye and tissue 

donor recovery with hospitals in TSC's service area.Develops, cultivates, and maintains working relationships with internal departments and external organizations associated with eye and tissue donation. Establishes education and donor 

screening program objectives and goals; directs program evaluation and quality control activities; develops and approves schedule, priorities, and standards for achieving goals. Coordinates training, competency and development of staff 

involved in donor screening, outreach and education. Ensures compliance with applicable laws, FDA regulations, accreditation standards, and internal policies and procedures. Recommends new policies and procedures and/or revisions of 

current policies and procedures for improvement of donor screening and education programs.Directs and oversees projects and event planning as assigned.Facilitates teamwork through planned group processes, i.e. workshops, seminars, and 

staff meetings.Performs hospital and public education on eye and tissue donation as needed. Performs donor screening and authorization as necessary. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to 

maintain current knowledge of TSC standard operating procedures, FDA regulations, AATB Standards, EBAA Medical Standards.Work requires attendance of training programs and seminars to continue level of competency and ensure 

compliance with departmental policies and procedures.Work requires knowledge and ability to develop and implement policies and procedures.Work may require response to budget variances by developing plan for corrective action.Work 

requires ability to determine methods and approaches to work problems.Work requires excellent verbal and written communication skills.Work requires frequent contact with physicians, residents, fellows, allied health personnel, and other 

medical and/or non-medical office support personnel to coordinate and provide optimal level of customer service.Work requires telephone contact with referring nurses and/or physicians outside of UT Southwestern.Work requires ability to 

read, write, and perform mathematical calculations.Working ConditionsWork is performed primarily in an office environment. Travel to hospitals and other medical facilities is required with occasional evening and weekend work required as 

needed.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

SUPERVISOR TUMOR REGISTRY U2830 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationTechnical/Vocational 

school certification in Tumor Registry, and three (3) years related supervisory experience, required. Current certification as a Tumor Registrar is required.Job Duties1. Demonstrate continuous performance improvement in targeted areas of 

responsibility in alignment with the overall annual Hospital performance improvement targets.2. Meets or exceeds financial goals and objectives of the department.3. Oversee daily activities of the registry staff ensuring staff remains task 

orientated, to include: casefinding, chart completion/abstracting with the use of edit checks, follow up, suspending of cases, and various other tasks. Performs activities in a manner that protects patient privacy and ensures compliance with all 

relevant HIPAA regulations. &iquest; Ensures cancer data management and registry operations are consistent with requirements identified by the ACoS, DSHS Cancer Registry, and UTSW leadership including abstracting timeliness and follow-

up compliance. &iquest; Reports productivity metrics to manager &iquest; Counsels, coaches and mentors staff &iquest; Informs Manager of any barriers to efficiency and effectiveness of Tumor Registry4. Submits and monitors compliance of 

Rapid Quality Reporting System submissions Submits and monitors compliance of NCDB call for data according to standards 5.5, 5.6 and 5.7.5. Ensures follow-up rate is maintained for analytic and non-analytic cases according to ACoS 

Commission on Cancer and UTSW research requirements.6. Monitors staff&iquest;s education requirements according to ACoS Commission on Cancer requirements for standard and training needs identified by QA Specialist. Clinical Data 

Abstracting.7. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.**Other Duties: Performs other 

duties as assigned. WORKING CONDITIONSThis job is remote only and individuals who reside in the job will permanently work 100% from an alternate approved worksite.Any qualifications to be considered as equivalents in lieu of stated 

minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPERVISOR, PATIENT TRANSPORT ADMINISTRATIVE U5580 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

Patient Transport Manager to facilitate discipline & coaching and on-site supervision of administrative functions. Knowledge of patient safety, basic transportation equipment, infection control processes, advanced clerical skills, excellent 

telephone etiquette, and good communication and organizational skills.Experience and EducationMinimum Education and Experience:High school graduation or GED required. Some College preferred. Two (2) years of supervisory experience 

required. Minimum of two (2) years' experience with patient transportation, equipment maintenance or other patient care related activities required.Minimum License and Certificates Required:Basic Life Support (BLS), course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC) is required by the first day of employment.Job DutiesMaintains friendly, efficient service attitude towards all staff, colleagues and patients.Conducts performance evaluations and 

audits, recommends disciplinary actions and assists with departmental hiring. Makes recommendations for changes to policy and procedures. Stay up-to-date on all new Hospital and Departmental Policies and Procedures. Completes and 

coordinates projects and reports which require use of computer software applications. Responsible for coaching, counseling, and formal discipline of Patient Transport staff while consistently updating Attendance and Conversation 

trackers.Identifies and resolves problems in a timely manner, displays willingness to make decisions, exhibits sound and accurate judgment, uses discretion to make decisions or seeks advice from Manager.Demonstrates attention to detail, 

demonstrates accuracy and thoroughness, follows policies and procedures, responds to management direction and arrives to work, meetings and appointments on time. Communicates changes effectively, prepares and supports those affected 

by change, monitors transition and evaluates results and applies feedback to improve performance.Maintains and updates employee's files, keeps track of supplies and assists with orders, helps track schedule for time keeping for Patient 

Transporters. Assists Manager/ Operations Supervisor with daily operations and department staffing schedule, assuring staff coverage for all shifts. Address call-ins and available transporters to ensure adequate staffing levels.Ensure annual 

compliance and all trainings are being completed while also keeping track with all licensures. Provide department updates and refreshers in quarterly meetings and monthly productivity reviews. Create and maintain all spreadsheets & forms in 

Teams as requested by Leadership. Functions in all Patient Transport locations, rotates with leadership staff to provide weekend and holiday coverage or at any time as needed.Must be able to work as a Transporter on the floor if needed. 

Maintains employee confidentiality in accordance with UTSW and departmental policy. Participates in Monthly Meetings and/or educational activities.Performs other duties as assigned.Working ConditionsWork is performed primarily in a 

hospital or hospital clinic environment. Requires standing, walking for long period of time and must be able to lift, push, and pull heavy equipment.Requires walking, bending, pushing, stooping and lifting objects up to 50 pounds.Please Note: 

You may be required to transport Covid-19 suspected and/or positive patients. You will be provided with appropriate Personal Protective Equipment (PPE). The required PPE will involve a Fit Test. Proper fitting may necessitate trimming or 

shaving facial hair because beard growth or facial hair prevents a necessary seal between the respirator and the face.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for 

Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.



SUPPLIER DIVERSITY/HUB SPECIALIST 9649 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 4D1 Office-Contracts-Exempt Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal direction to plan, 

coordinate, and administer HUB and Supplier Diversity activities of one or more major procurement sections of Procurement Department and to provide support to the HUB Manager or assigned categories for managing procurement activities 

related to HUB and Supplier Diversity. Experience and EducationBachelor's Degree required in a relevant field. Relevant working experience in procurement/supplier diversity preferred. Established computer skills, specifically familiarity with 

Microsoft Windows, Microsoft Office (Excel, Word, PowerPoint and Teams). Jaggaer eProcurement and People Soft skills preferred.Job DutiesAssists Supplier Diversity/HUB Manager in overall impact of Supplier Diversity/HUB Program at 

UTSW.Assists Supplier Diversity/HUB Manager in providing oversight, guidance and recommendations on how to improve Supplier Diversity/HUB performance within UTSW. Collaborates with procurement teams in advocating current and 

prospective diverse suppliers in meeting the needs of UTSW.Ensures adherence to established policies and procedures as outlined in the Procurement and Contract Management Handbook. Accesses Automated Purchasing System (Jaggaer and 

PeopleSoft) to process active solicitations in support of the Procurement teams related to HUB Subcontract Submissions.Evaluates HUB plan submissions and determines level of acceptability.Assists Supplier Diversity/HUB Manager in 

providing HUB training, education, and development. Assists Supplier Diversity/HUB Manager, and Supply Chain Analytics to ensure all required Historically Underutilized Business (HUB) reporting completed, validated, prior to publishing 

internally and externally.Advises Procurement teams for determination of Historically Underutilized Business (HUB) opportunities and insurance compliance in accordance with contractual requirements.Collaborate with Management and 

Business Analysts to make recommendations on improvements to internal processes.Compile information and respond to internal and external audit requests.Participates with Procurement in conducting supplier business reviews to review 

Key Performance Indicators (KPI) and overall performance.Assists with procurement teams pre-bid meetings on instructions to bidders on HUB plan submission requirements of state guidelines. Assists in the coordination and participation of 

UTSW HUB/Supplier Diversity Outreach events within the community. Perform related duties as assigned.Knowledge, Skills & AbilitiesWork requires managing shifting priorities, demands and timelines through analytical and problem-solving 

capabilities.Work requires exercise of considerable judgment in interpretation of policy and/or application of procedures and practices to work problems.Work requires personal contact outside department, which involves explanation of facts, 

policy, and procedures relating to procurement process.Demonstrated ability to analyze detailed data to identify opportunities for diverse suppliers. Demonstrated effective interpersonal skills to interact with all levels of employees within the 

organization.Demonstrated planning and problem solving/investigative skills as required to research inquiries related to job responsibilities.Demonstrated ability to gather data, compile and analyze information, and prepare reports to 

leadership.Demonstrated ability to coordinate multiple projects and assignments; high degree of flexibility required.Demonstrated ability to communicate effectively in both written and verbal forms.Demonstrated ability to work 

independently in a fast paced, team-oriented and collaborative environment.Established computer skills, specifically familiarity with Microsoft Windows, Microsoft Office (Excel, Word, PowerPoint and Teams). Working ConditionsWork 

performed primarily in an office environment. Ability to work after hours and weekends as needed.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPPLIER DIVERSITY/HUB SPECIALIST SR 9664 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 4D1 Office-Contracts-Exempt Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWork with minimal direction to plan, 

coordinate, and facilitate the Supplier Diversity/Historically Underutilized Business (HUB) activities of one or more procurement divisions within Supply Chain Management (SCM). Provide support to the Supplier Diversity/HUB Director and 

assigned categories by managing procurement activities related to HUB initiatives. Experience and EducationBachelor's degree required in a relevant field of business, healthcare, or supply chain management with 2 years of relevant work 

experience (procurement and supplier diversity preferred). Established computer skills, specifically Microsoft Office (Excel, Word, PowerPoint and Teams). Jaggaer eProcurement & PeopleSoft skills preferred. Job DutiesAssist Supplier 

Diversity/HUB Director in overall impact of Supplier Diversity/HUB program at UT Southwestern (UTSW). Assist Supplier Diversity/HUB Director in overall oversight, guidance, and recommendations to improve Supplier Diversity/HUB 

performance with UTSW in the procurement of goods and services, construction, and facilities. Assist Supplier Diversity/HUB Director in providing HUB training, education, development, and outreach activities.Ensure adherence to established 

policies and procedures as outline in the Procurement and Contract Management Handbook.Assist Supplier Diversity/HUB Director and the Supply Chain Systems and Analytics team to ensure all required HUB reporting is completed and 

validated prior to publishing internally and externally. Access the automated purchasing system (Jaggaer and PeopleSoft) to process active solicitations in support of the procurement teams related to HUB subcontracting plans (HSP).Monitor 

payment application requests (PAR) to account for tier-2 and tier-3 subcontracting progress based on HSPs. Collaborate with management and business analysts to offer recommendations to improve internal processes.Work with purchasing, 

strategic sourcing, and contracts management teams in conducting supplier business reviews for key performance indicators (KPI) and overall performance.Assist procurement teams with pre-bid meetings by providing instructions to bidders 

on the HUB plan submission requirements of the state guidelines and regulations. Assist with coordination of vendor debrief, if requested.Conduct meetings with internal and external contributors - including collaborating partners, third party 

subcontractors, and primes. Execute and drive all reviews of HSP documentation for tracking and compliance.Monitor contractor's compliance in accordance with the HUB requirements and changes through the life cycle of the project. Perform 

related duties as assigned.Knowledge, Skills & AbilitiesRequires effective oral and written communication skills. Requires managing shifting priorities, demands, and timelines through analytical and problem-solving capabilities.Requires 

exercise of considerable judgment in interpretation of policy and/or application of procedures and practices to work problems.Requires personal contacts outside of the department, which involves explanation of facts, policy, and procedures 

relating to procurement and HUB processes. Demonstrates ability to analyze detailed data to identify opportunities for diverse suppliers.Demonstrates effective interpersonal skills to interact with all levels of employees within the 

organization.Demonstrates ability to gather data, compile, analyze information, and prepare reports to leadership.Ability to work well within a team environment. This includes the internal HUB team, as well as cross-functional and cross-

institutional teams.Ability to work well within highly structured timelines/deadlines. Actively listen and handle difficult or delicate situations with diplomacy and tact. Working ConditionsWork performed primarily in an office environment. 

Ability to work after hours and weekends as needed.

SUPPLY CHAIN ANALYST I 4131 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 5H11

Aux Supp Svcs-Supp Chain 

Svcs PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to focus 

on data integrity (including pricing and vendor updates). Responsible for recognizing gaps in the Item Master and other ERP systems including, but not limited to PeopleSoft 9.2, GHX and a Recall Management software along with providing 

insights to these discrepancies to the SC Analyst II and Supply Chain Analyst Sr. Supports vendor maintenance, Service Now and other technologies as needed. Experience and EducationRequiredBachelor's degree in Information Management, 

Healthcare, Statistics, Business, Supply Chain Management or closely related field and no experience. Associates' degree and 2 years related experienceHigh school diploma or equivalent and 4 years of related experiencePreferredSix months 

data management/entry work preferably in a clinical or healthcare-related field. Experience utilizing Microsoft Office software, especially Excel and Outlook. Experience with PeopleSoft, a Recall Management software, a GPO software, and/or 

GHX a plus.Job DutiesSupport the Supply Chain areas of Analytics, Strategic Sourcing, Contracts Management, Purchasing, Materials Management Operations and Asset Management. This position reports directly to the Manager, SC Systems 

& Analytics.Assist in the management of the item master database. Evaluate requests for new items, apply accurate and timely updates. Identify, investigate and respond to issues within the item master database. Perform root cause analysis 

and develop solutions to improve data quality.Monitor exception reporting and notify stakeholders of updates. Work closely with Strategic Sourcing, Contract Management, and Purchasing teams to proactively apply price updates and 

maintain current pricing. Assist in providing data needed for negotiations, including price changes, usage and off contract spend. Assist other Analysts with data needs and project coordination.Work with the Supply Chain Systems and 

Analytics organization as a first level resource for data integrity issues. Support various technical solutions for Supply Chain such as PeopleSoft, GHX, a Recall Management software, departmental Intranet site, etc.Compile, code, categorize, 

calculate, and audit large data sets related to supply chain operations. Develop standard operating procedures and training guides.Perform periodic user testing, data audits; provide feedback and recommendations. Performs other duties as 

assigned. Knowledge, Skills & AbilitiesWork requires ability to lead small group discussions in their areas with other departments including, but not limited to Supply Chain Management, Accounting, Finance and Hospital Operations.Ability to 

manage multiple tasks and manage small to medium sized projects in a cross-functional, healthcare environment.Ability to solve problems, communicate effectivity and transfer knowledgeAbility to work in a team environment and interface 

well with associates at all levels of the organization. Ability to build reports to manage exceptions Ability to organize vast amounts of data Familiarity with scientific terms (in biology, biochemistry, chemistry, etc.) may be helpfulWorking 

ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPPLY CHAIN ANALYST II 4130 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 5H11

Aux Supp Svcs-Supp Chain 

Svcs PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryResponsible for standardizing, improving, 

documentation and supporting UT Southwestern Medical Center's supply chain processes and data needs. This person should be familiar with PeopleSoft 9.2, the Item Master, the creation and updating reporting and metrics for Supply Chain 

Management as well as other departments as needed. Duties will range from business process analysis, data quality assurance and control, and training/technical support. Works closely with the Supply Chain Analytics team members, 

Strategic Sourcing, Contracts Management, Purchasing, Material Management Operations and Asset Management to provide support and guidance on business operations.Experience and EducationRequiredBachelor's degree in Information 

Management, Healthcare, Statistics, Business, Supply Chain Management or closely related field and 2 years of data management/analytics performing systems analysis and/or business process analysis within a healthcare or related industry 

environment experience. Associates' degree and 4 years related experienceHigh school diploma or equivalent and 6 years of related experiencePreferredExcellent system and data management skills. MS Office Suite, SQL, Excel and Access 

experience is a plus. Experience with PeopleSoft, Jaggaer, Power BI, Service Now, a Recall Management software, a GPO software, GHX and SC Logic a plus.Job DutiesSupport the Supply Chain areas of Analytics, Strategic Sourcing, Contracts 

Management, Purchasing, Materials Management Operations and Asset Management. This position reports directly to the Manager, SC Systems & Analytics.Assist SC Analyst Sr. and Manager, SC Systems & Analytics with data extraction or 

data mining and reporting. Identify key data points, perform analysis and compile meaningful recommendations / interpretations of results for consideration by internal and external stakeholders.Assist with departmental projects and serves 

as secondary departmental contact for all reporting/data mining tasks. Assist SC Analyst Sr. with monitoring compliance to project scope, timelines, and deliverables. Provides regular project status updates to SC Analyst Sr. and the Manager, 

SC Systems & Analytics.Ensure accuracy of data and reporting, mitigate audit/data risk by establishing processes to validate data an on ongoing basis.Assist in developing queries/reports and troubleshooting.Cultivate and maintain successful 

relationships with peers, functional departments and business colleagues from various business units in the network.Assist other analysts with data needs and project coordination.Increase efficiency of operations and identify new cost savings 

opportunities through analysis and data mining.Coordinate the preparation and the timely submission of documents to federal agencies, state agencies, private research funding agencies and other organizations as required by law and 

contractual vehicle.Maintain specific supplier relationships and ensure contract performance/compliance.Assist with strategic sourcing and procurement projects.Communicate procurement activities and results throughout the process to 

business owners.Work with internal customers to turn business requirements into contractual supplier relationships.Assist with development of procedural documents and SOP's/training tools that standardize Supply Chain Management and 

Analytics operations.Assist SC Analyst Sr. and Manager, SC Systems & Analytics with data requests. Produce ad hoc, monthly, quarterly and annual reports and communicate results using Excel, Outlook, PowerPoint and Power BI.Maintain and 

develop Item Master data and HUB reporting; provide process improvement recommendations.Assist in data extractions for consulting agencies and UT Alliance to provide metrics and reporting for benchmarking and analytical 

purposes.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to lead small group discussions in their areas with other departments including, but not limited to Supply Chain Management, Accounting, Finance 

and Hospital Operations.Ability to manage multiple tasks and manage small to medium sized projects in a cross-functional, healthcare environment.Ability to solve problems, communicate effectivity and transfer knowledgeAbility to work in a 

team environment and interface well with associates at all levels of the organization. Ability to build reports to manage exceptions Ability to organize vast amounts of data Familiarity with scientific terms (in biology, biochemistry, chemistry, 

etc.) may be helpfulWorking ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPPLY CHAIN ANALYST SR 4129 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 5H11

Aux Supp Svcs-Supp Chain 

Svcs PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUnder limited supervision the Sr. Supply 

Chain Analyst will be responsible for providing high level reporting and data visualizations models to key management personnel. This person will be responsible for providing monthly/quarterly and automated reports to SCM as well as other 

departments as needed. The Sr. Supply Chain Analyst will train lower-level analysts and assist the Manager, SC Systems & Analytics in projects that require additional effort or may be larger in scale. The Sr. Supply Chain Analyst should provide 

their manager with up-to-date data and analytics for review as well as provide backup support to the SCA I and II. The Sr. Supply Chain Analyst should be able to lead medium to large scale projects with little to no supervision and continually 

look for opportunities for how our operations at UTSW can be improved.Experience and EducationRequiredBachelor's degree in Information Management, Healthcare, Statistics, Business, Supply Chain Management or closely related field and 3 

years' experience of data management/analytics performing systems analysis and/or business process analysis in a complex healthcare or industry environment.Associates' degree and 5 years related experienceHigh school diploma or 

equivalent and 7 years of related experiencePreferredExperience with PeopleSoft, Jaggaer, Power BI, Service Now, a Recall Management software, a GPO software, GHX and SC Logic a plus. Advanced knowledge of MS Office Suite (especially 

Access and Excel). SQL experience is a plus.Job DutiesSupport the Supply Chain areas of Analytics, Strategic Sourcing, Contracts Management, Purchasing, Materials Management Operations, Asset Management and Information Resources. This 

position reports directly to the Manager, SC Systems & Analytics.Primary data steward responsible for all department databases, source systems and data structures.Responsible for the abstraction of data, data mining and reporting. Identify 

key data points, perform analysis and compile meaningful recommendations / interpretations of results for consideration by internal and external stakeholders.Manage departmental projects and serves as primary departmental contact for all 

reporting/data mining tasks. Defines and maintains project plan and schedules. Monitors compliance with definitions of project scope, timelines, and deliverables. Provides regular project status reports to departmental leadership.Assist other 

analysts with data needs and project coordination.Serve as technical lead and subject matter expert (SME) for all source data systems relevant to department operations. Shares information and analysis with department management teams 

on a recurring or as needed basis.Facilitate substitutions, standardization, and rejections of procured materials.Serve as lead technical contact for relevant data points and sources systems for institutional projects/platforms (i.e. EDW, Item 

Master, Commodity Codes, Organizational Dashboards, etc.)Responsible for data mapping/data architecture across department data fields and relevant source systems, utilizing process maps and Business Intelligence architecture tools.Lead 

development of procedural documents and SOP's/training tools that standardize Supply Chain Management and Analytics Operations.Primary point of contact for ad hoc, monthly, quarterly and annual reports Model data using MS Excel, 

Access, SQL, Power BI and/or other data warehouse analytical tools. Enhance existing reports and queries, review accuracy and rebuild where necessary. Develop new reports and queries as needed.Assist Materials Management Operations and 

Hospital Operations with Inventory Management and other projects. Control access to Supply Chain Central and troubleshoot; add weekly/daily reports and run/maintain batch files Review and coordinate supply chain processes and 

operations using (amongst others) interviews, document analysis, surveys, business process descriptions, cases, scenarios, process maps, and task and workflow analysis. Serve as primary contact for consulting agencies (e.g. Huron and 

Gartner) and UT Alliance to provide metrics and reporting for benchmarking and analytical purposes.Develop and maintain departmental metrics and dashboards. Provide data for process measurement and identify indicators for future 

improvement opportunities. Help sustain and improve the ongoing measurement system.Support various technical solutions for Supply Chain such as the (PeopleSoft, SharePoint, Jaggaer, a Recall Management software, a GPO software, 

departmental Intranet site, etc.)Use of logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.Performs other duties as assigned. Knowledge, Skills & AbilitiesProject 

management skills with medium to large sized projects (5-10 people) with firm understanding of project management methodologies and approachesAbility to manage multiple tasks and manage medium to large sized projects in a cross-

functional, healthcare environment.Excellent system and data management skillsAbility to work in a team environment and interface well with associates at all levels of the organizationAbility to build a variety of reports, queries and executive 

summaries for upper management utilizing the EDW, PeopleSoft, Power BI and other data systems.Possesses a high degree of professionalism and a project management style that promotes progress through teamwork in a collaborative 

environment.Familiarity with scientific terms (in biology, biochemistry, chemistry, etc.) may be helpful. Master's degree in Supply Chain, Business, Information Systems, Healthcare Administration or related field preferred. Lean Six Sigma Green 

Belt or higher preferred.Ability to work under pressure and meet tight deadlines.Ability to balance competing project timelines Ability to organize vast amounts of data to give management guidelines for business improvement 

opportunities.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

SUPPLY CHAIN INFORMATION SYSTEMS ADMINISTRATOR 4126 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree in 

Business, Supply Chain/Logistics, Information Systems, or other related discipline. Two (2) years as a systems manager or database administrator for a computerized materials management system; and three (3) years in a MMIS, ERP, MMIS, 

ERP, Procurement, Operational leadership role. Hands on experience in gathering, documenting, and communicating business processes and application requirements using Microsoft Word, PowerPoint, Excel, Visio, Power BI and other 

appropriate software. Excellent system and analysis skills: MS Office Suite (especially Access & Excel) and SQL Server. Demonstrated working knowledge of systems supporting business processes ranging from material planning through 

accounts payable. Must have strong customer relations management skills, be self-motivated, have strong desire to learn, and be adaptable to a fast paced, ever-changing environment. Possesses a high degree of professionalism and a project 

management style that promotes progress through teamwork in a collaborative environment. Previous healthcare supply chain experience preferred.Job DutiesResponsible to Manager, SC Systems & Analytics for effective and efficient 

operation of the Supply Chain Information Systems.Develops and maintains system implementations and enhancement projects.Serves as primary liaison between Information Resources (IR) and Supply Chain Management (SCM). Works 

closely with the Information Resources concerning all Supply Chain systems. Coordinates System upgrades in collaboration with Information Resources and Supply Chain leadership.Provides first level response and support for development 

and modification of the SC Systems and other IR applications and hardware, as designated.Assists with training department in the use of the SC Systems to maximize the department performance and management decision making. Serves as a 

resource for end-users of business intelligence, thereby interacting with departments as needed to assist with training of teams and individuals in data collection and analysis.Formulates/defines the scope of the implementation and 

performance objectives based upon business practices and industry requirements.Ensures data file integrity for all modules of SC Systems. Ensures data integrity through frequent maintenance. Compares data from multiple systems for 

accuracy.Uses automated tools and batch data uploads to maintain all system databases according to policy.Administers and maintains all Supply Chain operational, analytical and transactional systems as consistent with the department's 

mission and goals.Drafts, reviews, analyzes Supply Chain financial and statistical data consistent with department guidelines and goals, which applies to cost improvement information that supports supply chain and utilization management 

efforts.Functions as information resource Subject Matter Expert (SME) for supply chain leadership and management.Identifies and utilizes effective and understandable methods to present data to supply chain and non-supply chain 

personnel.Performs other duties as assigned.Knowledge, Skills & AbilitiesAbility to manage multiple tasks and manage medium to large sized projects in a cross-functional, healthcare environment.Excellent verbal and written communication 

skills and the ability to interact professionally with a diverse group, executives, managers, and subject matter experts. Ability to think in complex situationsAbility to solve problems and transfer knowledgeKnowledge of the relationship 

between the supply chain activities in the revenue cycle including the understanding of the product flow, information flow, and finances flow.Skill in planning and providing analytical critical thinking towards problem solving.Skill in both 

written and verbal communications.Skill and professionalism to build cross-function key relationships.Ability to be results oriented and resolve issues independently and in a timely manner.Ability to work under pressure and meet tight 

deadlines.Ability to balance competing project timelines.Ability to organize vast amounts of data to give management guidelines for business improvement opportunities.Working ConditionsWork is performed primarily in general office 

area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV ACCESS CONTROL TECHNICAL OPERATIONS 9274 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates degree or 

equivalent in a related field with five (5) years experience in a physical and electronic security environment, including providing technical support to customers. Lenel Certified Professional cert. and Zenitel cert. required. Job Duties  1.  Provides 

working supervision and support to Technical Support Specialists, administrative professionals, and departmental IT Technician. Trains and assists in training new Access Control employees; handles day-to-day questions from Access Control 

employees.2.  Supports the Technical Support Specialists in the evaluation and configuration of specialized Police-Department specific systems and ensures effective use of hardware resources, and supervises the maintenance and 

troubleshooting of such systems.  Reviews and evaluates recommendations for modifications or additions to hardware components and related software applications.3.  Maintains, administers, and troubleshoots the databases and software 

for the Lenel access control system, key management system, the intercom/emergency call box system, the in-car police video-audio system and officer body cameras, and the surveillance camera system. Coordinates upgrades and downtime 

of departmental system servers.4.  Coordinates the exploration of existing conditions and infrastructure for new security system additions and produces associated cost estimates.5.  Reviews and compares proposals/quotes for technical 

accuracy and content, and recommends necessary modifications.6.  Reviews and recommends changes to bid specifications and security system designs/plans for major construction and renovation projects on campus. Coordinates and 

schedules inspections of installed security equipment and testing/commissioning of security systems.7.  Researches new physical security trends and technologies to ensure the campus uses the most effective, up-to-date security equipment, 

and methodologies. Recommends changes to security equipment, processes, and methodologies when needed.8.  Coordinates between Information Resources and other departments for ongoing and special projects, including ensuring users 

are adequately supported, developing documentation, recommending improvements, and implementing new releases and features.9.  Monitors IR Change Management system for campus or network changes that could affect the police 

department or security equipment. Notifies affected users when needed.10.  Assists with design and implementation of 3rd party interfaces.11.  Supports the troubleshooting of complex system related problems as needed.12.  Supports the 

Technical Support Specialists with the installation of security and departmental software on campus workstations for the University Police department systems (clients, records management, etc.).13.  Reviews and validates routine reports and 

creates specialized reports for both internal and external customers pertaining to user activity, system configuration, audits and alarms.14.  Supports the Technical Support Specialists in training and providing technical assistance to new and 

current users of various physical security systems and departmental applications.15.  Ensures that all Technical Support Specialists maintain the required levels of certifications appropriate to their positions.  **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV ACCOUNTING 9154 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

with minimum twelve (12) hours in accounting and five (5) years progressively responsible experience in governmental and/or commercial accounting.    Job Duties  Plans, supervises, and participates in work of assigned organizational unit.       

Maintains internal accounting procedures, clerical operations, and workflow to achieve maximum efficiency.       Evaluates work in process and determines work priorities for staff of accountants, accounting clerks, or both.       Performs several, 

but not all of, the following functions: advises principle investigators and other management personnel regarding planning and revising of budgets to ensure that monies are expended correctly; prepares and/or coordinates preparation of 

monthly financial reports, schedules for annual financial reports, and reports to various government agencies, ensuring adherence to applicable procedures and regulations of UT System and Federal and State agencies concerned. Reviews 

current accounting procedures and reporting procedures and internal controls; recommends more efficient procedures.       Supervises unit or multiple units of Accountants or Accounting Clerks.       Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV ACCOUNTING CLERK 9166 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent, five (5) years accounts payable experience.     Job Duties  1.  Coordinates and supervises work of Accounting Clerks engaged in preparation of basic accounting data for entry into accounting system, ensuring proper workload 

distribution among assigned personnel.2.  Resolves problems regarding accounting, accounts payable, or both.3.  Submits jobs and/or reviews reports to ensure validity of information added to accounting transaction file or other application; 

makes appropriate corrections as necessary.4.  Ensures voucher payments are accurate, timely, and adhere to policies and procedures; checks local fund vouchers for proper documentation.5.  Reviews encumbrance journal vouchers before 

forwarding to input control.6.  Works with major vendors by telephone or mail with respect to unpaid vouchers and other related problems.7.  Provides information to other departments concerning invoices and services.8.  Maintains written 

procedures for processing payments; maintains production report statistics.9.  Prepares journal vouchers; processes vouchers, voucher cancellations, and stop payments; manually types and checks cancellations.10. Confers as necessary with 

computer programmers in establishing new or revised procedures affecting production of reports or entry of vouchers in accounting system or other application.11. Participates in month-end and year-end closing processes ensuring all 

documents have been processed for respective reporting period.12. Prepares and completes various projects as requested by management using appropriate accounting skills and spreadsheet software.  **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV AMBULATORY MATERIALS MANAGEMENT 4133 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general direction to 

supervise Material Management Services in receipt, storage, inventory management and distribution of purchased equipment, materials, and supplies.Experience and EducationRequiredHigh school diploma or equivalent or vocational school 

graduation with two years experience in a Supply Chain Logistics environment with distribution, receiving, and inventory management functions.PreferredPrior supervisory or team lead experience, or hospital, multi-hospital system 

responsibilities. Use of personal computer, printers, multi-line telephone, copiers, fax machines, and other related office equipment. Experience in the use of manual and power lifting equipment.Job DutiesResponsible for the supervision of 

staff assigned to Materials Management performing the duties of receiving and distribution of materials and equipment, staging incoming and outgoing supplies and equipment, stock put-away and rotation, replenishment, order filling and 

delivery to supply rooms in ambulatory locations. Monitors receipt and inspection of incoming shipments against bills of lading and purchase orders.Effectively supervises the activities and workload of staff members to achieve daily 

objectives. Prepares staffing schedules and participates in employee performance evaluations and disciplinary actions when required. Provides job-specific training, conducts staff meetings and in-services, and evaluates staff competencies. 

Ensures prompt delivery of merchandise to ambulatory locations.Oversee compliance with capital and non-capital equipment receiving, tagging, and distribution policies and procedures. Coordinates safe and timely inter-campus transport of 

facility assets as needed.Oversees accurate data entry of documents for use by Accounting and Purchasing Departments.Ensures accurate and timely replenishment processes and works effectively with ambulatory staff to address supply 

requirements.Supervises the compliance of the central supply delivery schedules and all par levels to avoid stock outs or excessive overstock.Oversees maintenance of complete and accurate files of receiving reports, freight bills, package slips, 

rejection reports, etc.Enforces good housekeeping practices daily to eliminate congestion, clutter, and safety hazards and maintains a neat and orderly appearance of the receiving dock, staging area, and supply rooms. The area should be clear 

of clutter including cardboard, pallets, and rubbish.Provides necessary training and development of staff performing supply chain functions within Materials Management. Mentors, and creates Individual Development Plans for all staff 

members.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of moderate judgment in application of policies, procedures, and practices to work problems of well-defined nature.Work requires personal 

contact with vendors and personnel of other departments in explanation of facts, procedures, and policies relating to problems of recurring but non-routine nature.Working ConditionsWork is performed primarily in a warehouse and general 

office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. 

To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.



SUPV AMBULATORY NURSE 1019 P41 $63,079.00 $105,932.00 $132,388.00 $5,256.58 $8,827.67 $11,032.33 $242.61 $407.43 $509.18 $30.33 $50.93 $63.65 E 1D Supervisor NURS UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Licensure as Register 

Nurse by Board of Nurse Examiners for the State of Texas, three (3) years general nursing experience, CPR certification is required and one (1) year of supervisory experience is preferred. Job Duties  Oversees and/or teaches others specialized 

knowledge and skills necessary to perform techniques and routines in area of specialty. Acts as a preceptor and resource for the department processes.      Provides operational management of daily patient care services to assure high levels of 

patient satisfaction with a focus on PACT. Assists in the management of financial, capital, and human resources.     Assesses, monitors, and evaluates systems for delivery of care. Leads/participates in departmental performance improvement 

activities and integration of services.      Assists in development of patient care standards of practice and personnel performance.  Ensures services meet established nursing standards of care and quality standards.      Designs, executes, and 

delivers effective system of internal controls applicable and in compliance to laws, regulations, and internal policies and procedures.  Ensures compliance with policies and procedures.     Facilitates teamwork and staff development and staff 

satisfaction through planned group processes.       Supervises nursing staff and/or other non-licensed medical or office support personnel.  Responsible for recommending hiring, performance evaluations, and disciplinary actions in coordination 

with the Clinic Manager.  Ensures that new employees are oriented and trained appropriately.    Actively works with Ambulatory leadership as the liaison for implementation and monitoring of established documentation standards in the 

medical record.      May provide direct patient care.        Duties performed may include one or more of the following core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects 

research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.  Perform other duties as required.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members 

of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; 

disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV BILLING 1972 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or GED and six (6) years medical billing or collections experience in physician practice plan, healthcare, or medical insurance environment. Certified Professional Coder (CPC), Advanced Records Technician (ART), or Registered Records 

Administrator (RRA) preferred.  Job Duties  Supervises departmental billing staff.        Participates in development and maintenance of departmental fee schedule.       Responsible for daily billing on IDX system; ensures charges are entered 

accurately and in timely manner; ensures charges are consistent with services rendered.      Receives, researches, and resolves billing discrepancies from patients, insurance carriers, and MSP representatives.       Functions as liaison between 

departmental administration and MSP.        Analyzes monthly reports and reviews all reports for errors and inconsistencies.       Analyzes variations in collection forecasts and actual collections; determines reasons for variances; develops 

recommendations for improving collections; presents findings to supervisor.      Requests charts needed to complete charge entry, including attachments necessary for prompt claim payment.       Verifies Medicaid DRG charts to ensure 

procedures have been billed; if not, creates list of patients whose services rendered form will need to be generated and bill; returns charts to physician if internal documentation criteria is not met.     Completes special projects which require 

defining problems, determining work sequence, and summarizing findings.       Participates in development and presentation of billing compliance training for departmental faculty and staff. Participates in development of departmental billing 

policies.      Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, 

modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records. Performs other duties as assigned.   **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV BILLING COMPLIANCE 9575 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor degree in 

business, healthcare administration, regulatory compliance (or related field), or licensure as a registered nurse by the Texas Board of Nursing, and five (5) years of professional experience in physician billing or coding and two (2) years of 

supervisory experience are required.Certification as one of the following:  Registered Records Administrator (RRA), Registered Health Information Administrator (RHIA), Advanced Records Technician (ART), Certified Professional Coder (CPC), 

Certified Coding Specialist (CCS), Certified Medical Coder (CMC). Job Duties  1.Establishes and administers assigned components of the university-wide billing compliance program, including the identification/prioritization of risks, as well as the 

execution of scheduled compliance reviews, in coordination with department/unit leadership. Also performs and/or supervises ad hoc reviews of coding and documentation, as requested, and provides or supervises training for newly hired 

providers or select providers, based on billing compliance review results.2.Conducts complex clinical provider billing compliance reviews by selecting appropriate samples, acquiring necessary medical records, and using the university's MDaudit 

software system to determine whether appropriate standards, metrics, established compliance plan(s) and prescribed departmental/unit/program policies have been met.3.Provides guidance and advice to billing compliance and/or other 

department/unit staff with respect to the establishment of internal controls and clinical department billing compliance monitoring activities, including quality assurance review of auditor work product.4.Provides direct supervision of assigned 

Billing Compliance Analysts.5.Assists department/unit leadership in reviewing work products, provides direction/input on training materials and/or reports and drafts prepared by subordinates for accuracy and consistency.  Provides input to 

and assists in drafting billing compliance reports, including the development of chart review findings and recommendations for specific remedial/corrective actions.6.Conducts and/or participates in meetings with faculty, staff and university 

administration to discuss billing compliance issues and related monitoring activities.7.Assists the department/unit leadership in the preparation of periodic reports to be submitted to various university leaders and committees (including, but 

not limited to, Department Billing Compliance Officers, Department Chairs, MSRDP leadership, University and Professional Billing Compliance Committee, etc.).8.Maintains effective working relationships with clinical providers, and department 

billing/coding personnel to achieve objectives of billing compliance-related assignments.9.Remains abreast of current developments in billing compliance, and maintains expertise in accepted coding, documentation and billing procedures; 

and/or assists with development of special billing compliance and/or reimbursement policy education documents or training programs to promote accurate coding and documentation.10.Provides oversight, management and periodic 

evaluation of Billing Compliance education and training programs.11.Interacts with department/unit leadership to identify and develop needed billing, coding and documentation policies.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV BUSINESS ANALYST 9956 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1D Supervisor TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree with 

major coursework in computer science, math, information systems, or other related field and six (6) years of progressively responsible information technology experience;ORHigh School diploma or GED and eight (8) years of progressively 

responsible and applicable information technology experience, required. Job DutiesCoordinates planning and participates in implementation of software applications or upgrades. Serves as context expert for application being installed or 

supported. Assists in definition and development of documentation and training manuals for applications to be used to train system users.Executes and ensures that project plans and schedules are defined and maintained. Monitors 

compliance with definitions of project scope, timelines, and deliverables. Provides regular project status reports to internal management or others as necessary.Provides overall responsibility in testing new applications and changes to existing 

applications to ensure integrity and quality of data while providing and/or assisting in training of system users. Provides guidance in definition and development of test scenarios. Ensures that application errors and related issues are 

documented and their statuses are tracked in problem logs.Leads other business analysts in collecting, interpreting and documenting specifications required to develop new and revise existing software applications. Provides guidance in 

development of implementation of operational plans for new and existing business computer applications. Prepares proposals for projects as necessary.Defines and develops new system administrative procedures required utilizing new 

functionality resulting from system changes. Monitors system functionality and administrative procedures to ensure regulatory compliance.Records time spent on projects to meet cost-recovery requirements. Coordinates and participates in 

24 hour on-call program to support clinical systems.Compiles complete, concise, and comprehensive policies and operation procedures to assist in communicating issues to applicable management staff. Assists in developing and implementing 

business strategies in departments to improved operational processing and productivity.Monitors development of specifications and establishes priorities for accomplishing design and testing of various projects. Coordinates or performs 

change mangagement functions for projects. Coordinates or develops disaster recovery plans for systems supported.Provides direct supervision to lower level Business Analysts; ensures employees are fully trained, responsible for own work 

and performs many like duties of subordinates.Performs other duties as assigned.Records time spent on projects to meet cost-recovery requirements.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV CENTRAL STERILE U5031 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1D Supervisor ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma 

required Must be able to read, write, and speak English. Excellent computer skills, intermediate knowledge of Microsoft Office Excel and PowerPoint is essential. Five (5) years of experience as a Sterile Processing Technician and Three (3) years 

of previous supervisory or management experience is preferred.Sterile Processing and Distribution Technician Certification (CSPDT) or Certified Registered Central Service Technician (CRCST) required. Must have Certification as a (CER) Certified 

Endoscope Reprocessor or (CFER) Certified Flexible Endoscope Reprocessor within 90 days of hire.Job DutiesPerforms routine daily supervisory rounds in central sterile processing area to ensure that area is clean and operating.  Identifies 

problems and participates in time resolution process prior to seeking assistance from Central Sterile Assistant Manager. Prepares weekly staffing assignments and adjustments as needed.Assists in repair, loan and borrow process of surgical 

supplies, equipment, and instruments. Assists with performance evaluation and goal setting for central sterile processing staff.Covers during staffing shortages and available during off-shifts for central sterile processing as needed. Maintains 

ongoing communication with manufacturers, materials management department and central sterile coordinator regarding inventory supplies, equipment, instruments, and vendor returns.Ensures compliance with Central Sterile departmental 

work attire and personal protective equipment.Ensures that processing supplies, equipment, and instruments are handled properly and ensures that fragile instruments and scopes are handled delicately.Supervises, directs, and coordinates 

duties and functions of central sterile processing staff.                  Serves as professional technical subject matter expert, resource person, and/or preceptor. Works closely with the Operating Room Liaisons on instrument and add-on needs 

Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESMust have extensive knowledge of aseptic technique, sterilization processes, regulatory agency guidelines, and technical knowledge of surgical instrumentation, sterilization 

equipment and supplies. Broad based and extensive technical knowledge of OR case cart processing and extensive technical knowledge of computer tracking, surgical scheduling and instrument bar coding processing required.WORKING 

CONDITIONSConstant walking, standing, bending turning, and stooping. Pushing and pulling heavy objects. Must be able to lift 25 pounds to include boxes and instrument sets. Demonstrate willingness to respond to all reasonable requests 

from assistant manager in an appropriate and timely manner Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender 

identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion

SUPV CLINIC STAFF 1921 N 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1D Supervisor CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

provide complex operational support for, and supervision of, clinic staff services in patient care setting.Experience and EducationHigh school graduation or equivalent and three (3) years' experience at the level of CSA II or equivalent performing 

in patient care front office or back office environment (in areas such as admitting, insurance verification, billing, and scheduling), including one year in a lead role; or Bachelor's degree in related field and one (1) year experience performing in a 

patient care front office or back office environment (in areas such as financial counseling, admitting, insurance verification, billing, and scheduling), including one year in a lead role.Job DutiesHuman Resources: Supervises all levels of Clinic Staff 

Assistants (CSA staff), Clinic Staff Coordinator(s), and other reporting staff roles as assigned to ensure appropriate policies and procedures are followed.  Participates in staff recruitment and hiring decisions.Ensures that staff receive complete 

orientation to work area with regular feedback sessions during probationary period. Ensures training and supervision of staff, giving appropriate, timely feedback regarding problems or issues.Conducts and participates in performance 

evaluations.Oversees staff development, such as continuing education, cross-training, and preceptorship opportunities. Conducts and participates in staff disciplinary action and development of performance improvement plans. Leads staff 

engagement and institutional survey responses. Management of staff time off requests and correlating coverage of responsibilities. Clinic Operations: Oversight of daily clinic operations and monitoring of schedule utilization, provider template 

opportunities, appointment confirmations to facilitate patient appointments. Coordinate daily staff assignments to ensure clinic is staffed appropriately.Provide oversight of appropriate appointment scheduling to ensure a timely manner in 

accordance to medical necessity. Support Clinic Leadership in continued maintenance of scheduling technical functions including provider templates, scheduling protocols, decision tree specifics. Monitor CSA and clerical staff productivity 

including work queues, reports, dashboards.Facilitate patient communications including appointment attendance and other automated communications. Ensure appropriate cash and time of service payment management according to 

intuitional policies including cash security, check collection, and credit card authorization. Conduct quality assurance audits including HIPAA review and recorded call customer service. Patient Experience:Ensure excellent forward-facing 

customer service.Facilitate service recovery to deescalate and resolve potential customer issues. Manage scheduling and coordination of care with specialty referring offices such as urgent requests, same day appointment requests, and other 

high-profile scenarios.Conduct necessary staff trainings to provide exemplary customer service. Leadership: Ensure strong partnership with all centralized services that support clinic operations, including Access Center, Referral Management, 

and Revenue Cycle teams. Model professional behavior consistent with institutional PACT standards. Participate in institutional initiatives; attend meetings and trainings, and workgroups. Be a change leader; supportive of change to 

implement new initiatives and participate in performance improvement projects. Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to relieve manager of administrative duties, which may include functioning 

as liaison.Work requires ability to coordinate and work independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and 

procedures.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion/.

SUPV CLINIC STAFF U1921 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1D Supervisor CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

provide complex operational support for, and supervision of, clinic staff services in patient care setting.Experience and EducationHigh school graduation or equivalent and three (3) years' experience at the level of CSA II or equivalent performing 

in patient care front office or back office environment (in areas such as admitting, insurance verification, billing, and scheduling), including one year in a lead role; or Bachelor's degree in related field and one (1) year experience performing in a 

patient care front office or back office environment (in areas such as financial counseling, admitting, insurance verification, billing, and scheduling), including one year in a lead role.Job DutiesHuman Resources: Supervises all levels of Clinic Staff 

Assistants (CSA staff), Clinic Staff Coordinator(s), and other reporting staff roles as assigned to ensure appropriate policies and procedures are followed.  Participates in staff recruitment and hiring decisions.Ensures that staff receive complete 

orientation to work area with regular feedback sessions during probationary period. Ensures training and supervision of staff, giving appropriate, timely feedback regarding problems or issues.Conducts and participates in performance 

evaluations.Oversees staff development, such as continuing education, cross-training, and preceptorship opportunities. Conducts and participates in staff disciplinary action and development of performance improvement plans. Leads staff 

engagement and institutional survey responses. Management of staff time off requests and correlating coverage of responsibilities. Clinic Operations: Oversight of daily clinic operations and monitoring of schedule utilization, provider template 

opportunities, appointment confirmations to facilitate patient appointments. Coordinate daily staff assignments to ensure clinic is staffed appropriately.Provide oversight of appropriate appointment scheduling to ensure a timely manner in 

accordance to medical necessity. Support Clinic Leadership in continued maintenance of scheduling technical functions including provider templates, scheduling protocols, decision tree specifics. Monitor CSA and clerical staff productivity 

including work queues, reports, dashboards.Facilitate patient communications including appointment attendance and other automated communications. Ensure appropriate cash and time of service payment management according to 

intuitional policies including cash security, check collection, and credit card authorization. Conduct quality assurance audits including HIPAA review and recorded call customer service. Patient Experience:Ensure excellent forward-facing 

customer service.Facilitate service recovery to deescalate and resolve potential customer issues. Manage scheduling and coordination of care with specialty referring offices such as urgent requests, same day appointment requests, and other 

high-profile scenarios.Conduct necessary staff trainings to provide exemplary customer service. Leadership: Ensure strong partnership with all centralized services that support clinic operations, including Access Center, Referral Management, 

and Revenue Cycle teams. Model professional behavior consistent with institutional PACT standards. Participate in institutional initiatives; attend meetings and trainings, and workgroups. Be a change leader; supportive of change to 

implement new initiatives and participate in performance improvement projects. Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to relieve manager of administrative duties, which may include functioning 

as liaison.Work requires ability to coordinate and work independently.Work requires proficient knowledge of computers and office equipment.Work requires ability to communicate effectively with internal and external contacts on policies and 

procedures.Work requires ability to work with confidential information on daily basis.Working ConditionsWork is performed primarily in general office/clinic area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion/.

SUPV CODING OPS U2809 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  BA or BS degree, or 

Associates Degree in HIM with equivalent exp. Five (5) years of coding experience; perfer one year coding supervisor or coding lead experience. RHIA, RHIT, or CCS required.   CCS preferred   Job Duties  Demonstrate continuous performance 

improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.      Meets or exceeds financial goals and objectives of the department.        Supervises daily operations of coding 

for University Hospital St. Paul, Zale Lipshy, and hospital-based clinics.       Evaluates and counsels direct reports.        Advises Manager of process changes necessary to improve effciency of coding department.       Maintains DNFB below three 

days of revenue.        Performs other duties assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV COMPLIANCE 9572 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business or healthcare administration, regulatory compliance, consulting, project management or related area, with four (4) or more years of experience in a compliance-related field and two (2) years of supervisory experience.  Job Duties  

Works under minimal supervision to perform and/or manage reviews of various compliance activities, functions and programs of UT Southwestern.  Coordinates and directs the Office of Institutional Compliance in the absence of the Director, 

and ensures that assurance activities, work products, investigations and staff performance meet the standards for professional and ethical practices.  Establishes and administers a university-wide compliance program, including the 

identification/prioritization of risks, as well as the execution of scheduled compliance reviews, in coordination with the Compliance Officer and the Director of Institutional Compliance.    Provides guidance and advice to various compliance staff 

with respect to the establishment of internal controls and intradepartmental compliance monitoring activities.      Provides direct supervision to subordinate Compliance Analysts.        Reviews work products prepared by subordinates, for 

accuracy and consistency.  Provides input to and assists in drafting compliance reports, including the development of review findings and recommendations for specific remedial/corrective actions.     Conducts and/or participates in meetings 

with faculty, staff and University administration to discuss compliance plans and monitoring activities.      Assists the Director of Institutional Compliance in the preparation of periodic reports to be submitted to the Executive Compliance 

Committee and to UT System.      Maintains effective working relationships with departmental compliance personnel to achieve objectives of assurance-related assignments.      Remains abreast of current developments in compliance.        

Provides oversight, management and periodic evaluation of the Institutional Compliance education and training program.       Performs other duties, as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV CREDENTIALING 2318 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 1D Supervisor ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate's degree 

or two years college coursework in business administration, office administration, or related field, or Certification as Medical Staff Coordinator required.   With Associate's degree, two years college, or certification: Five years experience in 

managed care or provider organization performing  credentialing, one year supervisory experience, and direct experience with Primary Source Verification required.  High school diploma or equivalent, seven years experience working in 

managed care or provider organization performing credentialing, one year supervisory experience, and direct experience with Primary Source Verification required.   Job Duties  Administers quality and credentialing program consistent with 

JCAHO and TDI standards. Coordinates and supervises all credentialing activities for initial and recredentialing of practitioners, including in-house primary source verification.     Plans and prioritizes quality and credentialing processes to ensure 

completion according to standards.       Develops and implements quality and credentialing policies and procedures; conducts annual assessment and develops work plan in collaboration with UT Southwestern Administration.      Keeps abreast 

of all regulatory standards relating to quality and credentialing; updates Administration and department staff as changes occur, and revises program components and processes as necessary to remain compliant.     Develops new program 

components and operations to meet changing standards.       Prepares for and conducts review audits by MCO's and other external entities.       Responsible for all aspects of quality and credentialing database, including training new users and 

controlling access to system.       Supervises Credentialing Coordinators and Specialists and Quality Analysts, including performance management process, recommendations for hiring, counseling, and training.      Prepares and conducts 

educational programs related to quality and credentialing for UT Southwestern faculty and staff.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

SUPV CTCS 8975 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School Diploma 

or GED required.  Eight (8) years medical call center agent experience required.  One (1) year supervisory experience or successful completion of a company-provided training program in customer service and employee supervision required.  

Experience with advanced computer and telephone equipment, and software relevant to the industry preferred. Job Duties  1.Supervise Physician Communication Coordinators (PCCs) to ensure staff is cognizant of CTCS call center goals, 

objectives and ongoing adherence to quality standards, deadlines, and procedures.2.Educate, guide, and direct all assigned representatives regarding departmental service metrics.  Provide individual coaching and training, or implement 

appropriate disciplinary actions as needed.3.Handle customer follow ups and escalation calls to assist callers in resolving any issues and ensure client quality demands are exceeded.4.Maintain knowledge of current and updated quality and 

compliance standards and ensure successful implementation of any necessary procedural changes.  Complete any required reporting accurately and in a timely manner.5.Continuously monitor CTCS operations to improve representative 

performance, and identify strategies to improve quality and efficiency of operating platform.   Analyze data to identify performance trends, as well as root causes of quality issues. Determine drivers of good/bad performance and create 

solutions for improvement.6.Work in conjunction with individual departments and health system leadership to build awareness of CTCS services.   Develop policies and procedures for the center.7.Duties performed may include one or more of 

the following core functions: (a) Web OnCall   Operation,   (b) Pager operation, (c) Answering service billing, (d) Answering service training, (e) Programs Operations (Stroke, Transfers, and Transplant), (f) Code operations, (g) after hours 

answering service, (h) Operator services, (I) Paging Operations.8.Maintain professional and technical knowledge by monitoring emerging trends in Call Center operations management; attend educational workshops, participate in 

benchmarking state of the art practices.9.Provide operational support by troubleshooting any issues representatives are experiencing with internal systems (i.e. SPOK, Unify, Everbridge, network connectivity, etc.)  **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV EDUCATION PROGRAMS 8158 N 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School graduate or 

GED and six (6) years related experience, 2 years at supervisory capacity.Job DutiesSupervise clerical and administrative support staff; interviews, hires, mentors, & counsel employees. Oversees training and orientation of staff; determines 

work priorities; evaluates work progress. Prepares annual staff performance appraisals.Develop and oversee budgets related to education office, including approving expenditures and preparing summaries of financial operations. Obligates and 

tracks expenditures for educational programs, committing funds for program operations, including salaries/stipends and other operational costs. Responsible for cost distribution of stipend and operational funding between 

institutions.Designs evaluations for program & create programs to interpret results. Creates advertisements for programs and monitors their publication. Represents the programs at local and national meetings.Coordinates, supervises, and 

administers operations of programs as applicable. Responsible for managing clerical/administrative operations and workflow for maximum efficiency and utilization of resources.Creates, reviews, and maintains policies and procedures in 

accordance with university and accrediting agency standards to ensure compliance. Interprets policy for faculty, staff, residents, fellows, and students.Oversees the maintainance of records and documentation of activities of program 

participants. Prepares complex reports and surveys for university administration and/or accrediting agencies regarding statistical information on education programs within department or unit.Researches, understands, communicates, and 

ensures compliance with applicable laws, regulations, policies, and procedures. Implements as required.Process on-line forms for payroll, vacation/sick leave requests malpractice insurance payments, supply ordering, and/or other operations 

needs.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



SUPV ELEVATOR MAINTENANCE 5334 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or vocational school, and fifteen years of experience in maintenance, inspection, and repair of elevators. Must possess current Elevator Safety Inspection Certificate. Must have a valid Texas Drivers LicensureJob DutiesMakes periodic elevator 

inspections to ensure safe and efficient operations as scheduled by preventive maintenance computer print-out.Cleans, lubricates and adjusts relays, controls, door operators and elevator pits as needed.Inspects hoist and governor cables for 

wear. Maintains control rooms, equipment, car frames, and safety devices in good working condition.Answers trouble calls and makes all necessary repairs.Orders tools, parts, and equipment required for maintenance and repair of elevators. 

Prepares list of spare parts needed to be kept in inventory.Reviews and recommends plans and specifications for new elevators.Plans, coordinates and supervises work of Elevator Mechanics; assigns to specific jobs, instructs in work to be 

performed and inspects work in process and at completion to ensure quality and adherence to work orders.Performs periodic inspections of systems to determine need for maintenance, repair, or replacement.Maintains time and attendance 

records for employees.Makes cost estimates of jobs in terms of time and materials.Develops and recommends policies and procedures for assigned area.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SUPV EMPLOYEE BENEFITS AND RETIREMENT 9513 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Human Resource Management, Business Administration, or related field at least six (6) years of professional experience in one or more areas of human resource management, including at least (3) years in assigned area, and one (1) year of 

supervisory experience required. Job Duties  Supervisor staff to ensure accurate and timely updates and maintenance of benefits and retirement information in HCM.Functions as a liaison with Payroll and PeopleSoft personnel in analyzing, 

defining, and resolving benefits and retirement processing and/or HCM problems.Provide quality, customer service in working with employees and various insurance and retirement vendors to optimize benefit program results.Review and 

make changes as necessary to ensure internal administrative processes for ensuring quality service by standardizing internal processes and procedures that can be measured for quality outcomes and that reduce manual intervention.Develop 

and update all employee benefit related communications, plan change notifications and system HCM benefit plan changes.Adhere to internal controls, reporting structure, and benefit and retirement plan provisions.Be knowledgeable in all 

processes and procedures in regards to benefits and retirement administration.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

SUPV ENVIRONMENTAL SERVICES U4012 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 1D Supervisor SKILL HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent.  2 years experience as a Housekeeper required.     Job Duties  Assists with implementation of departmental policies and proce- dures.       Maintains departmental records, reports and files required.        Assists with establishing 

quality levels and standards.  Schedules and assigns work to individuals and inspects work upon completion.       Tours and inspects areas for quality of work performed.        Inspects housekeeping equipment for wear, tear and replacement. -       

Instructs personnel in use of new equipment, cleaning techniques and cleaning agents.       Maintains inventory of cleaning supplies and oversees replacement.        Coordinates repair and remodeling projects with Engineering Division.       

Assumes management responsibility in absence of Operations Manager.        Supervises employees directly, including selection, training, performance appraisal and work allocation.       Plans, organizes, and directs functions and activities of 

Environmental Services Division to comply with regulatory require- ments.      Performs other related duties assigned or requested.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

SUPV FACILITIES 5011 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 1D Supervisor SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

high school, vocational school or GED equivalent and ten years skilled or journeyman level experience in assigned area and three years supervisory experience. Job Duties  Plans, coordinates and supervises work of journeymen and helpers; 

assigns to specific jobs, instructs in work to be performed and inspects work in process and at completion to ensure quality and adherence to work orders.     Performs periodic inspections of systems to determine need for maintenance, repair, 

or replacement.       Maintains time and attendance records for employees.        Makes cost estimates of jobs in terms of time and materials.        Develops and recommends policies and procedures for assigned area.        Performs other duties 

as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV FACULTY AFFAIRS 9049 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks with the Associate Director of 

Faculty Affairs to coordinate faculty initiatives and programs. Experience and EducationBachelor's degree in a related field and seven (7) years experience in an academic setting to include two years in a supervisory/management role.Job 

DutiesProvides supervision for the Faculty Coordinators in the Faculty Affairs Office, who serve as departmental/center liaisons, by following university policies and procedures using effective management and communication skills to train, 

mentor and develop coordinators while ensuring program effectiveness.Oversees the annual reappointment letter/contract process for all faculty; provides departments and centers with all communication relevant to the faculty member's 

reappointment.Participates in the strategic planning for the Faculty Affairs Office regarding operations to include, but not limited to, expansion of services and staffing and revised workflow and processes.Collaborates with the Associate 

Director of Faculty Affairs to develop and implement the department goals, objectives, policies and procedures. Provides consultation between Faculty Affairs and departments and centers within the institution.Responsible for hiring faculty 

members and Assistant Instructors, which includes onboarding within internal systems, updating the faculty appointment log, coordinating new employee orientation as well as communication with departments and centers.Responsible for 

training and mentoring of staff. Makes recommendations for promotions and generates disciplinary actions for staff as necessary.Ensure all faculty members' files abide by the appropriate Records Retention Policy; maintain the records 

disposition log for all faculty files.Ensure all faculty files are stored, with original transcripts, and according to SACs.Assist in monitoring the Faculty Affairs inbox; route inquiries to the appropriate Faculty Coordinator.Perform audits on visiting 

faculty and Assistant Instructors, ensuring compliance.Serves as departmental liaison for assigned departments and centers. This involves assisting with any questions, faculty issues, faculty appointments, change requests and volunteer 

faculty appointments/renewals as needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires the ability to handle confidential information.Work requires strong analytical and problem solving skills.Work requires 

excellent verbal and written communication skills.Work requires strong customer service skills.Work requires demonstrating a team player mentality.Working ConditionsWork is performed primarily in an office setting.Any qualifications to be 

considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

SUPV FINA ANLYS 9118 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Finance, Accounting, or related field and five (5) years progressively repsonsible experience in finance with demonstrated experience in planning, forecasting and financial analysis. Master's degree in Business and healthcare experience 

preferred. Job Duties  Working with manager, responsible for the department financial analysis and reporting, in support of budgeting, forecasting, and forecasting, and resource allocation. Supervise and mentor the financial analysis staff to 

ensure optimal operational expertise as well as technical knowledge.    Provide analytical support to departmental divisions.        Design and implement periodic operational reports as well as ad hoc reporting.       Develop multi-year cash flow 

projections for departmental projects. Identify areas of financial risk, present findings, and make recommendations to the manager.      Provide strategic financial consultation and guidance to the manager regarding business proposals, and 

make recommendations for optimizing the financial impact of business initiatives.      Provide advice to department management regarding key process improvement opportunities and serve as critical resource for implementation.      

Complete more complex special projects as requested.        Perform other duties as required.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

SUPV GENETIC COUNSELOR U1545 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree 

from board accredited program in genetics, four (4) years clinical or laboratory healthcare experience, inclusive of a minimum of two (2) years in clinical cancer genetics; certification as a Certified Genetic Counselor from the National Society of 

Genetic Counselors. Job Duties  Responsible for directing the clinical cancer genetics program, inc luding interviewing, training and monitoring the work performance o f the genetic counselors.      Oversees and/or teaches others knowledge and 

skills that are specia lized and necessary to perform techniques and routines in area of s pecialty.      Provides operational management of genetic counseling services. Assesses, monitors, and evaluates systems for delivery of genetic counseling 

services. Assists in development of genetic counseling standards of practice and personnel performance.    Supervises genetic counselors and provides general oversight to other staff (e.g., clerical, clinical). Facilitates teamwork through planned 

group processes, i.e. workshops, seminars, and staff meetings.     May provide direct genetic counseling services.        Consult regularly with physicians, nursing staff, therapy, and dietitians regarding patient concerns and/or problems and 

possible recommendations.      Maintain a routinely updated list of community outreach activities for clinical cancer genetics.       Coordinate clinical cancer genetics staffing needs and scheduling for contracted facilities.       Develop, implement 

and review policies and procedures for the genetic counseling department. Collect, evaluate and report statistics for monthly reports.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV GIFT SHOP U2616 T14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryProvide administrative supervision for 

operation of Gift Shop.Experience and EducationHigh School Diploma or equivalent. Prefer Associates or Bachelor's Degree. Retail Buying, Customer Service skills, Inventory Controls, and Supervision of employees.Job DutiesDevelop and 

implement an effective action plan to improve performance in the department.Meets or exceeds financial goals and objectives of the department.Collaborates with gift shop buyer to develop, implement and control seasonal sales and 

merchandising strategies by identifying retail and consumer trends, introducing new product lines, expanding existing product lines and maintaining existing standards of exclusivity, price, quality and assortment.Collaborates with gift shop 

buyer to procure merchandise inventory to achieve sales and merchandising plans. Utilizes written, authorized purchase orders to procure inventory, establish pricing and manage receiving activities.Manages the timely receiving, storage and 

pricing of merchandise inventory.Coordinates semi-annual physical inventory counts and ensures perpetual inventory accuracy through timely entry of merchandise receipts, cycle counts and POS system reports.Utilizes creative and innovative 

visual merchandising techniques to display and sell merchandise inventory.Ensures compliance with established cash handling policies and procedures.Ensures the adequate coverage of service hours and the completion of daily, weekly and 

monthly tasks through the effective scheduling of gift shop staff.Actively manages employee performance to ensure compliance with hospital policies and procedures, customer service standards and store operations.Administers departmental 

career ladder program to eligible employees.Responsible for ensuring the accurate and timely reporting of financial and statistical data on a daily, bi-weekly, monthly and annual basis.Collaborates with Business and Retail Manager to develop 

annual operating budgets and productivity standards. Responsible for ensuring all sales, work and storage areas are clean, orderly, and free of clutter and comply with hospital safety standards.Knowledge, Skills & AbilitiesWork requires ability 

to follow established university policies and procedures. Work requires contact in person or by telephone with vendors, students, faculty members and staff relating to issues of a recurring to non-routine in nature, escalating when 

needed.Working ConditionsWork is performed mostly in an indoor environment (office or sales floor area of student store).UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

SUPV GRANTS/CONTRACTS SPECIALISTS 9159 N 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor degree in 

business administration, public administration, or related field and five (5) years experience in business or public administration to include two (2) years in a lead or senior role with emphasis on customer service in financial or contracting 

position required. Applicants without the stated degree, but with significant additional professional applicable experience may be considered in lieu of education requirement.  Job DutiesProvide administrative support to researchers by 

negotiating and processing confidentiality agreements, clinical trial agreements, and amendments/addenda.Handles ongoing grants management issues on items such as: obtaining required reports, interpreting award conditions, and 

acquiring approvals for various changes in awards or handle ongoing trial agreement management issues such as: negotiating the terms of the contract to the mutual satisfaction and requirements of the institution and the funding source, 

obtaining appropriate application materials, verifying budgetary requirements, and acquiring approvals at all levels.Provide guidance and assistance to researchers for contract/proposal development and submission by reading and interpreting 

sponsor guidelines for application preparation and content. Reviews and checks application materials for completeness, accuracy, and adherence to sponsor and/or institutional guidelines. Process and mail agreements/proposals in timely 

manner to obtain appropriate signatures.Manage workload priorities; assign and delegate responsibilities to contracts specialists. Serve as first point of contact for inquires from researchers, coordinators, financial analysts and other University 

and hospital staff. May review work in Director's /Supervisor's absence.Monitor workflow of office and ensure compliance with policies and procedures of university and department. Develop standard operating procedures to streamline 

workflow.Handle post-contract execution inquiries regarding payment of invoices, payment schedule, and other contract terms. Verify and approve check acknowledgement letters of receipt of contract funds. Serve as liaison between 

researchers and sponsors over funding issues.Assists Director and Assistant Director in development, implementation, and recommendation of department policies and procedures.Provides funding opportunity information to potential 

applicants by reading newsletters and announcements. Searches potential sponsor and/or grant websites to identify and match sponsor(s) with researcher. Sends application materials and information to researcher.Assists Director with 

Electronic Research Administration. Assists Director in preparation of UT Southwestern Research Administration News.Works with Director/Associate Dean for Research on special projects and reports.Make presentations to faculty/staff and 

outside groups on behalf of Office of Grants Management/Clinical Trials Office regarding grants/contracts management.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV GUEST & PATIENT SERVICES OPERATIONS 1961 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 1D Supervisor CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED and (two) 2 years related supervisory experience required. Incumbent must obtain CPR certification within 90 days of employment. CPR certification must be current for duration of employment.Job DutiesOn site supervision of day to 

day operations of the Guest & Patient Services departmental functions. Directly supervises Patient Service Representatives and Lead Patient Services Representatives.Assesses workflow at five clinical buildings and two hospitals and rotates 

staff as necessary to ensure adequate staffing at each site.Assists Guest & Patient Services Assistant Director and other departments to ensure successful business operations.Completes and coordinates projects and reports which require use 

of computer software applications.Conducts performance evaluations, recommends disciplinary actions and assists with departmental hiring. Makes recommendations for changes to policy and procedures.Builds solid working relationships 

with all Patient Service Representatives and Lead Patient Service Representatives. Responsible for coaching, counseling and formal discipline of Patient Service Representatives and Lead Patient Services Representatives.Identifies and resolves 

problems in a timely manner, displays willingness to make decisions, exhibits sound and accurate judgment, uses discretion to make decisions or seeks advice from Assistant Director.Demonstrates attention to detail, demonstrates accuracy 

and thoroughness, follows policies and procedures, responds to management direction and arrives to work, meetings and appointments on time.Communicates changes effectively, prepares and supports those affected by change, monitors 

transition and evaluates results and relays feedback to Assistant Director to improve performance.Seeks to understand the needs of the internal and external customers; meeting and exceeding those needs. Serves as a liaison between 

patients, their families, friends and our medical staff. Performs other duties as required to provide fast and friendly genuine hospitality. Gives personal attention, takes personal responsibility and uses teamwork when providing guest services 

and addressing staff issues. Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients b) Directly interacting with or caring for human subject research participants.Functions in 

all guest services locations, rotates with supervisory and leadership staff to provide weekend and holiday coverage or at any time as needed. Maintains patient confidentiality in accordance with University and departmental policy.Performs 

other duties as assigned.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV GUEST & PATIENT SERVICES TRAINING 1965 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 1D Supervisor CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

or GED and (two) 2 years of supervisory experience required. Incumbent must obtain CPR certification within 90 days of employment. CPR certification must be current for duration of employment. Job DutiesWorks with department Assistant 

Director and Operation Supervisors to facilitate departmental needs assessment and designs training programs that align with departmental learning objectives using adult learning principles and best practices. Produce training materials and 

individual learning plans for Lead Patient Services Representatives & Patient Service Representatives. Amends and revises programs as necessary, in order to adapt to changes occurring in the work environment. Conducts departmental 

orientation sessions for all new Guest & Patient Services employees, provides performance feedback and ensures that all new employees have the skills and training needed to perform their job. Works with department Assistant Director to 

solve specific training problems, in addition conducts training appraisals at regular intervals. Directs and supervises the delivery of training and development programs. Maintains training record keeping.Completes and coordinates projects and 

reports which require use of computer software applications.Builds solid working relationships with all Patient Services Representatives and Lead Patient Services Representatives. Responsible for coaching, counseling and formal discipline of 

Patient Service Representatives and Lead Patient Services Representatives as it relates to training.Responsible for updating all department resources that are accessible via department SharePoint site.Identifies and resolves problems in a 

timely manner, displays willingness to make decisions, exhibits sound and accurate judgment, uses discretion to make decisions or seeks advice from Assistant Director.Demonstrates attention to detail, demonstrates accuracy and 

thoroughness, follows policies and procedures, responds to management direction and arrives to work, meetings and appointments on time.Communicates changes effectively, prepares and supports those affected by change, monitors 

transition and evaluates results and applies feedback to improve performance.Seeks to understand the needs of the internal and external customers meeting and exceeding those needs. Serves as a liaison between patients, their families, 

friends and our medical staff. Performs other duties as required to provide fast and friendly genuine hospitality. Gives personal attention, takes personal responsibility and uses teamwork when providing guest services and staff training issues. 

Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients b) Directly interacting with or caring for human subject research participants.Functions in all guest service locations, 

rotates with supervisory and leadership staff to provide weekend and holiday coverage or at any time as needed.Maintains patient confidentiality in accordance with University and departmental policy.Performs other duties as 

assigned.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV HIM 1318 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryOversees and supervises the daily 

operations of the Health Information Management (HIM) assigned team within the scope of responsibility. Responsible for leading and training direct reports in team processes, system applications, and equipment in regards to the assigned 

area. This will include making assignments, processing, retrieving, releasing, and retaining protected health information while adhering to legal and privacy requirements and confidentiality. This position will also ensure timely completion of 

work within turn-around-times, monitor and analyze production and quality of work, and delivery of excellent customer service to all internal and external customers. Experience and EducationBachelor's degree in Health Information, Business, 

Healthcare Administration, Nursing or other related field with three (3) years of progressively responsible related experience which supports the HIM domain, orAssociate's degree in Health Information, Business, Healthcare Administration, 

Nursing or other related field with five (5) years of progressively responsible related experience which supports the HIM domain.Additional certifications (AHIMA, AAPC, HIMSS, or Epic certification), education or experience which supports the 

HIM domain may be considered in lieu of qualifications. RHIA or RHIT certification preferred. Experience in acute care setting, ambulatory care health care environment, or physician practice management a plus. Job DutiesFunctions of the 

team:Understands and knows team processes and procedures while ensuring the highest level of quality. Streamlines and improves processes to become more and more efficient. Creates and revises hospital, ambulatory, and team-specific 

policies and procedures as needed with appropriate communication to staff. Ensures direct reports adhere to departmental and university policies and procedures which include, but are not limited to, ensuring quality and quantity of work and 

customer service of direct reports is acceptable. Managing Team and Staff:Assigns work fairly and equitably to team and reviews staff productivity while maximizing staff during their 8 hour shift. Serves as the first line of training for new hires 

and transfers to the department by assuring new hires are properly trained on all departmental policies and procedures, processes, and information systems and completes new hire progress evaluations at 30, 60, 90, and 180 days.Evaluates, 

documents, and communicates employee performance, attendance, and conduct clearly and ensures timely completion and accuracy of discipline along with completion of 6 month and annual evaluations.Conducts ongoing staff education and 

cross training for direct reports and leads monthly team meetings. Remains available for work adhering to attendance standards and for team providing coverage and support while setting the example for the team utilizing leave in a manner 

that consistently supports effective job performance.Special Projects:Manages projects from beginning to end assuring completion by the deadline, operating within time and budget constraints, and while juggling multiple priorities and tasks. 

Completes special projects accurately and timely as assigned while considering professional standards and best practices as appropriate.Implements new systems, functionalities or upgrades to ensure compliance with customer, clinic, and 

departmental standards and administrator expectations. Observes and promotes, and sets the example for the tenets of privacy, security and confidentiality at all levels while also implementing cost saving measures and efficiencies. Statistics 

and Informatics:Captures and reports statistics for the Medical Staff HIM Committee presentations and other meetings.Sets standard key process indicators and monitors standards for compliance and reviews employee scorecards with staff 

in a timely manner.Verifies employee time sheets for adherence to policy for time and attendance and updates documentation timely and accurately as well as tracks sick, vacation and FMLA time.Maintains fiscal responsibility by minimizing 

necessity for overtime and keeping it to a minimum. Customer Service: Responds timely and appropriately to all internal and external customer service requests while providing follow up and customer feedback.Interacts professionally and 

courteously with all staff, clinic, and hospital personnel and demonstrates effective communication techniques and professionalism in all responses including verbal and written correspondence.Effective, Strong Leadership: Displays strong 

leadership skills within the scope of job responsibilities, duties, and tasks as assigned. Displays excellent ACT service skills including A-Accountability, C-Competency, and T-Teamwork. Supports, participates and inspires engagement in team and 

department initiatives.Maintains current knowledge of standard policies and procedures, remains abreast of new policies and information systems, and recommends updates and revisions of HIM policies for the department and team 

regarding new technology and changes. Duties performed may include one or more of the following core functions: (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research 

participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs other duties as assigned.Knowledge, Skills & AbilitiesExcellent customer service and effective communication and follow-up skills (written and verbal).Strong organizational skills with a high level of accuracy and attention to 

detail.Solid problem-solving and analytical skills.Ability to multi-task and manage various priority duties.Display characteristics of a good team player.Capable of understanding and adhering to established policies and procedures. Perform in a 

fast-paced environment with strict deadlines and turn-around times.Working ConditionsWork is performed primarily in an office environment. Ability to travel to local and campus Health Information satellite offices as needed.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

SUPV HOSP OPS U9340 P42 $72,900.00 $106,933.00 $134,638.00 $6,075.00 $8,911.08 $11,219.83 $280.38 $411.28 $517.84 $35.05 $51.41 $64.73 E 1C Managerial PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

nursing. Five (5) years of progressive related experience required.Job DutiesSupport clinical, operational and facility services throughout the entire Hospital on a 24-hour basis, coordinating operations and personnel activities to meet Hospital 

and Health System objectives. Intervenes and problem solves for inter-/intra-departmental issues, facilitating interdepartmental communication, negotiation and decision-making. Maintain visibility with hospital staff through 

rounds.Organizes hospital operations and systems delivering services in a manner that meets or exceeds regulatory requirements, demonstrating judgment and self-sufficiency in effective problem solving while serving as the administrative 

and operational resourceOversee patient care flow while redirecting and allocating resources by determining necessary space, equipment, supplies and support systems to ensure effective functioning of unit/department & assisting Patient 

Access Services in coordinating patient placement.Investigate patient/visitor concerns and implements appropriate courses of action, taking corrective action in situations requiring immediate intervention and optimizing service satisfaction of 

patients, families, physicians and staff.Provide on-site management/leadership of crisis situations to prevent or minimize disruption of services. Function as on-site coordinator for internal/external disasters/inclement weather or other major 

events.Collaborate with clinical and support staff to foster delivery of quality care, communicating issues identified by front line staff to appropriate administrative team and assisting staff in identifying clinical experts for specific patient 

population concerns.**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to respond to and interact with all stakeholders with the PACT standards. Work requires ability to devise creative 

alternatives and suggestions to workflow constraints. Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.WORKING CONDITIONSAny qualifications to be considered as equivalents 

in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.



SUPV HOSPITAL/DIAGNOSTIC ACCESS U2145 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Hospital Access Supervisor provides 

direction, mentoring, support, development and guidance to staff, taking ownership of timely communication to assist with staff development and education. Assist manager with utilizing quality analysis, training and education to motivate 

staff to achieve department goals and objectives. Exhibits super-user understanding of daily operations, makes leadership decisions, taking accountability for the quality and flow of operations escalating issues to manager in a timely manner. 

Additionally, they will assist manager in maintaining appropriate staffing levels based on historical volume analysis and clinical needs, monitor productivity and registration quality, and reallocate duties as needed to assure timely completion 

of registrations and admissions, for a smooth patient flow and throughput. The supervisor should be available to support staff and assist with work as needed. Meet with staff weekly and provide immediate coaching and feedback. They should 

be able to directly interact with patients on all levels while maintaining a patient-centered attitude at all times, demonstrating compassion and empathy for patients and their families and encouraging the same from the staff that they are 

assigned to supervise. They work as part of an elite team to support UT Southwestern operations and initiatives. They may be required to travel to both on and off-campus locations. Experience and EducationTwo to four (2-4) years' experience 

in inpatient admitting, outpatient registration, patient scheduling, or hospital/business operations or one year as lead in same environment. Associate's degree or two years college in Business related field, can substitute college with a 

minimum of five years of healthcare/business management experience. Knowledge of EPIC system preferred. Required Certifications/Membership-within 1 year of promotion/hireCHAA - NAHAM NAHAM- Associate MembershipJob Duties1. 

Provides supervision, direction, development and guidance to staffing the roles of patient registration, cashier and scheduling; promotes professional growth, development and accountability in staff. Effectively delegates and appropriately 

holds staff accountable; maintains a pro-active approach with addressing/implementing changes impacting the various processes of the Hospital Access Services Department. Maintains an active role in selection, training, recognition, 

performance evaluations and disciplinary actions for department staff. 2. Supervises operations effectively; effective follow-through and follow-up; takes accountability; solves problems and implements solutions; integrates financial 

understanding into solutions; demonstrates technical proficiency. Acts with urgency to address issues and anticipates customer needs. Articulates views clearly and directly, listens attentively to others, communicates quickly issues affecting 

staff. Maintains department productivity and quality standards. Supports goals and objective; establish and implement policies and procedures for department operation. 3. Oversees department schedule, time and attendance issues; assuring 

staff coverage for all shifts. 4. Responsible for generating, distributing and maintaining relevant department reports to assist management with tracking of performance indicators. 5. Assures that quality assurance monitoring is conducted on 

data produced by department staff, assuring accuracy, thoroughness and compliance. Responsible to track, trend, edit reports for completeness and identify areas for continued performance improvement. 6. Conduct weekly meetings with 

staff to ensure communication is consistent and documented for staff who are out. 7. Actively participate in meetings as a representative for Hospital Access Services and provide feedback/follow-up as needed to all relevant parties. 8.Duties 

performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing 

or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.9. Performs other duties as assigned.   Knowledge, Skills & 

AbilitiesDevelops People - Values diversity; coaches people; develops future talent; delegates; effectively deals with employee problems.Leads Change - Takes initiative; shows adaptability, flexibility; thinks and plans strategically; articulates 

clear vision and goals; champions innovation.Drives for Results - Manages business operations effectively; effective follow-though and follow-up; takes accountability; solves problems and implements solutions; integrates financial 

understanding into solutions; demonstrates technical proficiency.Building Teams - Clarifies roles and responsibilities; includes all organization personnel into decision-making process; develops win-win solutions; collaborates with colleagues 

and peers; builds coalitions and partnerships; manages conflict constructively.Focuses on Customer - Acts with urgency to address service issues; assesses and anticipates customer needs; demands highest level of service from self and staff; 

recovers quickly from service breakdowns and improves processes; ensures staff technical training and proficiency.Communicates - Works in collaborative manner with peers and other hospital departments, encourages candid exchange of 

ideas; articulates views clearly and directly; expresses facts clearly in writing; listens attentively to others; communicates a compelling vision to staff; communicates quickly issues affecting staff.Work requires the ability to spell with accurate 

data entry skillsWork requires strong interpersonal communication and documentation skillsWork requires a true "customer service" oriented work styleWork requires good general health and stress coping abilitiesWork requires the ability to 

speak and hear to allow discussions with patients, co-workers and the publicWork requires proficient computers skills including MS Word, Excel and typing a minimum of 35 wpmWorking ConditionsWork is performed primarily in a hospital or 

hospital clinic environment. Walking, standing, bending, turning and stooping. Light lifting (requires lifting 20 lbs. with frequent carrying of up to 20 lbs.) Possess near vision acuity for accurate reading on computer screens.Any qualifications to 

SUPV HOSPITALITY U4508 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School Diploma or 

equivalent required. Associates or bachelor's degree preferred. Minimum of 2 years food service experience required. Hospital setting preferred. Minimum of 1 year lead or Supervisor experience required. Customer Service experience and good 

communication skills required.Job DutiesSupervises, motivates, rewards, directs, and counsels employees as appropriate, ensuring that department policies, procedures and time and duties are followed.Maintains required documentation, 

including schedules, evaluations, HACCP and equipment documentation, Quality Assurance Monitors, Performance Improvement, Disciplinary Action, Occurrence Reports and Employee Recognition.Monitors all areas for compliance with 

standards for food safety (Date & labeling, expiration dates, etc.) and sanitation and general safety, ensure that tasks are completed as assigned.Enforces and follows cash handling policies and procedures. Ensures cash reports are completed 

accurately and timely, while monitoring and reporting security issues to ensure retail operations are secure.Monitors Performance Improvement, QA, overtime, and helps control cost. Completes additional duties and projects as 

assigned.Supervises patient trayline and retail outlets including Cafeteria, C-Store and Catering efficiently. Ensure that staff renders excellent customer service and quality service.Patient Rounding, Tray Assessments Tray Audits and Employee 

Competencies completed as assigned.Ensures that AYR guidelines are met. (Delivery times 45 min., scanning of trays tickets 95% compliance, tickets are not holding longer than 25 minutes, etc.)Ensure staff is in complete uniform. Pressed 

clean uniform, badge visible, skull cap, nonskid shoes, no jewelry, false or polished nails, no false lashes)Participates and completes all mandatory UT and Sodexo training. (FOSS, ICARE,TOPS, MyLearning, Food Safety, Physical Safety, Serve Safe, 

etc.)Ensure that all department recordkeeping is current, ( Residents dining room, night pantry, floor stock sheets, etc.)Department Goal of 95 on Press Ganey is attained.Working ConditionsWork requires standing for long periods of time, 

crouching, reaching, and lifting of up to 25 pounds.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV HRIS SERVICE CENTER SPECIALIST 9591 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Human Resource Management, Business Administration, or related field and five (5) years of professional experience in one or more areas of human resource management. Experience in HRIS, PeopleSoft HCM, and Kronos required. Supervisory 

experience or experience with Service-Now preferred.Job DutiesSupervises the workflow of the HRIS Service Center team to ensure optimal efficiency while maintaining high standards of service. Coaches and trains the team to ensure the 

highest level of compliance. Manages individual performance. Determines salary actions and makes hiring/firing decisions. Interprets various policies and procedures to determine necessary resolution of various PeopleSoft HCM issues. Serves 

as the subject matter expert and key participant on a wide variety of HR projects for HR Service Center processes. Gathers and estimates resources required for project and planning purposes.Provides accurate and efficient resolutions to 

complex and/or escalated issues and inquiries through multiple channels by following appropriate resolution/assessment - methodology (investigating and research), utilizing knowledge management tools, educating employees on self-service 

tools, and determining appropriate course of action or escalation for emerging issues.Responsible for analyzing and ensuring that complex payroll/personnel transaction issues are addressed and resolved.Researches, troubleshoots, and 

resolves issues to ensure data integrity in PeopleSoft HCM.Supports and assists end users with HCM/HRIS reporting or functionality issues.Verifies and ensures Records files are prepared and complete for regulatory review/audits.Provides 

technical support and required PS HCM training to university managers as well as co-workers. Manages and coordinates data compliance, data protection for HR systems to Records Management, State Comptroller, and State Auditor. Reviews, 

recommends, and implements processes and procedures to improve service.Researches and gathers information and documentation for requests for subpoenas and Texas Open Records Act. Works with technical resources to manage 

exception processes minimizing impact on related processes.Researches and resolves department's issues pertaining to Time & Labor and Leave and Absence requests. Researches and calculates employee length of service, longevity, and 

hazardous duty pay. Develops and creates high-level metrics/performance reports to management.Oversees the administration/management of tuition reimbursement program for the institution to ensure compliance with policy.**Other 

Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV HUMAN RESOURCES SERVICES 9687 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryAs the Supervisor of Human Resources 

(HR) Services you will supervise employees within multiple HR operations functions such as New Employee Onboarding, License/Certification services, Records Management, Data Management team, or the HR Services Contact Center. Provides 

sound interpretation and application of HR policies and processes, applies a broad base of human resources knowledge, judgement and initiative, processes HR transactions, and interacts with various departments to resolve concerns. The HR 

Services Supervisor utilizes prior HR knowledge to enhance productivity in systems & processes and ensures day to day execution of multiple HR systems and programs, including all data management actions, organization changes, and quality 

monitoring.Experience and EducationBachelor's degree in human resource management, Business Administration, or related field and four (4) years of professional experience in one or more areas of human resource management. May 

consider additional years related experience in lieu of education requirement.Job DutiesProvides accurate and efficient resolutions to complex and/or escalated issues and inquiries through multiple channels by following appropriate 

resolution/assessment - methodology (investigating and research), utilizing knowledge management tools, educating employees on self-service tools, and determining appropriate course of action or escalation for emerging issues.Provides 

leadership to HR Services team to ensure delivery of high-level customer service and ability to answer all Tier 1 level inquiries in all areas of Human Resources: Employee Relations, Payroll, Compensation, Benefits, Talent Acquisition, Leave 

Administration, and all HR related programs, policies, and procedures. Partners with other HR functions on tier 0 (self-service) and tier 1 document management.Support business process upgrades, enhancements, testing and data validation in 

HR systems. Supervises the workflow of the HR Service Center team to ensure optimal efficiency while maintaining high standards of service. Coaches and trains the team to ensure the highest level of compliance and manages individual 

performance. Interprets various policies and procedures to determine necessary resolution of various PeopleSoft HCM issues.Serves as the subject matter expert and key participant on a wide variety of HR projects for HR Service Center 

processes. Gathers and estimates resources required for project and planning purposes.Support data quality audits and initiate additional data quality audits to mitigate errors/issues.Responsible for analyzing and ensuring that complex 

payroll/personnel transaction issues are addressed and resolved.Researches, troubleshoots, and resolves issues to ensure data integrity in PeopleSoft HCM.Verifies and ensures Records files are prepared and complete for regulatory 

review/audits.Provides technical support and required PS HCM training to university managers as well as co-workers.Manages and coordinates data compliance, data protection for HR systems to Records Management, State Comptroller, and 

State Auditor.Reviews, recommends, and implements processes and procedures to improve service.Researches and gathers information and documentation for requests for subpoenas and Texas Open Records Act.Works with technical 

resources to manage exception processes minimizing impact on related processes.Researches and resolves department's issues pertaining to Time & Labor and Leave and Absence requests.Develops and creates high-level metrics/performance 

reports to management.Provides vision, leadership, planning, project coordination and management for the development of a cost-effective department while concurrently facilitating efficient operations to meet current and future business 

needs within the organization.Drives onboarding efforts from time of offer acceptance, through the pre-onboarding process to orientation.Performs other related duties as assigned.Knowledge, Skills & AbilitiesWork requires high customer 

service and collaborative orientation with a commitment to quality and excellence.Work requires high-level of independent decision making and leadership of others.Work requires written and verbal communication skills.Work requires ability 

to project management, prioritize and organize work to meet deadlines.Work requires video, telephone and personal contact with all levels of internal and external personnel and organizations to resolve complex, non-routine problems related 

to Human Resources.Work requires reading, writing, simple arithmetic, analyzing data, writing reports, interpreting policies and procedures, and organizing people and resources to meet goals.Work requires ability to develop, recommend, and 

implement policies and procedures relating to Human Resources.Work requires current knowledge of payroll, HRIS, leave administration, employment rules and legislation components, HR services strategies, theories, best practices, and 

regulations.Work requires strong management skills with the ability to lead cohesive and productive teams.Work requires strong interpersonal skills with the ability to communicate with all levels of management through diplomacy and 

tact.Work requires excellent oral and written communication skills.Work requires proven analytical skills.Work requires proven skills managing high volume of small projects in parallel with strategic longer-term projects.Work requires strong 

consultative skills to work with all levels of management in a relationship driven organization.Work requires the ability to balance conceptual thinking with the delivery of results. Work requires innovation and creativity in the approach to the 

work. Work requires the ability to function independently with a high level of autonomy and discretion. Work requires working knowledge and ability to develop financial models, cost projections and develop/manage budgets. Work requires 

Advanced MS Excel, Word and PowerPoint skills. Work requires the ability to clearly and concisely present information of a complex nature. Work requires the ability to develop and foster key business relationships with senior executive and 

academic leaders.Working ConditionsWork is performed in a hybrid office model, with the reservation to move to primarily in office at any point. Any qualifications to be considered as equivalents in lieu of stated minimums require prior 

SUPV IMAGING SERVICES U5417 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationTwo (2) years of college 

or equivalent and three (3) experience as Medical Imaging Technologist with one (1) year supervisory experience is required. **ARRT (or equivalent), TDH and Basic Life Support (BLS) certification, course accredited by the American Heart 

Association (AHA) or American Red Cross (ARC) are required.** Job DutiesSupervises and directs all clinical operational aspects of department.Coordinates patient flow from check-in to discharge to ensure timely turnover of patients and 

efficient use of resources.Conducts timely follow-up with physicians and management on any unsatisfactory service delivery and establishes corrective action to avoid future incidents.Assists and supports technologists in performing 

proceudres when required by workload and staffing levels.Demonstrates general working knowledge of all imaging equipment within department.Performs visual equipment Quality Assurance checks and schedules repairs and maintenance as 

needed.Coordinates staff scheduling and coverage for assigned day or shift.Reviews staff payroll punch details and exception forms to ensure accurate and compliant documentation.Assists in preparation and presentation of educational 

materials. Provides inservices when appropriate. Assists in completion of annual employee competency assessments and new hire orientation packets.Evaluates and counsels employees by providing guidance and direction relative to 

performance, conduct, attendance and adherence to policies and procedures.Recommends hiring, promotion, discipline and other administrative actions for Radiology personnel.Performs other duties as assigned. **Other Duties: Performs 

other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV IMAGING SERVICES OPERATIONS U5416 RA5 $63,794.00 $94,526.00 $125,259.00 $5,316.17 $7,877.17 $10,438.25 $245.36 $363.56 $481.77 $30.67 $45.45 $60.22 N 1D Supervisor CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationRequiredTwo years of 

college education or equivalent and three years as an Imaging Technologist with one-year supervisory experience. Basic Life Support (BLS) by the American Heart Association for Healthcare or the American Red Cross. Licensure by the Texas 

Medical Board is required for all modalities except for Ultrasound or MRI technologists. Additionally, certification and licensure for specialties such as CT, MRI, and Radiography are required and must be accredited by one of the following: 

American Registry of Radiologic Technologists (ARRT)American Registry for Diagnostic Medical Sonography (ARDMS)Nuclear Medicine Technology Certification Board (NMTCB)American Registry of Magnetic Resonance Imaging Technologists 

(ARMRIT)PreferredBachelor's degree in related field. Enterprise software applications for radiology information systems (RIS) and picture archiving communication (PACS) experience.Job DutiesDirectly supervises employees and daily operations 

in Imaging Services modalities. Works with Team Leads in providing adequate staffing by demonstrating flexibility and willingness to utilize all resources available to provide core staff to ensure patient continuity of care and imaging services. 

Assists technologists in performing diagnostic exams when required by workload staffing levels and productivity metrics. Collaborates with scheduling and physicians for add-on/conflicting procedures concerning patient flow and resource 

availability. Able to utilize patient service recovery techniques to provide optimal outcomes.Responsible for new employee and student orientation. Utilizes opportunities to teach, role model, and mentor staff toward continual growth and 

professional development, including opportunities for staff to participate in department/hospital activities, committees, in-services, special projects, and continuing education. Develops annual competencies to assist with new imaging 

technologies and continually raise the front-line staff's education and skill level. Actively participates in hiring, promotion, course correction, and input/assistance with annual performance reviews and new employee orientation feedback. 

Responsible for positive continual employee engagement scores. Provides timely and confidential counseling with staff as appropriate and documents events with leadership.Maintains and reviews daily payroll for corrections, accuracy, and 

overtime trends. Monitors supply for inventory control and expired products. Ensures staff are competent in entering event reports and is a resource when inputting or investigating facts. Notifies leadership immediately regarding high-risk 

situations. Quality Control, assists Biomed, physicists, radiation safety, vendors, staff, and leadership with recording, analyzing, and reviewing equipment reports to facilitate repairs/maintenance, compliance, and other institutional 

requirements. Must be able to lift 40-50 lbs.Responds to inquiries/calls/emails promptly and professionally. Utilizes the organizational culture behaviors to include PACT and AIDET. Actively participates in codes and rapid responses. 

Communicates shift handoff regarding workflow issues with equipment or pending exams with oncoming staff. Functions in the department as a part of an interdisciplinary team and collaborates in the care and service delivery process of 

patient care through effective communication with other service lines. Prioritizes exams with scheduling exams to ensure smooth workflow, minimize wait times and address stat requests. Adheres to hospital policies, procedures, 

competencies, regulatory compliance, infection control, hospital education, new yearly metrics/department goals, patient satisfaction, and fiscally responsible concerning equipment, supplies scheduling, overtime, etc. Maintains patient 

confidentiality (HIPAA) and ensures that all processes and procedures are maintained to secure and protect all workstations in all work areas.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability 

to supervise employees and daily operations in Imaging Services modalities.Work requires ability to assist biomed, physicists, radiation safety, vendors, staff, and leadership with recording, analyzing, and reviewing equipment reports to 

facilitate repairs/maintenance, compliance, and other institution requirements.Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions 

to workflow constraints.Work requires ability to develop annual competencies to assist with new imaging technologies and to continually raise the education level of the front-line staff. Work requires ability to build high functioning teams 

that work in tandem within interdepartmental modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

SUPV INFORMATION SYSTEMS SECURITY 9290 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1D Supervisor TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent and nine (9) years in computer environment including at least six (6) years experience providing technical computer support to customers.    Job Duties  Performs and supervises complex requests submitted 

through the Call Center for departmental drive access, folder restrictions, and user-id's across multiple domains and on various platforms.      Provides direct supervision to IS Security Administrators, trains new employees handles day-to-day 

and complex questions from direct reports.      Troubleshoot and resolve complex user access control problems with coordination between users and other IR divisions and supports the university Call Center as required.      Coordinate regular 

reviews of infrastructure and key business application user access by the appropriate IT business personnel as well as the fulfillment of other user-related service requests.      Produce evidentiary documentation for Auditors and Regulators.        

Responsible for supporting and facilitating departmental initiatives and procedures to ensure compliance with applicable internal and external regulations and guidelines.      Coordinate and support other departmental objectives and projects 

as necessary.       Reports suspected violations of security policy or procedures to the Information Security Manager.       Creates, maintains, and submits various statistical reports of tasks completed by the department on a routine basis for 

management review.      Uses Natural Programming and JRB Utilities in completing departmental projects.       Performs other duties as assigned.        x          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV INTERNAL AUDIT 9116 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

accounting, business administration, information systems, or equivalent, and five (5) years professional auditing experience to include two (2) years supervisory experience is required. *Certified Public Accountant (CPA), Certified Internal 

Auditor (CIA) or Certified Information Systems Auditor (CISA) active certification is required.*      Job Duties  Establishes and administers comprehensive program of auditing in coordination with Management and evaluates priority & 

significance of those activities subject to audit coverage.      Performs audits, follow-up reviews, and special projects as assigned.       Provides direct supervision to subordinate Internal Audit positions, including performance appraisals, training, 

scheduling & handling various personnel issues as needed.      Reviews audit work papers to ensure findings and recommendations are adequately documented and audit work is performed according to appropriate auditing standards and 

prescribed Internal Audit departmental policies.     Reviews audit reports prepared by subordinate Internal Audit positions for accuracy and conciseness.       Conducts and/or participates in meetings with clients and university administration to 

discuss audits.       Administers system of time budgeting and control over audit assignments.       Establishes and maintains good working relations with clients and department personnel.       Conducts investigations of suspected theft or 

defalcations and performs special reviews or analyses as requested by management and/or Director.      Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV LABORATORY SECTION U2711 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1C Managerial ALLIED HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Medical Technology or in one of the chemical, physical or biological sciences or related field and either a certification as a Medical Technologist, MT (ASCP), MLS (ASCP) or Histotechnologist, HTL (ASCP), Histotechnician, HT (ASCP), 

Cytotechnologist, CT (ASCP), SCT (ASCP) or related field. 5 years of experience as a Medical Technologist/CLSLIA with at least 2 years of experience in a supervisory or lead capacity. Must be qualified as a Technical Supervisor as defined by CLIA 

regulations.  Knowledge of laboratory safety procedures for biohazards and chemicals, as well as quality control procedures and regulations.     Job Duties  Manage and direct the daily activities of assigned laboratory work group(s) through 

appropriate delegation, technical skills training, and work supervision. Supervisors screen and assign workload. Oversee the work of laboratory personnel performing routine testing including planned laboratory work, evaluating performance 

and handling any procedural or technical problems that may occur.  Supervisors will take measures to keep the laboratory running efficiently by developing and implementing quality control programs , preparing technical reports on lab 

activity and designing efficient work schedules for personnel.     Manage staff in accordance with organization's policies and applicable regulations. Counsel, train and coach laboratory staff. Directs the management of sections, human 

resources and employee relations.  Responsibilities include appraising performance and guiding professional development; rewarding and disciplining employees; addressing employee relations issues and resolving problems.  Approve actions 

on human resources issues. Foster a unified culture and facilitate collaboration, cooperation, sharing of information and teamwork. Participate in initiatives to improve employee engagement to positively impact operational results, customer 

satisfaction and employee retention.    Assist in the creation and revision of laboratory policies and technical procedures. Maintain appropriate control and quality assurance procedures. Ensure compliance with the Clinical Laboratory Services 

quality assurance and safety requirements. Accountable for adherence to state and federal rules and regulations; ensures compliance with CAP, AABB, TJC, federal, state and local agencies.  Keep abreast of new technical developments. Assist 

with implementation of new tests, equipment, programs and/or procedures in the assigned area(s) as needed.  Supervisors learn new laboratory procedures and techniques and introduce them to their team.  Accountable for on-going training 

and professional development of staff.   Meet regularly with staff, technical directors and senior management to discuss and resolve workload and technical issues. Assist in developing performance standards. Monitor work, develop staff skills 

and evaluate performance.     Performs advanced/specialized tests and other related laboratory techniques. Reruns work of others to confirm test results. Re-evaluates methodology and makes recommended changes to assist in test 

interpretation.   Determines if further testing should be done on samples or if test should be repeated. Performs duties of technologist as necessitated by absence or peak workload.     **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV LANGUAGE INTERPRETER U2610 P17 $40,697.00 $52,093.00 $65,282.00 $3,391.42 $4,341.08 $5,440.17 $156.53 $200.36 $251.08 $19.57 $25.04 $31.39 N 1D Supervisor CAMP HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision of 

Manager Language Services Department.Experience and EducationAssociate Degree or the equivalent years of experience in a healthcare related field required. Four (4) year college degree preferred. One (1) year of supervisory experience 

required. Fluent in both English and Spanish language required.Job DutiesMaintains daily operations of Language Services (LS) by coordinating all details of major or very complex operational processes, activities and/or special 

functions.Supervises LS department interpreters/translators; reviews and implements department Standard Operating Procedures (SOP), ensures timely and efficient delivery of interpretation/translation services to accomplish all program 

objectives.Responsible for coordination of special projects such as collection, organization, and analysis of relevant LS data, preparation of timelines, and creating reports.Coordinates department activities, or projects following appropriate 

UTSW standards and procedures to ensure all work of activity or program is within hospital policies. Manages ordering of supplies and materials for LS department through UTSW Procurement Portal.Acts with urgency to address issues and 

anticipates customer needs. Articulates views clearly and directly, listens attentively to others, communicates effectively with department manager issues affecting staff.Document Translations Project Administration: Coordinates and manages 

requests for document translation needs; records incoming documents received; and assigns documents to either internal translation resources or refers to outside vendor; verify completion of requests and process invoices.Project 

Administration for Interpreter Requests: Coordinates and manages requests for in person/onsite interpretation requests for University hospitals and Ambulatory clinics. Coordinates scheduling for appointments made in advance or on an ad 

hoc basis per day. Ensures that there is adequate coverage of staff to fill the interpreting needs of the organization based on appointments scheduled.Responsible for managing the LS staff daily, 24/7 coverage schedule. Manages and approves 

requests for time off.Effectively delegates tasks as needed and appropriately holds LS staff accountable; maintains a pro-active approach with addressing/implementing changes affecting the various processes of the department.Serves as LS 

department point of contact for complaints or issues of service that need review and/or action. Handles complaints in a timely and professional manner; promotes excellent customer service and takes appropriate action.Provides annual 

performance evaluations to direct reports. Ensures quality assurance by regular monitoring of data produced by department staff, in support of accuracy, thoroughness and compliance. Demonstrates ongoing competency skills, excellent 

problem-solving skills and decision-making abilities.Works in a collaborative manner with peers and other departments. Ability to communicate with all levels of associates, management, physicians and patients.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires excellent customer service skills and an acute ability to listen and understand, possess communication skills, and interpersonal skills.Work requires ability to provide constructive feedback 

regarding any system or process issues and provide a solution in a positive manner.Work requires flexibility to meet needs of department operations and prioritize assignments.Excellent customer service skills and an acute ability to listen and 

understand.Adheres to all policies and procedures related to safety, infection control, and organizational compliance. Supports teamwork and cooperation with co-workers daily. Readily volunteers assistance to help co-workers' complete 

tasks.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior 

approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status.

SUPV LEARNING 9558 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Education, Human Resources, Public Administration, or related field or equivalent experience, and six (6) years of experience in field of assignment.   Master's degree preferred.      Job Duties  Plans, designs, and 

implements a variety of training courses and programs.       Evaluates the success of the classroom and/or learning experience(s) through soliciting feedback/assessment regarding course materials, development tools, delivery method and post-

training performance.  Makes appropriate improvements as needed.    Researches and provides recommendations for the development and implementation of Learning curriculum based on the needs of the organization and best practices.      

Provides effective Learning services for organizational leaders and teams.       Oversees and evaluates the design and implementation of all online Learning initiatives.       Oversees and evaluates organization-wide orientations of all newly 

employed staff.       Develops and implements appropriate measures and methods of evaluation of Learning staff and services provided.       Maintains appropriate costs and expense levels relative to Learning initiatives.       Continuously 

improves Learning processes/initiatives based on organizational strategic initiatives, data analysis and industry best practices.      Provides working supervision of Learning staff members.        Performs other duties as assigned.          **Other 

Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal 

and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected 

veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



SUPV LEAVE ADMINISTRATION 9506 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree in 

business administration or related field and five (5) years progressively responsible experience in one or more areas of Human Resources, including at least two (2) years in Workers' Compensation and one (1) year supervisory experience.   Job 

Duties  Supervises the division of Workers' Compensation & Leave Administration following university policies and procedures using effective management and communication skills to develop and ensure program effectiveness.     In 

partnership with the offices of Environmental Health & Safety and Occupational Health, develop a "safety conscious" culture to include promoting general safety awareness, post injury case management, and Workers' Compensation education 

and training.     Identifies and advises management of WCI & FMLA trends and problems as well as recommended solutions.       Responds to inquiries from other institutions of higher education, self-insured state entities, attorneys, health care 

providers, injured workers, Texas Department of Insurance, staff, and local UT System field office personnel.     Coordinates various projects and programs for the division, ensuring all tasks are completed by established deadlines and quality 

customer service is provided.      Processes Catastrophic Sick Leave requests.        Active member of the institution's Environmental Health & Safety committee and Employee Wellness Program.       Supervises Workers' Compensation and Leave 

Administration staff.        Continues to develop early return-to-work pilot program working collaboratively with departments as needed.       Utilize audit procedures and internal control systems to capture data that can identify 

departmental/organizational training opportunities.      Completes work specific to assigned division using appropriate human resources, computer, and communication skills to assist in day-to-day operations of division.      Performs other 

duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV LOGISTICS U9681 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1D Supervisor PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  -  Bachelors degree 

obtained or actively pursing

-  Minimum Three (3) to Five (5) years experience in Logistics and Five (5) to Seven (7) years of progressive leadership experience

 

- Ability to manage several RTLS and RFID systems, Experience troubleshooting RTLS & RFID systems and devices Job Duties  1. Supervises the day to day operations for the logistics department including staff, assets, external venders and other 

task essential to the logistics department.2. Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets.3. Acts as Liason for the 

logistics department when resolving issues that arise within nursing units4. Proactively looks for ways to improve efficency and reduce cost that are related to logistics within the hospital.5. Manages payroll, time-off request, FMLA and other 

HR related issues within the logistics department.6. Performs other tasks and duties that may temporarily arise within the hospital for other departments  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV MAINTENANCE 5286 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryTo provide skilled supervision for staff of 

workers performing maintenance and repair work for UT Southwestern Medical Center. Scope. Responsible for planning, coordinating and supervising work of crew members and foreman in one of following areas: Automotive Shop, Building 

Maintenance, Electric Shop, Mechanical Services or Plumbing Shop.Experience and EducationAssociate's degree or vocational training and three years' related experience including one year a supervisory or lead position. May consider 

additional years of specialty area experience in lieu of degree or vocational training. Knowledge of and experience in working alongside multiple trades. Ability to operate basic machinery and tools. Prior mechanical, electrical and/or facilities 

maintenance troubleshooting experience preferred. Must possess valid State of Texas Driver's License.Job DutiesPlans, coordinates, and supervises work of journeyman and helpers; assigns to specific jobs, instructs in work performed, and 

inspects work, both in process and at completion, for quality and adherence to work orders.Performs periodic inspections of systems to determine need for maintenance, repair, or replacement.Maintains time and attendance records.Make 

cost estimates of jobs in terms of time and materials.Develops and recommends policies and procedures for assigned area.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to provide full supervision to a 

group of journeymen, skilled and/or maintenance workers.Work requires ability to use equipment as required for assigned area.Work requires ability to communicate with all levels of faculty and staff regarding work requests.Work requires 

ability to read, write, and coordinate work of others.Working ConditionsWork may be performed in and around all areas of campus including working inside and outside. Work involves exposure to one or more disagreeable elements including 

variable weather conditions, dirt, fertilizer, dust, insecticides, etc. Work requires use of masks, back supports, etc. to reduce exposure to harmful elements and injuries.UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, 

religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

SUPV MATERIAL MANAGEMENT U4122 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1D Supervisor PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and two (2) years experience in hospital or multi-hospital system, with inventory distribution, receiving and par management functions is required. Supervisor or Team Leader experience preferred.  **Valid Texas drivers license is 

required.** Preferred: Supervisor or Team Leader experience. Job Duties  1. Responsible to effectively supervise of staff assigned to the Materials Management Building (MMB) performing receiving and shipping of materials and equipment, 

staging incoming and out going supplies and equipment,  stock put-away and rotation, PAR and requisition replenishment, order filling and delivery to user departments throughout the UTSWMC/CUH. Provides necessary training and develop 

of staff performing supply chain functions within the MMB.2. Effectively supervises the activities and workload of staff members to achieve daily objectives. Prepares staffing schedules and participates in employee performance evaluations 

and disciplinary actions when required. Provides job-specific training, conducts staff meetings and in-services, and evaluates staff competencies.3. Ensures compliance with capital and non-capital equipment receiving, tagging, and distribution 

policies and procedures. Coordinates safe and timely inter-campus transport of facility assets as needed.4. Ensures accurate and timely replenishment processes and works effectively with clinical departments to address supply 

requirements.5. Ensures drivers comply with inter-campus delivery schedules and distribution staff provide timely and accurate intrafacility receipt distribution and collect required proof-of-delivery information.6. Ensures compliant processes 

and outcomes associated with medical device cleaning and decontamination.  Recommends policy and procedure changes as healthcare industry standards evolve.7. Enforces good housekeeping practices daily to eliminate congestion, clutter, 

and safety hazards and maintains a neat and orderly appearance of the dock, receiving, and staging areas. The MMB should be clear of clutter including cardboard, pallets, and rubbish.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV MATERIALS MGMT 4122 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general direction to 

supervise Material Management Services in receipt, storage, inventory management and distribution of purchased equipment, materials, and supplies.Experience and EducationHigh school diploma or equivalent or vocational school 

graduation with two years experience in a Supply Chain Logistics environment with distribution, receiving, and inventory management functions. PreferredPrior supervisory or team lead experience, or hospital, multi-hospital system 

responsibilities. Use of personal computer, printers, multi-line telephone, copiers, fax machines, and other related office equipment. Experience in the use of manual and power lifting equipment.Job DutiesResponsible for the supervision of 

staff assigned to Materials Management performing the duties of receiving and distribution of materials and equipment, staging incoming and outgoing supplies and equipment, stock put-away and rotation, replenishment, order filling and 

delivery to user departments throughout the UTSWMC. Monitors receipt and inspection of incoming shipments against bills of lading and purchase orders.Effectively supervises the activities and workload of staff members to achieve daily 

objectives. Prepares staffing schedules and participates in employee performance evaluations and disciplinary actions when required. Provides job-specific training, conducts staff meetings and in-services, and evaluates staff competencies. 

Ensures prompt delivery of merchandise to on and off-campus departments.Ensures compliance with capital and non-capital equipment receiving, tagging, and distribution policies and procedures. Coordinates safe and timely inter-campus 

transport of facility assets as needed.Oversees accurate data entry of documents for use by Accounting and Purchasing Departments.Ensures accurate and timely replenishment processes and works effectively with UTSWMC to address supply 

requirements.Ensures drivers comply with inter-campus delivery schedules and distribution staff provide timely and accurate interfacility receipt distribution and collect required proof-of-delivery information.Oversees maintenance of 

complete and accurate files of receiving reports, freight bills, package slips, rejection reports, etc.Enforces good housekeeping practices daily to eliminate congestion, clutter, and safety hazards and maintains a neat and orderly appearance of 

the dock, receiving, and staging areas. The area should be clear of clutter including cardboard, pallets, and rubbish.Provides necessary training and development of staff performing supply chain functions within Materials Management. 

Mentors, and creates Individual Development Plans for all staff members.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires exercise of moderate judgment in application of policies, procedures, and practices to work 

problems of well-defined nature.Work requires personal contact with vendors and personnel of other departments in explanation of facts, procedures, and policies relating to problems of recurring but non-routine nature.Working 

ConditionsWork is performed primarily in the warehouse and general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SUPV MED GAS DISTRIBUTION U5432 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under general supervision to 

provide leadership and direction for day-to-day operations to a team of medical gas technicians.MINIMUM QUALIFICATIONSHigh school diploma or equivalent and five (5) years' experience in gas distribution is required. Two (2) years' 

Supervisory and/or Team Lead experience is required. Valid Texas driver's license is required. ESSENTIAL FUNCTIONSJob Duties: Responsible for ensuring possession of a reliable and accurate supply of medical gas to our University Hospitals and 

Hospital Based Clinics Ensures that all medical gas deliveries and medical gas cylinder storage complies with internal UT Southwestern guidelines and governmental standardsTrains the Distribution Team in all aspects of Medical Gas Safety 

Monitors distribution efficiencies and labor to ensure clinical demands are met Responsible for Safety training and evaluationsControls costs by evaluating medical gas shipments, consolidating loads, and selecting most cost-efficient method 

of shipment Drives productivity to maximize distribution capabilities and operational efficiencies Provides job training that fosters career development and growth Ensures all HAZMAT and Driver Load documents are complete and filed May 

assist in planning work assignments in accordance with employee performance, capacity, medical gas delivery schedules, and anticipated delays Performs other duties as assigned.WORKING CONDITIONSWork is performed primarily in a 

hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, 

sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

SUPV MEDICAL AESTHETICIANS 1721 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1D Supervisor ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Job SummaryWorks under minimal supervision to 

provide supervision and direction for all medical aestheticians.Experience and EducationHigh school diploma or equivalent, current State of Texas Cosmetology license as an Aesthetician, and five (5) years experience in medical office.Job 

DutiesProvides supervision and direction for all medical aestheticians as well as provide training so that patients receive the best of care.Performs various skin care treatments including, but not limited to:Skin Care ConsultationEvaluation of 

the skin type, treatment options Develops individual skin care regiment Advanced TreatmentsProvides variety of peels such as Micro, Jessner, ZO - 3 step, My Body probioticOxygenating facial Skin PenLymphatic drainage massage for face and 

neckLaser TreatmentVariety of laser treatment such as IPL, 532, Duet, laser hair removalWaxing Upper lip, full face, brow, bikini, legs TintingBrow tintLash tintProvides skin care consultations; develops individual skin care regimen and teaches 

necessary skills to ensure best results.Aestheticians provide laser treatment and application of the restorative makeup.Assist physicians with cosmetic product consultation with the patients. Exercises decision&iquest;making authority 

regarding hiring, disciplinary action, and terminating staff. Coordinates and/or prepares staff performance evaluations and recommendations for merit increases.Duties performed may include one or more of the following core functions: 

(a)Directly interacting with or caring for patients; (b)Directly interacting with or caring for human-subjects research participants; (c)Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good organizational skills.Working ConditionsWork 

is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV MEDICAL PHOTOGRAPHY 8813 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

photography, medical or biological photography, photographic illustration, or related field and four (4) years photographic experience, including at least two (2) years as Medical Photographer or equivalent. Job Duties  Plans, coordinates, and 

supervises operation of medical photography unit, including setting up standard and special still and motion picture equipment to photograph patients, scientific phenomena, and general subjects utilizing techniques best designed to 

accomplish desired results and ensuring that production deadlines are met. Provides products to client uses using most efficient and cost-effective methods.  Trains medical photographers in standard and special photography, such as 

photomicrography, gross specimens, surgical procedures, patient photography, aerial photography, multi-image techniques, etc., and faculty, residents, and staff in proper use of departmental photographer equipment.    Implements new 

procedures and methods to improve production efficiency and ensure quality standards are established and maintained on all out-going materials being delivered to client users.     Recommends purchase of new equipment and reorganization 

of existing space to provide optimal efficiency of operation. Ensures proper maintenance of existing photographic equipment.      Researchs and develops new products and services for sale in service center.       Consults with client users 

concerning present and future photographic needs as well as problems encountered with photographic products and services.      Keeps abreast of current medical photographic techniques and procedures.       Performs other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV MSRDP 7025 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 1D Supervisor INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent and 5 years &lsquo;experience working with medical claims recovery and/or denials management and regulations within a healthcare or insurance environment. Five (5) years' experience in a lead or supervisory experience is 

preferred.Job DutiesSupervises day-to-day operations of assigned group.Ensures production and quality control standards are met by review- ing management reports.Assigns workload to meet production requirements by evaluating 

production reports.Maintains performance standards by counseling employees, performing appraisals and providing required training.Ensures departmental policies and procedures are properly followed. In addition, develops and revises 

policies and procedures as needed. Maintains written procedures for workflow by writing or updating procedures as needed. Communicates and educates all applicable information to appropriate personnel and affliliated facilities as 

required.Completes reporting to management.Compiles analyzes and reports status and issues involving all aspects of assigned area. Makes recommendations to management to reflect changes by reviewing management reports and other 

data, identifies conflicts and write resolutions.Completes special projects as assigned by management. Participates in project groups and taks force teams.Reviews and analyses information, identifies problems, recommends solutions and/or 

writes reports for management or other personnel within established business presentations to staff.Monitors correspondence received from various sources, audits mail returned for bad addresses and updates addresses as needed. Audits 

patient accounts for mailing problems.Resolves complex problems and questions by contacting insurance companies, places of employment or federal agencies.Performs other duties as assigned. **Other Duties: Performs other duties as 

assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV OFFICE HH351 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe position oversees the day-to-day 

referral intake and clinical scheduling operations. The incumbent is responsible for the department's Human Resources and Payroll activities and acts as department liaison for Information Resources (IR) and computer contractors. Experience 

and EducationHigh school diploma, or equivalent, and two (2) years' experience working with claims and collects is required. An undergraduate degree in a related field and/or healthcare, particularly filing of Medicare/Medicaid claims and 

supervisory experience is preferred. Job DutiesOversees a team of Home Health Office Coordinators and Home Health Scheduler.Primary department contact, liaison for ancillary support services and third-party vendors. Completes reporting 

to management as requested. Completes electronic submission of OASIS documentation within agency defined time frames.Ensures department policies and procedure are followed. Develops and revises policies and procedures as 

needed.Ensures efficient, accurate, and timely operation of the payroll function and compliance with payroll and timekeeping policies. Maintains performance standards by counseling employees, performing appraisal, and providing required 

training. Ensures department employee files are up-to-date, complete, and in compliance with regulatory standards.Monitors, controls, and orders office and medical supplies.Compiles, analyzes, report status and issues involving all aspects of 

assigned area. Makes recommendations to management to reflect changes by reviewing various reports and other data, identifies conflicts and write resolutions.Monitors correspondence received from various entities. Audits mail returned 

for bad addresses and updates addresses as needed. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of computers, office equipment and other administrative tasks. Work requires skill to communicate 

both written and verbally. Work requires ability to monitor and maintain supplies.Work requires ability to ensure adherence to all policies and procedures of university, such as FLSA, salary guidelines, accounting regulations and internal 

controls policy.Work requires ability to coordinate and work independently on projects. Work requires ability to work with confidential information on a daily basis. Working ConditionsWork is performed in an office environment.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, 

color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion.

SUPV ONCOLOGY NURSING 1065 P41 $63,079.00 $105,932.00 $132,388.00 $5,256.58 $8,827.67 $11,032.33 $242.61 $407.43 $509.18 $30.33 $50.93 $63.65 E 1D Supervisor NURS UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationBSN required. 

Licensure as Registered Nurse by Board of Nurse Examiners for State of Texas, and a current Basic Life Support (BLS) certification course accredited by the American Heart Association (AHA) or American Red Cross (ARC) are required. Five (5) 

years general nursing to include one (1) year supervisory experience. Oncology experience preferred.Job DutiesOversees and/or teaches others specialized knowledge and skills necessary to perform techniques and routines in area of 

specialty.Provides operational management of daily patient care services.Assesses, monitors, and evaluates systems for delivery of care.Assists in development of patient care standards of practice and personnel performance.Designs, 

executes, and delivers effective system of internal controls applicable and in compliance to laws, regulations, and internal policies and procedures.Facilitates teamwork through planned group processes, i.e. workshops, seminars, and staff 

meetings.Supervises nursing staff and/or other non-licensed medical or office support personnel.May provide direct patient care.Performs other duties as assigned. Knowledge, Skills & AbilitiesWorking ConditionsUT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

SUPV ONCOLOGY NURSING U1065 P41 $63,079.00 $105,932.00 $132,388.00 $5,256.58 $8,827.67 $11,032.33 $242.61 $407.43 $509.18 $30.33 $50.93 $63.65 E 1D Supervisor NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBSN required. Five (5) 

years general nursing to include one (1) year supervisory experience, licensure as Registered Nurse by Board of Nurse Examiners for State of Texas, and a current Basic Life Support (BLS) certification course accredited by the American Heart 

Association (AHA) or American Red Cross (ARC) are required. Oncology experience preferred.Job DutiesOversees and/or teaches others specialized knowledge and skills necessary to perform techniques and routines in area of specialty.Provides 

operational management of daily patient care services.Assesses, monitors, and evaluates systems for delivery of care.Assists in development of patient care standards of practice and personnel performance.Designs, executes, and delivers 

effective system of internal controls applicable and in compliance to laws, regulations, and internal policies and procedures.Facilitates teamwork through planned group processes, i.e. workshops, seminars, and staff meetings.Supervises 

nursing staff and/or other non-licensed medical or office support personnel.May provide direct patient care.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

SUPV OPHT PHOTOGRAPHER 8814 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree and six 

(6) years experience in ophthalmic photography; or Master's Degree and 2 years of ophthalmic photography experience and four(4) years of ophthalmic clinic experience. Certification (OCT/Angiography) through the American Society of 

Ophthalmic Photographers is required.Job Duties1. Manages the Ophthalmology Clinic Photography group.2. Maintains and ensures high level of customer service, including effective communications with staff, physicians, and patients. Directs 

and organizes operational and clinic processes. Executes effective system of internal controls to ensure processes are effective and efficient. Ensures adherence to policies and procedures. Recommends and/or implements changes as 

necessary.3. Mentors, coaches, and trains staff on photographer/angiography equipment and practices to achieve a high level of performance and standards of care. Sets and prioritizes tasks and responsibilities. Monitors work for accuracy. 

Ensures adequate staffing for procedures.4. Performs or coordinates photography for Department of Ophthalmology research protocols and fundus photography for new research projects in collaboration with other departments.5. 

Responsible for interviewing applicants, hiring, disciplinary actions, and termination of employees. Completes annual performance reviews, recommends merit increases, and completes performance appraisals.6. Ensures the photography 

group maintains adequate levels of supplies and equipment is maintained. Recommends types of equipment and supplies to purchase and stock.7. Reviews photography/angiography procedures with patients and follows up with them to 

answer questions, resolve any issues. Assists physicians with photography procedures. Works with community physicians to schedule procedures. Supervises coordination of photographic exhibits at conferences and meetings of 

ophthalmologists and ophthalmic photographers.8. Maintains patient satisfaction.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

SUPV OPHTHALMIC TECHNICAL STAFF 8162 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1D Supervisor ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School diploma 

with 5 years related supervisory experience in an ophthalmic medical office environment.  A minimum certification as Certified Ophthalmic Assistant (COA) is required by JACHPO. Job Duties  1.  Complete a weekly tech schedule and adjust 

accordingly based on provider changes; maintain an accurate schedule that changes considerably during the day.2.  Approve time off while maintaining adequate staffing levels; monitor appropriate staffing levels per physician and patient 

levels in advance.3.  Order and maintain supplies at appropriate PAR levels; order medication and monitor supplies for expiration dates.4.  Perform audits on staff skill sets as well as electronic medical records; medication entry and telephone 

return calls; must also perform audits on department equipment monthly.5.  Provides overall technical guidance and supports the ophthalmic tech staff in all sub specialties.6.  Assist technical staff in training on A/B scans, laser and visual 

fields.7.  Interview, train, coach and discipline accordingly for a staff of 21 Techs.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

SUPV ORTHOTIC/PROSTHETIC LAB 2699 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 1D Supervisor ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent and ten (10) years experience in Orthotics/Prosthetics or direct technical experience. Job Duties  1.Plans, directs, organizes and supervises the overall operational activities of the Orthotic/Prosthetic clinical and or 

laboratory operations.2.Place online orders to vendors and into PeopleSoft for patient required components and materials.3.Supervises graduate students and residents on aspects of prosthetic-orthotic fabrication procedures and 

techniques.4.Analyzes cost of goods and services for best purchase power and optimum margins for clinic and academic teaching needs.5.Performs analysis and interprets special studies on operations, costs or staffing requirements of the 

lab.6.Participates in the preparation of budget plans and man-hour reports and special projects.7.Assesses space utilization for optimal function and develop projects for redesign/renovations as needed.8.Prepare classrooms and academic 

laboratories for instruction.9.Assists and support faculty research.10.Directs and supervises clinical fabrication laboratory equipment maintenance and performs academic fabrication laboratory equipment maintenance.11.Fabricates 

specialized and emerging technology prostheses and orthoses, e.g. Carbon fiber orthoses.12.Communicates with university support services such as housekeeping, physical plant, accounting, etc.  **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



SUPV OUTPATIENT SURGERY ADMITTING A2145 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryExperience and EducationTwo to four (2-

4) years' experience in inpatient admitting, outpatient registration, patient scheduling, or hospital/business operations or one year as lead in same environment. Associate's degree or two years college in Business related field, can substitute 

college with a minimum of five years of healthcare/business management experience. Knowledge of EPIC system preferred. Required Certifications/Membership-within 1 year of promotion/hireCHAA - NAHAM NAHAM- Associate 

MembershipJob Duties1. Provides supervision, direction, development and guidance to staffing the roles of patient registration, cashier and scheduling; promotes professional growth, development and accountability in staff. Effectively 

delegates and appropriately holds staff accountable; maintains a pro-active approach with addressing/implementing changes impacting the various processes of the Hospital Access Services Department. Maintains an active role in selection, 

training, recognition, performance evaluations and disciplinary actions for department staff. 2. Supervises operations effectively; effective follow-through and follow-up; takes accountability; solves problems and implements solutions; 

integrates financial understanding into solutions; demonstrates technical proficiency. Acts with urgency to address issues and anticipates customer needs. Articulates views clearly and directly, listens attentively to others, communicates 

quickly issues affecting staff. Maintains department productivity and quality standards. Supports goals and objective; establish and implement policies and procedures for department operation. 3. Oversees department schedule, time and 

attendance issues; assuring staff coverage for all shifts. 4. Responsible for generating, distributing and maintaining relevant department reports to assist management with tracking of performance indicators. 5. Assures that quality assurance 

monitoring is conducted on data produced by department staff, assuring accuracy, thoroughness and compliance. Responsible to track, trend, edit reports for completeness and identify areas for continued performance improvement. 6. 

Conduct weekly meetings with staff to ensure communication is consistent and documented for staff who are out. 7. Actively participate in meetings as a representative for Hospital Access Services and provide feedback/follow-up as needed to 

all relevant parties. 8.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly 

maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.9. Performs other duties as 

assigned.                                   Knowledge, Skills & AbilitiesDevelops People - Values diversity; coaches people; develops future talent; delegates; effectively deals with employee problems.Leads Change - Takes initiative; shows adaptability, 

flexibility; thinks and plans strategically; articulates clear vision and goals; champions innovation.Drives for Results - Manages business operations effectively; effective follow-though and follow-up; takes accountability; solves problems and 

implements solutions; integrates financial understanding into solutions; demonstrates technical proficiency.Building Teams - Clarifies roles and responsibilities; includes all organization personnel into decision-making process; develops win-

win solutions; collaborates with colleagues and peers; builds coalitions and partnerships; manages conflict constructively.Focuses on Customer - Acts with urgency to address service issues; assesses and anticipates customer needs; demands 

highest level of service from self and staff; recovers quickly from service breakdowns and improves processes; ensures staff technical training and proficiency.Communicates - Works in collaborative manner with peers and other hospital 

departments, encourages candid exchange of ideas; articulates views clearly and directly; expresses facts clearly in writing; listens attentively to others; communicates a compelling vision to staff; communicates quickly issues affecting 

staff.Work requires the ability to spell with accurate data entry skillsWork requires strong interpersonal communication and documentation skillsWork requires a true "customer service" oriented work styleWork requires good general health 

and stress coping abilitiesWork requires the ability to speak and hear to allow discussions with patients, co-workers and the publicWork requires proficient computers skills including MS Word, Excel and typing a minimum of 35 wpmWorking 

ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Light lifting (requires lifting 20 lbs. with frequent carrying of up to 20 lbs.) Possess near vision acuity for 

accurate reading on computer screens.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT¿Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

SUPV PARKING FACILITIES 6346 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 1D Supervisor CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School 

graduation or GED and three (3) years related parking security experience with two (2) years extensive public interaction. Must possess valid Texas driver's license. Job Duties  1.Provide direct oversight of all Parking Enforcement operations. 

Ensure proper citation enforcement guidelines are followed. Provide guidance to staff to ensure consistency.2.Coordinate the repair, replacement and upgrade of all parking access and revenue control equipment. Initiate service calls based 

upon existing service contracts and track progress to ensure all contractual obligations are met. Confirm that all preventive maintenance plans are completed per service contracts.3.Maintain inventory of all parking consumables and order as 

needed.4.Coordinate event parking on campus. Ensure spaces are reserved per the request of the Office of the President, and maintain officer presence at specified times. Partner with UT Police to coordinate assistance with reserving parking 

spaces prior to an event.5.Coordinate the design, production and installation of all parking facility signage. Initiate requests with Facilities Management to repair or replace existing signage.6.Coordinate the installation, training and 

maintenance of all parking enforcement systems. Coordinate updates and upgrades to existing LPR, and cell-phone enabled T2 system.7.Attend monthly Parking Citation Appeals Committee hearing and provide results to parking enforcement 

officers. Maintain specified citation upheld rate of 75%.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV PAS INTAKE U2144 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1D Supervisor ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Two (2) years 

college with proven clinical background/experience, knowledge of scheduling/patient registration and office procedures in medical or hospital office setting, and proven leadership/ supervisory experience. Two (2) to three (3) years hospital 

scheduling/admitting experience preferred.  Job Duties  Plans, organizes, assigns, reviews, and evaluates work of scheduling/pre-reg staff.  Provides direction, development, and guidance to staff. Addresses/implements changes that impact 

various processes within Patient Access Department. Provides on-going training; motivates staff to achieve goals and objectives.  Keeps staff informed of changes in provisions and requirements for governmental, managed care programs, and 

hospital information resource systems.  Assists manager with daily operation and department staffing schedule, ensuring coverage for all shifts.Coordinates with ancillary departments to achieve efficient patient care delivery system as it 

interfaces with scheduling/pre-reg function.      Schedules all applicable patient care procedures accurately as to procedure type, exam, area, physician referral, location, and time of procedure; balances exams with patient/customer time 

requests and provider availability.     Interviews patient and/or physician's office staff to obtain medical history and patient demographic information.  Idenfities and obtains essential information related to intake, verification, and pre-

certification on all applicable patient accounts with 98% accuracy rate. Revises information in computer system as needed. Documents pertinent information and efforts in computer system based upon department documentation standards.  

Maintains department productivity standards. Participates in development of recommendations for workflow, programs, and/or procedures affecting revenue management.       Assists manager in timely/accurate preparation of weekly and 

monthly statistical reports to assist in revenue forecasting.       Demonstrates on-going competency skills, including age-specific competencies, above-level problem solving skills, and decision-making abilities.  Communicates with all levels of 

associates, management, and physicians.     Resolves problems and/or or answers questions regarding patient appointments and registration.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV PATIENT FINANCIAL SERVICES U2205 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 1D Supervisor INSR HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  1. B.S. or Five years 

or more hospital collection experience.2. Seven years or more hospital/medical office experience with 2 years supervisory/leadership experience.3. Knowledge of health care revenue cycle, versed in manage care contract interpretation. 

Effective oral and written skills. Evaluating and document employee performance.  Advanced knowledge of A/R and managed care payer contracts.  Advanced knowledge of healthcare A/R, collections, insurance, pre-authorizations, pre-

registration, registration, financial counseling, and appeals - Advanced understanding of Compliance Guidelines. Knowledge of healthcare reimbursement methodologies - Advanced knowledge of the hospital based operations related to the 

revenue cycle including Health Information Management, Patient Access, Clinical Quality/case Management, Management Information Systems, Accounting and Finance - Excellent written and verbal communication and interpersonal skills Job 

Duties  1. Demonstrate continuous performance improvement in targeted areas of responsibility in alignment with the overall annual Hospital performance improvement targets. Supervise all operational and financial processes for PFS, as 

designated from the manager.  Ability to create basic spreadsheets and pivot tables in Excel. Provide deductive reasoning and rational thinking skills and have sharp analytical skills to address complex issues relating to managed care contracts, 

state and federal agency contracts, funding programs and budgetary constraints.2. Ability to prioritize work demands to meet or exceed financial goals and objectives of the department.  This includes monitoring quality and quantity of work, 

performing Quality Reviews (QA's).3. Demonstrate ability to hire and lead a cohesive team to optimal results. This includes the the ability to mentor, postively motivate, teach and instruct in a manner that others can comprehend and retain 

information4. Provides feedback and training to the staff in an effort to continue success by evaluating and documenting employee performance and providing counseling corrective action, and training when needed, as well as recognizing 

satisfactory and superior performance.5. Provides input to identify quality and process improvement opportunities with the hospital Revenue Cycle. Utilizes system tools and department resources to achieve production and quality targets for 

resolution of patient accounts.6. Works effectively within the department and with peers in the organization professionally to identify payer contracting/reimbursement issues. Assist in performing analysis to determine root causes (payer or 

hospital), for payment variance issues and resolution.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV PATIENT REFERRALS 1977 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 1D Supervisor CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

provide complex operational support for, and supervision of, patient referral services.Experience and EducationHigh School Diploma or equivalent and six (6) years of customer service experience with at least one year of healthcare industry or 

contact center experience required. Bachelor's Degree and 2 years of experience preferred.Job DutiesSupervises staff to achieve institutional determined customer service standards to all internal and external customers. Inspiring commitment 

and team building to motivate staff on the service goals of UT Southwestern. Interacts with all staff by monitoring and offering assistance and praise in relationship to customer service. Cultivates an environment for the elimination of repeat 

errors. Counsels and coaches as needed to maintain service levels.Supervises the accuracy of referrals, monitors real time phone interactions and recorded calls to determine that service standards are being met. Identifies coaching 

opportunities and works in collaboration with the Patient Referral Manager to address performance issues and makes recommendations regarding disciplinary actions for staff. Conducts regular coaching meetings with Patient Referral 

Coordinators.Coordinates the training of Patient Referral Coordinators, ensuring adherence to new hire training standards, maintains a training program and supervises the training of new staff. Acts as a preceptor to new staff, devises 

individualized training programs for new and existing staff to ensure that every Patient Referral Coordinator has the tools needed to be successful.Oversees adherence to performance improvement projects. Prepares quality assurance 

auditing.Liaison between Referral center and internal/external customers to facilitate an efficient flow of information in both directions and resolves issues as they occur. Responds to customer service concerns in a timely, appropriate 

manner.Performs Patient Referral Coordinator duties as needed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWorks requires good organizational skills.Works requires knowledge of computers, office equipment, and other 

administrative tasks.Work requires data entry skills.Work requires excellent telephone etiquette.Work requires ability to work with confidential information on a daily basis.Ability to provide "customer service focus."Interpersonal and 

teamwork skills to contribute to objectives of organization.Adaptability/flexibility to react positively to changes in work environment.Initiative to improve productivity and quality of work.Ability to plan and organize work in a logical and 

efficient manner.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or 

his/her designee.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity 

employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, 

citizenship status, or veteran status.

SUPV PATIENT TRANSPORT TRAINING U5480 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 1D Supervisor PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under general supervision to the 

Manager of Transport to facilitate departmental needs, assessment and designs training programs that align with departmental learning objectives, using adult learning principles and best practices. Knowledge of patient safety, basic 

transportation equipment, infection control processes, clerical skills, excellent telephone etiquette, and good communication and organizational skills.MINIMUM QUALIFICATIONSMinimum Education and Experience:High school graduation or 

GED required. Some College preferred. Two (2) years of supervisory experience required. . Minimum of two (2) years' experience with patient transportation, equipment maintenance or other patient care related activities required.Minimum 

License and Certificates Required:Basic Life Support (BLS), course accredited by the American Heart Association (AHA) or American Red Cross (ARC) is required by the first day of employment.  ESSENTIAL FUNCTIONSJob Duties: Maintains 

friendly, efficient service attitude towards all staff, colleagues and patients.Produce training materials and individual learning plans for Lead Patient Transporters & Patient Transporters. Amends and revises programs as necessary, in order to 

adapt to changes occurring in the work environment.Conducts departmental orientation sessions for all new Patient Transport employees, provides performance feedback and ensures that all new employees have the skills and training needed 

to perform their job.Works with department Manager to solve specific training problems, conducts training appraisals at regular intervals. Directs and supervises the delivery of training and development programs. Maintains training records. 

Builds solid working relationships with all Patient Transporters, Lead Patient Transporters and all Supervisors. Responsible for coaching, counseling, and formal discipline of Patient Transporters and Lead Patient Transporters as it relates to 

training.Identifies and resolves problems in a timely manner, displays willingness to make decisions, exhibits sound and accurate judgment, uses discretion to make decisions or seeks advice from Manager.Demonstrates attention to detail, 

demonstrates accuracy and thoroughness, follows policies and procedures, responds to management direction and arrives to work, meetings and appointments on time. Communicates changes effectively, prepares and supports those affected 

by change, monitors transition and evaluates results and applies feedback to improve performance.Functions in all Patient Transport locations, rotates with leadership staff to provide weekend and holiday coverage or at any time if 

needed.Must be able to work as a Transporter on the floor if needed. Maintains patient confidentiality in accordance with UTSW and departmental policy. Participates in Monthly Meetings and/or educational activities.Performs other duties as 

assigned.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Requires standing, walking for long period of time and must be able to lift, push, and pull heavy equipment.Requires walking, bending, 

pushing, stooping and lifting objects up to 50 pounds.Please Note: You may be required to transport Covid-19 suspected and/or positive patients. You will be provided with appropriate Personal Protective Equipment (PPE). The required PPE 

will involve a Fit Test. Proper fitting may necessitate trimming or shaving facial hair because beard growth or facial hair prevents a necessary seal between the respirator and the face.Any qualifications to be considered as equivalents in lieu of 

stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender 

identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

SUPV PAYMENT APPLICATIONS 7020 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 1D Supervisor INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  1.  Bachelor's degree 

in Business Administration, Health Care Administration, Accounting, or other related field and four years progressively responsible experience in billing, posting, and collection of patient accounts, and two years of direct supervisory experience.   

Clinical experience is helpful.  OR 2.  Associate's degree or two years of college including at least 12 semester hours in Business Administration, Health Care Administration, Accounting, or other related field and six years progressively 

responsible experience as stated above.  OR  3.  High School graduation or GED and eight years progressively responsible experience as stated.     Job Duties  Exercises responsibility for establishing, reviewing, and revising internal accounting 

controls/procedures, clerical operations, and workflow to achieve maximum efficiency and personnel utilization.     Provides direct supervision to a staff of payment investigators of a lower grade. This includes assigning work priorities and 

maintaining performance standards by counseling employees, performing performance appraisals and providing required training.     Ensures that all collections are properly applied and accounted for within departmental guidelines, goals, 

and/or generally accepted accounting practices.      Advises management personnel relative to planning and revising department budgets to ensure that all monies are expended correctly and that no financial difficulties occur as the result of 

inadequate planning or under estimates of projected expenses.     Prepares and/or supervises the preparation of various financial reports.       Reviews current accounting, reporting, batch balancing and posting procedures, and recommends 

more effective or efficient procedures.      Reviews the posting of entries to such ledgers as general, subsidiary, accounts payable, and accounts receivable.  Examines postings in ledgers and journals for accuracy and compliance with prescribed 

accounting procedures. Recommends and implements both production and quality performance standards.    Assists with quality control testing and reporting.        Backs up manager and employees as required during vacations, sickness, 

transitions or other absences.       Periodically makes special studies relating to some phase of financial management, and prepares reports of such studies, including recommendations as to possible actions to be taken.      Performs other 

related duties as required.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV PHARMACY TECHNICIAN U5608 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 1D Supervisor ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School or 

equivalent, Pharmacy Technician Certification Board (PTCB), 3 -5 yrs. of hospital experience with 2 yrs. of supervisory experience. Texas State Board Pharmacy (TSBP) registration. Current Basic Life Support (BLS) certification, course accredited 

by the American Heart Association (AHA) or American Red Cross (ARC). Sterile compounding (IV) certification accredited by ACPE.Job DutiesCoordinates technician education, scheduling, training, orientation, and performance evaluations. 

Makes recommendations regarding hiring and termination of employees.Monitors daily technician activities, training, priorities, staffing and workloads, adjusting schedules according to departmental needs. Contributes ideas & identifies 

opportunities for process improvements to better deliver prompt and safe patient care..Coordinates daily workflow, provides leadership to other technicians, and maintains competency in multiple areas.Encourages candid exchange of ideas; 

articulates views clearly and directly; expresses facts clearly in writing; listens attentively to others; communicates a compelling vision to staff; communicates quickly issues affecting staff.Provides constructive feedback to pharmacy 

technicians as needed.Mentors staff in good decision making skills, problem identification, and resolution processes. Promotes staff ownership of the work environment encouraging process improvement actions.Employee development to 

include coaching and counseling.Actively enhances personal growth and development by participating in educational programs, in-services and meetings. Actively participates in new employee orientation and training.Takes initiative; shows 

adaptability, flexibility; thinks and plans strategically; articulates clear vision and goals; champions innovation.Meets or exceeds financial goals and objectives of the department.Actively promotes pharmacy services. Assists with coordination 

of organizational and patient care initiatives.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

SUPV PROGRAMMING APPLICATIONS 9324 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1D Supervisor TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation supplemented by successful completion of vocational training in computer programming and eight (8) years experience in computer operation and/or programming, including at least one (1) year as Programmer Analyst III or 

equivalent.   Job Duties  Defines and analyzes business and/or scientific problems of most complex types which requires programming expertise for their solution.      Coordinates user personnel and other computer professionals in analyzing 

and defining such problems for computer solutions.       Designs and supervises design of computer system to accomplish solution of each problem, integrating computer capabilities with user requirements.      Approves selection or 

modification of programs or program systems, including structure of restructure of data formats.       Estimates resources required for project and planning purposes; schedules computer hardware to provide more economical use of existing 

equipment.      Directs implementation of systems or job streams.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

SUPV PROVIDER ENROLLMENT 7056 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Hospital Administration or related field and six (6) years progressively responsible experience in a health care field, including at least one year in a lead or supervisory role. Will consider additional years experience in 

lieu of education. Job Duties  1.Supervises the day to day operations of Provider Enrollment Team which is responsible for enrolling all billing groups, Labs and individual health care providers employed at  UT Southwestern Medical Center into 

government programs, and such other enrollment projects as may be required.2.Maintains designated Cactus and Access database fields which includes reviewing and monitoring all data requests submitted to unit and the approval of all 

special requests.3.Interacts with all clinical departments, affiliated hospitals, billing operations, and state and federal regulatory agencies to research and resolve escalated issues related to the EPIC PB billing system, provider enrollment or 

process.4.Conduct complex clinical provider enrollment audits to determine whether appropriate standards, and/or prescribed unit policies have been met.5.Recommends and Implements policies and procedures/process improvement 

changes.6.Oversees provider enrollment regulatory compliance; and, ensures quality control and enrollment standards are met and/or verified.7.Human Resources activities for direct reports in regards to: training, professional development, 

mentoring, counseling, performance evaluations and Kronos employee time keeping.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

SUPV REGIONAL GUEST & PATIENT SERVICES OPERATIONS 2040 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 E 1D Supervisor CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryAs a Regional Guest & Patient Services 

Operations Supervisor, this position promotes UT Southwestern Medical Center as the preferred destination for excellent patient care, outcomes, safety, and service. Experience and EducationHigh school graduation or GED and (two) 2 years 

related supervisory experience required. Incumbent must obtain CPR certification within 90 days of employment. CPR certification must be current for duration of employment within department.Job DutiesOn site supervision of day-to-day 

operations of the Guest & Patient Services departmental functions at all regional sites around the DFW metroplex. Directly supervises Lead Patient Services Representatives. Inspiring commitment and team building to motivate staff on the 

service goals of the Ut Southwestern hospitals and clinics.Assesses workflow at clinical buildings and two hospitals and rotates staff as necessary to ensure adequate staffing at each site. Assists Guest & Patient Services Manager and other 

departments to ensure successful business operations.Completes and coordinates projects and reports which require use of computer software applications. Conducts performance evaluations, recommends disciplinary actions, and assists 

with departmental hiring. Makes recommendations for changes to policy and procedures. Builds solid working relationships with all Guest Services employees.Responsible for coaching, counseling and formal discipline of Patient Service 

Representatives and Lead Patient Services Representatives. Identifies and resolves problems in a timely manner, displays willingness to make decisions, exhibits sound and accurate judgment, uses discretion to make decisions or seeks advice 

from Manager.Demonstrates attention to detail, demonstrates accuracy and thoroughness, follows policies and procedures, responds to management direction, and arrives to work, meetings and appointments on time. Communicates 

changes effectively, prepares and supports those affected by change, monitors transition and evaluates results and relays feedback to Manager to improve performance.Duties performed may include one or more of the following core 

functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human subject research participants. Functions in all Guest Services locations, rotates with supervisory and leadership staff to provide 

weekend and holiday coverage or at any time as needed.Maintain patient confidentiality in accordance with University and departmental policy.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires strong leadership 

skills to manage staff.Work requires good communication, organizational, reading and writing skills.Work requires a genuine interest in people and customer service. Work requires familiarity with Microsoft applications.Work requires ability 

to use electronic devices (i.e. tablets).Work requires ability to work with confidential information on daily basis.Work requires to be punctual and reliable with attendance. Work requires ability to communicate effectively and successfully 

manage multiple tasksWork requires adaptability/flexibility to react positively to changes in work environment.Work requires the ability to plan and organize work in logical and efficient manner.Working ConditionsWork is performed in a 

clinical setting.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT Southwestern Medical Center is committed 

to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

SUPV REIMBURSEMENT 1946 N 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 1D Supervisor INSR UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or GED, seven (7) years experience in physician practice plan, healthcare, or medical insurance environment to include two (2) years supervisory experience, and previous exposure to hospital or physician billing are required.  Certified as 

Certified Professional Coder (CPC), Certified Coding Specialist (CCS), Advanced Records Technician (ART), or Registered Records Administrator (RRA) preferred.    Job Duties  Provides assistance and training to staff on coding,_compliance and 

billing issues.       Acquires and maintains thorough knowledge of federal and state legislative and administrative action affecting physician reimbursement; disseminates acquired knowledge to faculty and staff.     Serves as a backup to Revenue 

Cycle Manager on Edit Admin. Committee to approve and advise edit requests for university.       Maintains coding edits for division to ensure accuracy and compliance.       Supervises daily operation of departmental billing activities.        

Analyzes all departmental monthly denial reports; reviews for proper coding, unbundling, concurrent care, modifiers and compliance to ensure maximum reimbursement.      Performs other duties as assigned.          **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



SUPV RESPIRATORY THERAPY U5389 P25 $54,014.00 $76,677.00 $100,921.00 $4,501.17 $6,389.75 $8,410.08 $207.75 $294.91 $388.16 $25.97 $36.86 $48.52 N 1D Supervisor ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARY The Respiratory Therapy Supervisor 

supervises, organizes, and coordinates the clinical and technical aspects of services rendered to ensure the delivery of quality respiratory treatments. Specific duties may include coaching staff members about appropriate procedures and 

policies, performing therapeutic procedures, blood gas analysis, troubleshooting and maintaining equipment. The Respiratory Therapy Supervisor is responsible for the administration of oxygen, therapeutic gas and respiratory medications to 

patients in accordance with physician orders. Develops, implements and controls the provision of therapeutic patient care services. Additionally, the Respiratory Therapy Supervisor has thorough knowledge of the functional area under 

supervision. Ensures all policies and procedures are followed according to the facility and department. MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEThree (3) years' recent critical care experience as an RRT. One (1) year of recent 

Neonatal Intensive Care experience preferred.A.A.S. Graduate of accredited program in respiratory care. Bachelor Degree preferred; Either BSRT or in a related Healthcare field.Licensedas Respiratory Care Practitioner (RCP) by the Texas Medical 

Board (TMB) Registered Respiratory Therapist (RRT) by the National Board for Respiratory Care (NBRC) Basic Life Support (BLS) by the American Heart Association (AHA) or the American Red Cross (ARC)Current Neonatal Resuscitation Program 

(NRP) certification, course accredited by American Academy Pediatrics (AAP)Two (2) years of demonstrated leadership experience and/or advanced degree achievement such as an MBA.ESSENTIAL FUNCTIONSAdheres and facilitates adherence 

by other personnel to all policies and procedures, AARC Clinical Practice Guidelines, Code of Ethics and nationally recognized standards of practice. Support clinical, operational and facility services, coordinating operations and personnel 

activities to meet Respiratory Therapy Services, Hospital and Health System objectives. Creates staffing assignments as established with Respiratory Therapy Services guidelines in order to meet productivity targets as appropriate. Revise 

assignments during the shift and makes changes as necessary to meet the specific needs of the patients on a shift by shift basis. Assures financial stewardship. Coordinates staffing with other areas within the UTSW Medical Center and Zale 

Lipshy Pavilion. Makes ongoing changes to staffing as determined by fluctuations in census and patient acuity, to assure safe delivery of care.Organizes Respiratory Therapy Services operations and systems delivering services in a manner that 

meets or exceeds regulatory requirements, demonstrating sound judgment while serving as the administrative and operational resource.Role models pro-active and self-sufficiency in effective problem solving by collaborating with staff to 

ensure effective resolution of identified issues during the shift. Intervenes and problem solves for inter-/intra-departmental issues, facilitating interdepartmental communication, negotiation and decision-making. Utilizes chain of command for 

unresolved or escalating issues as needed. Advocates for patients and staff to provide for safe delivery of care and/or a safe environment of care.Coordinates personal self-scheduling to maintain appropriate coverage for department needs. 

Demonstrates scheduling flexibility and willingly provides coverage during shifts when staffing crisis/shortage occurs. Maintains direct care clinical competency. Actively participates in routine and special staff meetings, special projects and the 

development, implementation and evaluation of performance improvement activities. Communicates data and solicits input from staff regarding performance and quality improvement including patient safety and infection control.Assists with 

responsibility for inventory control of equipment and supplies to ensure safe and effective patient care. Solicits staff input regarding equipment and supply needs for the unit. Performs other duties as assigned.KNOWLEDGE, SKILLS, & 

ABILITIESWork requires good organizational, reading and writing skills.Work requires basic Computer knowledgeWork requires strong clinical skills with ICU and ventilation management experienceOne year previous supervisory, charge or 

relevant therapist experience.WORKING CONDITIONSConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients. Pass pre-employment physical 

exam including color blind testing.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive 

and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, 

genetic information, citizenship status, or veteran status.

SUPV SHARED SERVICES ADMINISTRATION 9145 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general supervision to 

initiate all software contracts for the Information Resources (IR) department and is responsible for compiling and populating the required documents before working with the Sourcing & Contracting team responsible for contract 

negotiation.Experience and EducationHigh school diploma or equivalent and seven (7) years administrative purchasing, contract, or related experience with 2 years minimum supervisory or lead experience. Bachelor's degree preferred. 

Knowledgeable in procurement and contract processes. Experience working with generally accepted accounting principles and accounting software a plus.Job DutiesCoordinates and supervises work of administrative and clerical staff in support 

of Information Resources (IR). Serves as the primary liaison/administrator for IR's annual software, hardware, telecom, and network services renewals, working closely with IR leadership, Sourcing & Contracting, Purchasing, and Accounts 

Payable (AP) departments as well as numerous external vendors.Responsible for accurate and timely submission of all IR maintenance/service/support purchase requisitions to ensure accurate financial reporting and uninterrupted 

service/support for critical academic, administrative, and clinical equipment and software.Coordinates work of assigned personnel engaged in ongoing service tasks and maintenance renewal tasks, ensuring optimal productivity and proper 

workload distribution across assigned personnel.Coordinates team interactions with Sourcing & Contracting, Purchasing, and AP teams to resolve problems regarding requisitions, purchase orders, contracts, and invoice payments. Develops 

strategies to manage and improve departmental effectiveness in processing critical software and hardware maintenance renewals.Ensures all maintenance and telecom renewals are accurate, timely, and adhere to UTSW policies and 

procedures.Resolves problems related to IR renewals, ensuring accuracy and completeness of information needed to facilitate software/hardware equipment maintenance/warranty service. Works with vendors by phone and email to ensure 

timely receipt of all needed information.Works with IR Leadership and staff to facilitate appropriate approvals and other documentation required for annual maintenance renewals.Manages and recommends the implementation of policies and 

procedures for IR renewal processes to ensure they are consistent, effective, efficient, scalable, and customer oriented.Develops strategies to manage and improve departmental effectiveness in processing critical IR software and hardware 

maintenance renewals.Prepares and processes all IR-related journal entries including monthly service revenue billing, distributed billing, and interdepartmental payments to IR.Assists in preparation of annual IR maintenance budget for 

approval by department management, including tracking annual renewal expenses and associated timelines. Monitors monthly financial reports to ensure spending is tracking with budget appropriately. Provides feedback on variances to 

budgeted maintenance spending.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise considerable judgment in interpretation of policy and application.Problem solving, financial analysis, decision-

making, conflict resolution Work requires ability to supervise others.Work requires technological skill, including Microsoft Excel, Microsoft Word, and accounting/ERP software. Work requires strong verbal and written communication.Working 

ConditionsWork is performed primarily in a general office environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, 

genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SUPV SOCIAL WORK 1510 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Master's degree 

from approved school of Social Work, Sociology, Psychology, or related field and five (5) years of experience in medical and/or psychiatric social case work to include at least one (1) year as Social Worker II or equivalent. Licensure as LMSW, 

LPC, or LCDC.  Job Duties  Functions as line supervisor to plan, coordinate, and supervise work of professional and paraprofessional social workers of lower grade.      Makes work assignments; reviews work for professional quality, 

completeness, and adherence to established policies. Provides guidance to subordinates in resolution of work problems.      Establishes procedures for, and supervises preparation of case histories, clinic charts, and other various reports and 

records. Ensures maintenance of high professional standards.      Conducts and participates in staff conferences and meetings.        Functions as staff supervisor to serve as advisor or consultant to director of project in development of goals and 

objectives of overall social work program for implementation by social work personnel assigned to health teams. Develops and conducts in-service training programs for social work personnel.    Establishes and maintains effective relationships 

with community service organizations. Advises health team social work personnel with respect to resolution of unusual or complex work problems.      Interprets psycho-social and environmental factors of individual cases to health team 

medical personnel.       Develops recruitment standards, interviews social work applicants, and recommends employment of best qualified applicants.       Performs other duties as assigned.          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV SOCIAL WORK U1510 T21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationMaster's degree from 

approved school of Social Work and five (5) years of experience in medical social case work. Current Licensure as LMSW, LCSWJob DutiesFunctions as supervisor to plan, coordinate, and supervise work of professionalsocial workers and support 

staff, as indicated.Makes work assignments; reviews work for professional quality, completeness, and adherence to established policies. Provides guidance to subordinates in resolution of work problems.Establishes procedures for, and 

supervises preparation of case histories, social work consults, discharge planning evaluations, and other various reports and records. Ensures maintenance of high professional standards.Conducts and participates in staff conferences and 

meetings.Functions as staff supervisor to serve as advisor or consultant to director/manager of project in development of goals and objectives of overall social work program for implementation by social work personnel assigned to health 

teams. Develops and conducts in-service training programs for social work personnel.Establishes and maintains effective relationships with community social service organizations. Advises health team social work personnel with respect to 

resolution of unusual or complex work problems.Develops recruitment standards, interviews socal work applicants, and recommends employment of best qualified applicants.Conducts and participates in social worker performance evaluations 

and provides feedback on performance periodically.Acts in the absence of manager or director, as indicated.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

SUPV SOFTWARE SYSTEMS 9365 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 1D Supervisor TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation supplemented by successful completion of vocational training in computer programming and eight (8) years computer operation and programming experience, including at least one (1) year as Software Systems Specialist III or 

equivalent.   Job Duties  Serves as technical expert for operating environment in traditional areas of system programming and involvement in systems planning.      Exercises overall responsibility for technical aspects of software systems 

programming, perfomance training, and capacity planning.      Assesses relationships of two or more separate systems, ensuring that back-up capabilities are feasible at level agreed upon.       Conducts studies for projected enhancements in 

hardware and software and presents recommendations to management. Directs systems software personnel of lower grade.      Participates in formulation and implementation of installation standards and procedures.       Presents technical 

briefings.        Attends professional conferences.        Serves as Manager, Software Systems Programming in latter's absence.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV SOFTWARE SYSTEMS PART TIME NON EX 9365PN Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 N 1D Supervisor TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school graduation 

supplemented by successful completion of vocational training in computer programming and eight (8) years computer operation and programming experience, including at least one (1) year as Software Systems Specialist III or equivalent. Job 

DutiesServes as technical expert for operating environment in traditional areas of system programming and involvement in systems planning.Exercises overall responsibility for technical aspects of software systems programming, perfomance 

training, and capacity planning.Assesses relationships of two or more separate systems, ensuring that back-up capabilities are feasible at level agreed upon.Conducts studies for projected enhancements in hardware and software and presents 

recommendations to management. Directs systems software personnel of lower grade.Participates in formulation and implementation of installation standards and procedures.Presents technical briefings.Attends professional 

conferences.Serves as Manager, Software Systems Programming in latter's absence.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

SUPV STANDARDIZED PATIENT PROGRAM 1570 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor degree in 

Business Administration, Health Care Administration, Education/Social Science, or related field, and five (5) years experience in appropriate field which includes two (2) years in supervisory capacity are required. Job Duties  1.Manages and 

administers all day-to-day operations of the Standardized Patient Program.2.Interviews, hires, manages and mentors standardized patients.3.Implements and supervises training and quality assurance session for all standardized patients (SP) 

who participate in teaching clinics and Objective Structured Clinical Examinations (OSCEs).  Ensure the SPs are knowledgeable and realistic in their participation in the OSCE exam.4.Supervises the scheduling of all standardized patients to ensure 

adequate staffing for all activities.5.Manages the standardized patient work hours and bills departments and outside clients accordingly.6.Develops annual budget for standardized patients proposed projects.7.Maintains, updates and secures 

all personnel information of standardized patient including confidential information.8.Provides quarterly evaluations and coaching for all standardized patients.9.Assists in the administration, prep, quality assurance and grading of all data 

from OSCEs.10.Participates in management meetings with other divisions of the Office of Medical Education, and attends professional development activities as opportunities exist.11.Assist in the revision of all cases, evaluation tools and 

training materials for all OSCE activities.12.Designs and teaches classes on the standardized patient info, effective feedback and teamwork.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to 

an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the 

basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the 

basis of sexual orientation, gender identity, or gender expression.

SUPV STORES 6442 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 1D Supervisor CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or vocational school and six (6) years store keeping or related experience, including two (2) years as Storekeeper or equivalent.   Must have Accredited Purchasing Practitioner Certification (A.P.P.), Certified Purchasing Manager 

Certification (C.P.M.), Certified Public Purchasing Buyer Certification (C.P.P.B.), Certified Public Purchasing Officer Certification (C.P.P.O.), or Certified Texas Purchaser Certification (C.T.P.). If not already certified, must obtain certification as 

outlined above within eighteen (18) months of employment.     Job Duties  Plans, ccordinates, and directs operations of central stores and supply systems, including establishment of store keeping policies practices, and procedures applicable 

to receipt, inspection, storage. Determines items to be added to or deleted from general stores (e.g., office supplies, chemicals, laboratory supplies, uniforms, etc.).   Initiates and/or approves issuance of purchase orders for general store stock 

items, obtains three bids on local purchases or checks for automated or non-automated purchase under state contracts. Periodically reviews all Board of Control purchase orders (i.e. items having $200 dollar value or more) to determine their 

status, and follows up with annual profit and loss statements relative to general stores and supply system operations.  Solicits departments' business by telephone and personal contacts, and informs departments of additions to, or deletions 

from, stock items kept in inventory.      Prepares annual budget recommendations for general stores and supply system, and periodically analyzes approved budget to ensure adherence thereto.      Plans, coordinates, and oversees taking of 

annual inventory of general stores stock items.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

SUPV SURGERY SCHEDULERS 2111 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 1D Supervisor CLIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent with seven (7) years of experience working in a medical office environment required; prefer at least two (2) years experience in surgery scheduling.  Previous supervisory experience and/or operating room scheduling experience 

preferred. Job Duties  1.  Manages surgery schedulers in a department or clinic including, but not limited to, handling problems, issues, and questions as they arise.2.  Manages "internal release" of block time for a department or clinic 

according to prescribed schedule.  Ensures releases are happening and time is being used.  Maintains Standby list.3.  Maintains and monitors surgical block time to keep utilization at a high standard; advises surgeon of unused time and 

releases the unused time to prevent loss of department's/clinic's surgical block time.4.  Assists with accuracy of posting cases, ensuring the correct procedure and time are posted.5.  Duties performed may include one or more of the following 

core functions:  (a) Directly interacting with or caring for patients; (b) Directly interacting with or caring for human-subjects research participants; (c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including 

patient financial records); or (d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

SUPV TECH IMAGING SERVICES U5404 RA5 $63,794.00 $94,526.00 $125,259.00 $5,316.17 $7,877.17 $10,438.25 $245.36 $363.56 $481.77 $30.67 $45.45 $60.22 N 1D Supervisor CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationAssociate Degree in 

Radiology or related field (Bachelor Degree preferred). Five (5) years of experience in medical imaging preferred. Three (3) years of experience in a leadership role preferred. BLS accredited by the American Heart Association for Healthcare (AHA) 

or American Red Cross (ARC) required. Vocation specialty registered licensure as applicable; ARRT, TMB Medical Radiologic Technologist, ARDMS, or CNMT For Nuclear Medicine modality candidates, five (5) years of experience in Nuclear, 

Molecular, and Computed Tomography imaging strongly preferred.Job DutiesDemonstrates conscious effort to be good stewards of hospital resources to ensure UTSW financial goals are met. Provide quotes from vendors for operational 

and/or capital budgets. Ensures proper billing and coding of modality specific exams through charge reconciliations and order/CPT code deep dive reviews. Attends departmental and modality specific meetings. Secures required regulatory 

licensure for equipment (e.g., ACR, ICAVL, etc.). Actively participates in all hospital regulatory compliance duties and audits. Provides/creates competency on advanced equipment training for technologists. Coordinates continuity of patient 

care to the varying locations. Provides escalation and add on assistance with scheduling modality exams. Coordinates with imaging leadership for staff scheduling, coverage, and payroll accuracy. Provides technical input for employee 

evaluations, appraisals, and course corrective actions. Input provided for new hires, promotion, discipline and other administrative tasks for technologists. Establishes employee exam competency standards and assists in 180 day competency 

assessments. Teaches at new hire orientation. Teaches/oversees student and resident rotations in modality as applicable. Provides education and training to technologists in the utilization of new equipment features or techniques. Oversees 

training and development of technologists by providing guidance and direction relative to technical performance (readily available to travel to all facilities as needed).Implements clinical protocols and establishes back up mechanisms on 

equipment to ensure continuity at all sites. Acts as a liaison between technologists and radiologists for technical inquiries and resolves primordials with follow up email to the technologists and leadership for trends. Assists leadership with 

staff compliance for clinical and operational protocols, policies, and procedures. Provides timely access to equipment, supplies, and logistical support to the Bio Medical and Physicists departments. Functions as a technical leader/expert in 

appropriate modality. Facilitates regular in-service training. Assists with the implementation of new programs related to modality (software, research, educational).Troubleshoots exam exceptions in PACS and Epic. Available for assistance 

during scheduled downtime procedures. Works with imaging department process improvement projects.Demonstrates general working knowledge of all imaging equipment within modality. Assists the physicians/committees/staff with 

building and maintaining protocols and insuring recorded outputs (radiation doses, etc.) per state/federal regulations.Maintains continuity of protocols on modality machines across campus.Secures and maintains modality accreditation by 

working with physicists, radiologists, and management as neededFunctions as liaison between regulatory inspectors and management during annual inspections. Investigates and addresses radiation doses (as applicable) utilizing dose 

recording software.Responsible for the oversight of the preparation, maintenance, and accuracy of accreditation reports, database records, and logs.Facilitates/follow-up with repairs and maintenance as needed on equipment and 

supplies.Monitors and ensures QC/QA compliance with all relevant laws, state and federal regulations, licensing and accreditation requirements, hospital and departmental standards for safety, infection control and equipment 

performance.Systematically reviews technologists' studies and coordinates additional training to maintain quality.Coordinates new equipment demos during the equipment selection and purchasing process.Provides input for outcomes and 

event reports.**Other Duties: Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to exercise modality expertise in applications, procedures, protocols, and training.Work requires ability to recognize 

artifacts/unusual or special problems unrelated to normal scanning routines. Work requires ability to respond to and interact with all stakeholders with the PACT standards.Work requires ability to devise creative alternatives and suggestions 

to workflow constraints.Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume facility.Work requires ability to build high functioning teams that work in tandem within interdepartmental 

modalities. Working ConditionsWork is performed primarily in a hospital or hospital clinic environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV TECHNICAL SUPPORT 9267 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 1D Supervisor TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent and nine (9) years in computer environment including at least six (6) years experience providing technical computer support to customers.    Job Duties  Performs and supervises routine and complex preventive 

maintenance, testing, and repair with respect to computer hardware and software problems, networking, audiovisual, and/or telecommunications.      Provides direct supervision to technical support specialists, computer trainers, and help 

desk reprensentatives; trains new employees; handles day-to-day and complex questions from direct reports.     Resolves complex systems or computer related problems, including coordination beween users and components of local area 

network.       Installs software, audiovisual, personal computers, printers, and other peripherals as directed or requested by users.       Prepares recommendations for modifications or additions to personal computer systems, hardware 

components, and software applications; researches costs, market options, and trends available to meet user needs; keeps abreast of new and modifies hardware and software.    Troubleshoots routine and complex technical problems and 

supports university Help Desk as required.       Functions as liaison between Information Resources and designated departments for ongoing and special projects, including ensuring users are adequately supported, developing documentation, 

recommending improvements, implementing new releases and features, and attending committee meetings.    Evaluates and resolves system configuration and ensures effective use of hardware resources.       Creates, maintains, and submits 

various reports, such as equipment failure reports, repair records, and data sheets relative to each user request need.      Designs web page text and visual content, navigational links, and page layout; consults with users to determine web 

needs and recommends solutions.      Writes code using HTML, Dynamic HTML, Java, Javascript, Visual Basic, Perl, or Common Gateway Interface (CGI).       Performs other duties as assigned.          **Other Duties:  Performs other duties as 

assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV TRANSPLANT SERVICES TECHNICAL 1652 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 1D Supervisor ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Completion of two 

(2) years of college to include at least six (6) hours in basic science, five (5) years related transplant experience, and certification as appropriate to degree or completion of training; OR  High School graduation or GED, completion of LVN, ORT, 

Mortician, or MLT program, five (5) years related transplant experience, and certification as appropriate to degree or completion of training.   Bachelor's degree in basic science iwth emphasis in biology or chemistry, or Nursing, Medical 

Technology, Physical Therapy, or Physician's Assistant certification or licensure (or eligibility for) as appropriate to degree, supervisory/lead experience and/or 2 yrs experience as Transplant Coordinator or equivalent preferred. Certification 

completion or progression to job specific certification(s) preferred.     Job Duties  Assumes responsibility for and directs all ongoing special projects.       Coordinates duties and schedules of personnel within transplant technical department to 

ensure smooth and efficient operation.       Engages in or supervises transplant technicians/coordinators engaged in preparing donor areas using aseptic techniques, surgically retrieving whole eyes/corneas, skin, bone/connective tissue, and 

cardiovascular tissue, performing cosmetic reconstruction, processing harvested material and preparing for storage and packaging, and maintaining sterility of instruments.   For purposes of quality control, reviews or obtains heart blood or 

venous samples from each donor cadaver to ensure absence of venereal disease, hepatitis, or other infections, cultures of donor tissue to determine presence or absence of bacterial contamination, matches donor tissue to prospective 

recipient, Performs astute physical assessment of donor body.   Reviewss medical history or chart information; determines suitability of donors. Contacts donor families to obtain donation consents. Determines types and methods of 

procurement based on existing need and donor recipient matching as appropriate.     Evaluates most complex tissue using instrumentation and quality control procedures requiring highly developed level of expertise to rate tissue for 

distribution.      Oversees allocation of supplies, materials, and equipment; maintains adequate inventory.       Assists in staffing decisions; supervises, trains, and evaluates technical personnel; maintains records.       Reviews and participates in 

related regulatory compliance and accreditation requirements.       Assists in development and implementation of tissue transplantation programs.       Assists with budget preparations, contract negotiations, physician and donor family 

interactions, community relations with management teams from hospitals, other transplant facilities, and funeral homes; coordinates press relations and education programs to promote awareness of tissue donation.    Performs other duties 

as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUPV TRANSPORTATION 5456 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 1D Supervisor SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

high school, vocational school or GED equivalent and six (6) years of transportation experience to include at least two years of supervisory experience.  Must have valid State of Texas Driver's License and valid Commercial Driver's License (CDL). 

Must successfully pass post-offer/pre-employment medical examination and annual medical examinations conducted under current Department of Transportation regulations. Job Duties  1.Provides daily supervision to drivers and senior 

drivers.2.Recruits, interviews, select, trains, motivates, coaches, and mentors all shuttle drivers and senior drivers.3.Performs periodic shuttle inspections to determine the need for maintenance, repair or replacement.4.Performs monthly 

driver observations of route and driving behavior.5.Maintains time and attendance for employees.6.Coordinates daily scheduling of drivers to ensure 100% route coverage.7.Recommends policies and procedures for assigned area.8.Schedules, 

coordinates movement, and provides direction for all phases of customer service.  Responsible for all technical issues regarding Transportation.9.Dispatches, answers, and investigates all customer complaints.10.Responds to after hour 

calls.11.Assists Transportation Manager in completing annual performance appraisals and managing disciplinary issues.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.



SUPV WILLED BODY PROGRAM 1628 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 1D Supervisor PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates Degree, 

graduate from accredited school of Mortuary Science, five (5) years experience in embalming practices and procedures to include at least, two (2) years experience in supervisory capacity.  Must have a valid Texas Funeral Director and 

Embalmers licenses.  Job Duties  Organizes and directs technical and administrative support functions for the Willed Body Program.       Coordinates various projects, programs, and procedures including all requests for research and educational 

material (cadavers and/or parts) with outside institutions and the SAB as well as other vendors; Ensures all tasks are completed by established deadlines.     Maintains all internal controls.  Responsible for the design, execution, and 

effectiveness of system of internal controls, which provides assurance that operations are effective and efficient, assets are safeguarded, and financial information is reliable.     Maintains strict confidentiality.  Ensures compliance with 

applicable laws, regulations, policies, and procedures.  Ensures the program meets all the requirements of the SAB and is always prepared for an unannounced state inspection.     Responsible for the accurate record keeping of information to 

receipt, issuance, and disposal of cadavers as required by State Anatomical Board; and the accurate records for blood testing of donors.  Responsible for all reports required by the State Anatomical Board (SAB) as well as the accuracy and 

safeguard of all SAB forms.   Responsible for all activities relating to budgeting including comprehensive research for all financial expenditures.       Responsible for orientation, training and education of all new employees including coordination 

with Environmental Safety personnel.      Maintains payroll information for all employees according to the rules and regulations of the University.       Available at all times (or designate a representative) for emergencies and/or night call.       

Provides supervision for professional and/or support staff.        May meet and/or have contact with next-of-kin to obtain additional information to complete first call sheet, death certificate or cremation forms and report of death; answers any 

questions family may have.     Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

SUPV WORK CONTROL COORDINATOR 5065 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 1D Supervisor ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under minimal supervision to 

communicate and coordinate information about work orders, personnel, materials, and time to accomplish project work and facility maintenance on a priority basis.Experience and EducationHigh school graduation or GED and four (4) years of 

experience in construction, maintenance, estimating, project management, or scheduling. Experience working with an automated estimating or computerized maintenance management system. Associates' degree preferred.Job DutiesOversees 

daily activities of assigned employees in the Work Control Center.Provides customer service by communicating and coordinating information about personnel, material and time to accomplish facility maintenance and project work on a 

priority basis.Trains others to respond appropriately to telephone requests and to monitor assigned systems.Originates facilities and client reports. Administers personnel policy.Participates in design of new reports using computerized 

maintenance management systems.Interviews, selects, and oversees training of employees. Independently accepts requests for work or estimates and processes.Audits work order files to ensure accurate completion and material/activity log 

information is being submitted.Performs end user testing for ERP systemsGenerates Key performance indicators and performance reviewInitiates, expedites, coordinates, tracks, and communicates and follow-ups with clients and contractors 

about maintenance work and facility projects.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate effectively with various levels of internal and external contacts.Work requires ability to organize 

and prioritize work to meet deadlines.Work requires ability to manage and direct various administrative and business functions of division or unit.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

SURG MATERIALS TECH SR U5375 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5H8 Aux Supp Services-Surg Mats SKILL HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary NegotiableSUMMARYWorks under general supervision to 

monitor Par level replenishment and receiving for ENDO and Suture areas.MINIMUM QUALIFICATIONSTwo (2) years' experience in a hospital inventory distribution and receiving environment is required. High School Diploma or equivalent is 

required.ESSENTIAL FUNCTIONSJob Duties:Supervise incoming shipments of supplies Communicate shipping/receiving errors to department leadershipSupervises daily inventory par levelsCommunicates with OR staff when notification of back 

orders occurAssists with data entry related to requisitions and supply orders Maintain proper labeling of storage locations Promptly identifies and evaluates slow moving as well as excess stockPromptly identifies expired product and log as 

required Ensure Supply Needs List is complete prior to end of shift Supervises the replenishment of Endo and Surgical core areas of assigned area using FIFO rotation Pick Surgical cases as requested Performs other duties as 

assignedKNOWLEDGE, SKILLS, & ABILITIESWork requires use of a PC, hand held scanning device, fax, and copiers Work requires proper phone etiquette and the ability to repeat back request Work requires general knowledge of healthcare 

related policies WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum 

require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT&iquest;Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of&iquest;race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

SURG RGSTRY COORD U2335 Y T20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F11 Prof Med Services-Clin Data PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationThree (3) years 

experience in surgical registry data abstraction using EPIC electronic medical record and data management. Bachelors degree or five(5) years equivalent experience.Knowledge of medical terminology and previous registry abstraction 

preferred.RN/LVN preferred but not required; NSQIP/MBSCR a plus.Job Duties1. Review and abstract surgical data from patient electronic medical records utilizing regulatory measures and criteria. Enter all eligible cases into appropriate data 

base accurately and in a timely manner. Serves as a clinical subject matter expert for the registry data elements. Review and abstract elements from EPIC EHR2. Prepare reports and presentation for Physician Champion and medical department 

to assist in quality improvement activities. Assists with other data analysis or abstraction duties as directed. 3.Actively participate in quality and performance improvement-based projects and committees.4.Keeps up with knowledge of 

accreditation survey and/or governing agency recommendations.5.Active member of the registry team who contributes to the positive work environment.6. Prepare reports and presentations for physician champion and medical departments 

to assist with improving performance.7.Identifies opportunities for improvement within the department and proactively offers suggestions. Assists with other data analysis or abstraction duties as directed.8. Personal Goal: Evaluates the 

goal/s established with a manager quarterly.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SURGERY SCHEDULER 2117 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 4B6

Office-Scheduling 

Coordinator ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent with five (5) years of experience working in a medical office environment; prefer at least one (1) year experience in surgery scheduling. Additional education may be considered in lieu of experience. Exposure and working knowledge 

of physician billing, medical collections, coding and surgery scheduling. Job DutiesSchedules patient surgical procedures at various entities (University Hospitals, Ambulatory Surgery Centers) in accordance with established protocols; acquires 

the appropriate information and orders from the surgeon.Provides pre-certification of all procedures to ensure coverage and proper billing procedures;and/or may obtain insurance pre- certification from the referring physician's office and 

contacts insurance carriers for confirmation;advises clinic and/or patient on co-payment or co-insurance responsibility.May be responsible for accurately entering scheduling, insurance and registration information into the appropriate 

system(s).Maintains and monitors surgical block time to keep utilization at a high standard; advises surgeon of unused time and releases the unused time to prevent loss of department's surgical block time.Request and secure tissue from 

Tissue Bank/Transplant Services working with Faculty and OR to ensure delivery of the requested tissue at the time of surgery to avoid delay or cancellation of surgery.Requests and/or obtains the ordered materials and/or equipment needed 

for surgery and confirms with the surgeon before surgery in order to avoid delay or cancellation of surgery.May research claims on payment denials from third party carriers for pre-certified procedures.Acts as liaison with other departmental 

staff when needed for the coordination of multiple and/or special procedures.Adheres to patient privacy act HIPAA and confidentiality policy at all times.Duties performed may include one or more of the following core functions: a) Directly 

interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) 

Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

SURGERY SCHEDULER U2117 C04 $30,334.00 $42,335.00 $54,337.00 $2,527.83 $3,527.92 $4,528.08 $116.67 $162.83 $208.99 $14.58 $20.35 $26.12 N 4B6

Office-Scheduling 

Coordinator ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent with five (5) years of experience working in a medical office environment; prefer at least one (1) year experience in surgery scheduling. Additional education may be considered in lieu of experience. Exposure and working knowledge 

of physician billing, medical collections, coding and surgery scheduling.Job DutiesSchedules patient surgical procedures at various entities (University Hospitals, Ambulatory Surgery Centers) in accordance with established protocols; acquires 

the appropriate information and orders from the surgeon.Provides pre-certification of all procedures to ensure coverage and proper billing procedures;and/or may obtain insurance pre- certification from the referring physician's office and 

contacts insurance carriers for confirmation;advises clinic and/or patient on co-payment or co-insurance responsibility.May be responsible for accurately entering scheduling, insurance and registration information into the appropriate 

system(s).Maintains and monitors surgical block time to keep utilization at a high standard; advises surgeon of unused time and releases the unused time to prevent loss of department's surgical block time.Request and secure tissue from 

Tissue Bank/Transplant Services working with Faculty and OR to ensure delivery of the requested tissue at the time of surgery to avoid delay or cancellation of surgery.Requests and/or obtains the ordered materials and/or equipment needed 

for surgery and confirms with the surgeon before surgery in order to avoid delay or cancellation of surgery.May research claims on payment denials from third party carriers for pre-certified procedures.Acts as liaison with other departmental 

staff when needed for the coordination of multiple and/or special procedures.Adheres to patient privacy act HIPAA and confidentiality policy at all times.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SURGERY SERVICES COORDINATOR U5015 P24 $51,431.00 $73,028.00 $96,119.00 $4,285.92 $6,085.67 $8,009.92 $197.81 $280.88 $369.69 $24.73 $35.11 $46.21 N 3F10

Prof Med Svcs-Surg Svcs 

Coord PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and Education5 years or greater 

experience is required. Certified Scrub Technician. Basic Life Support (BLS), course accredited through American Heart Association (AHA), or American Red Cross (ARC) is required.Job Duties1. Scrubs with and teaches the scrub role to RN interns 

and less experienced RNs. The role includes scrubbing for the specialty procedures.2. Responsible for ordering, organization, maintenance, and storage of all equipment, supplies and instrumentation used by surgeons in their specialty in the 

operating rooms at University Hospitals.3. Maintains all machines/equipment used for specialty in which the Surgical Coordinator practices. Assures adequate inventory for both disposable and reusable supplies utilized with specialty 

equipment.4. Works in conjunction with biomedical department to schedule preventative maintenance or emergency repair of aforementioned items and arrange for loaner equipment as needed.5. Determines appropriate types and numbers 

of instrument sets and their contents. Orders instruments to complete these sets as well as back up instrumentation to be used in event of contamination or breakage.6. Works in conjunction with Supervisor of Sterile processing: provides and 

updates lists of instrument sets and their contents for sterile processing use, coordinates instrument cleaning/processing/sterilization with OR and CS staff, designates color coding for instrumentation, arranges for repair or refurbishing of 

instrumentation, determines appropriate packaging and labeling of all instrumentation, including individual and one-of-a-kind instruments, and orders replacement instrumentation as needed.7. Works in conjunction with Materials Manager: 

provides list of each custom pack and supplies contained therein that should be ordered as backup, determines par levels of disposable supplies, determines primary, and secondary, if appropriate storage areas for each item, requisition all 

disposable supplies/implants allowing adequate time for ordering and delivery, maintains future inventory in conjunction with Owens and Minor rep., and orders special sutures as needed.8. Determines appropriate types and contents of 

custom packs and revise as needed.9. Maintains adequate amounts of supplies in OR and organize high use items for easy access.10. Updates and maintains the preference and procedure cards for the specialty.**Other Duties: Performs other 

duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SURGICAL INVENTORY COORDINATOR U4524 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5H8A

Aux Supp Svcs-Surg Mats 

Coord ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent required.  Experience in warehouse or distribution environment preferred.     Job Duties  Responsible for storing, securing, and assigning operating inventories, equipment, and supplies.       Responsible for accurate and timely 

recording of receipts, issues, and returns of inventory.       Responsible for inspecting product upon receipt in compliance with established departmental receiving policies.       Conducts periodic counts of inventory.  Investigates discrepancies. 

Adjusts inventory records as needed.       Promptly and regularly communicates receiving issues such as vendor misshipments, shortages, and defective or damaged product to Purchasing Agent.      Promotes and maintains professional 

working relationship with vendors and delivery personnel.       Assists stockroom clerk as needed in marshalling pulls, delivering floor stocks, and replenishing retail inventory.       Performs other duties as assigned.        Performs other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SURGICAL MATERICALS TECHNICIAN U4108 T13 $33,200.00 $41,500.00 $49,800.00 $2,766.67 $3,458.34 $4,150.00 $127.69 $159.62 $191.54 $15.96 $19.95 $23.94 N 5H8 Aux Supp Services-Surg Mats SKILL HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent required & one (1) year hospital experience preferred.  BCLS Preferred. **Valid Texas drivers license may be required**    Job Duties  Coordinates incoming shipment of supplies between Central Sterile Supply & the Receiving 

Department.  Receives merchandise, confirms delivery receipt for accuracy. Unpack supplies from boxes, outside the sterile supply area, and places supplies on a cart.  Discards boxes properly. Restocks Central Sterile Supply with product in 

correct bin locations and distributes special request supplies. All completed in a timely manner.  Prepares case carts properly for supply transportation. Completes case cart Pick List accurately and in a timely manner.       Inventories & restocks 

specialty PAR locations for assigned areas. Utilizes computer printout sheet and/or Handheld High jump to determine, document and collect replenished supply quantities. Assists with data entry related to requisitions/supply orders, etc. All of 

this in a timely manner.    Answers phone requests with the ability to understand the nature of said requests.  Can offer alternative products if needed or can assist in locating the unavailable product, and/or substitute from another source. 

Delivers the requested supply to the O/R as requested.    Responsible for the Inspection, documentation and deposition of expired and/or recall products stocked on the shelf daily. Maintains the required log. Maintains the storage area for all 

supplies in a clean, neat and orderly manner.     Responsible for the inspection of compromise of sterility of products and restocking  of unused medical supplies returned in "Green Bags" from case carts.      Ensure all supply storage locations 

are identified with a "BARCODE" product label thereby, verification of product also being identified on a PAR.      Consistently notifies surgery staff of  departmental stock orders & backorder releases.  Assures timely, accurate delivery according 

to established schedule.  Informs requisitioner of specialty backorders and expected release date.     To requisition, distribute, and maintain inventory of routine and special order surgical supplies.       Completes special projects as assigned by 

Inventory Coordinator, Operations Manager or Materials Director.       Participates in quarterly inventory, assuring accurate counts. Keeps work area clean & neat. Boxes & packing materials removed, floor swept.      Performs other duties as 

assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SURGICAL PREFERENCE CARD COORDINATOR U5014 P18 $41,294.00 $55,230.00 $71,918.00 $3,441.17 $4,602.50 $5,993.17 $158.82 $212.42 $276.61 $19.85 $26.55 $34.58 N 5F3 Medical Technician-Cent Ster PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent. Technical program Surgical Scrub Tech or Sterile Processing Certification required.Six (6) - Eight (8) years healthcare information systems experience required. EPIC experience preferred; Multi Surgical services experience required. RN 

licensure preferred.Job DutiesAssures accurate preference cards for all surgeons and cases by working proactively with the clinical leads, and ORLs in monitoring cases posted vs. request vs preference card assignmentWorks proactively with the 

EPIC OP TIME team in entering new instrumentation for interface with SPM tracking systemDevelops, implements and analyses reports routinely for accuracy throughout the process identifying rends and efficiency opportunities. Works with 

Surgical Materials management team to identify and maintain accurate surgical supplies on Preference Lists**Other Duties: Performs other duties as assigned. KNOWLEDGE, SKILLS, & ABILITIES&Oslash; Work requires ability to communicate 

effectively with OR staff and physicians &Oslash; Work requires ability to create spreadsheets and have a strong working knowledge of computer programs &Oslash; Work requires ability to respond to and interact with all stakeholders with 

the PACT standards.&Oslash; Work requires ability to devise creative alternatives and suggestions to workflow constraints.&Oslash; Work requires a change agent attitude that includes flexibility and adaptability to perform in a high volume 

facility.WORKING CONDITIONSWork is performed primarily in a hospital or hospital clinic environment. Routine walking, climbing, liftingUT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

SURGICAL SERVICES IMPLANT COORDINATOR U5009 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 5H11

Aux Supp Svcs-Supp Chain 

Svcs PROF HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school diploma 

or equivalent and one to three (1-3) years or greater experience is required._Previous experience working with surgical supplies preferred.    Job Duties  Maintains par level on stocked implants while balancing maximum inventory turns with 

having supplies on hand to meet need.       Identifies and evaluates slow moving stock.  Coordinates with Supply Chain Manager to keep inventory current & manage par levels.       Provides data entry charges and adjustments for all surgical 

and angio procedures.  Maintains confidentiality of vital patient information.      Initiates revenue analysis review of surgical cases meeting review criteria at time of case posting.       Returns implants without delay.  Keeps complete 

documentation regarding returns.       Adds new item numbers for new products brought into Operating Room. Forwards new items numbers to Central Sterile Clinical Manager and CDM Coordinator.      Effectively coordinates changes in 

implant type, make, etc with preference list coordinators.       Utilizes OR management software and Materials Management software to identify and project implant needs to assure availability of implants for surgical cases while minimizing 

implant handling/ shipping costs.     Maintains ongoing communication with manufacturers and Materials Management and Central Sterile regarding implant supplies, back orders and vendor returns.      Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SURGICAL TECHNICIAN I U5019 P18 $41,294.00 $55,230.00 $71,918.00 $3,441.17 $4,602.50 $5,993.17 $158.82 $212.42 $276.61 $19.85 $26.55 $34.58 N 5E6A Medical Technician-OR ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma and 

one of the following:Successful completion of an accredited education program for surgical technologist and holds and maintains certification as a surgical technologist by:the National Board of Surgical Technology and Surgical Assisting or its 

successor;the National Center for Competency Testing or its successor; oranother surgical technologist certification program approved by the departmentOR has completed an appropriate training program for surgical technology in the army, 

navy, air force, marine corps, or coast guard of the United States or in the United States Public Health Service;OR was employed to practice surgical technology in a health care facility before September 1, 2009.Current certification preferred. 

Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required.Call may be requiredJob DutiesAssist the RN circulator with preparing the operating room for the arrival of 

the patient. Maintain ongoing communication with RN circulator regarding the surgical procedure and patient status.Select, inspect, and open surgical supplies and equipment in a timely manner according to the physician's preference list. 

Properly perform a surgical hand scrub and gown self and others.Create and maintain a sterile field with the essential surgical supplies and equipment needed for the surgical procedure in a timely, functional, and organized manner. Maintain 

high standards of aseptic technique during surgical procedure. Takes corrective action for breaks in aseptic technique.Ensure patient safety by checking all equipment for proper working order prior to the surgical procedure. Perform sponge, 

sharps, and formal/inventory instrument counts with the RN circulator at proper count intervals. Properly pass surgical instruments and anticipate surgeon's needs during the surgical procedure.Clean and prepare surgical instruments for 

terminal sterilization. Assist with operating room turnover.Organize and prioritize preoperative tasks based on identified need. Demonstrate competency to operate surgical instruments, supplies, and equipment. Demonstrates proficiency and 

independence.Serve as a technical subject matter person, resource person, and/or preceptor to preoperative nursing staff rotating through specialty service. Complete written clinical performance evaluation form in a timely manner.Safely 

handle and operate surgical instruments, supplies, and equipment and perform safe preoperative care in a manner that is cost effective without compromising quality of care.Problem-solve minor issues of counts/errors, patient care, 

relationships, equipment, supplies, and the environment prior to management intervention. Actively provide and support efforts to develop and maintain a team environment. Knowledge, Skills & AbilitiesMust be able to read, write, speak, 

and understand English. Able to operate basic/standard pieces of OR equipment.Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds and stretchers. Must be 

able to help lift patients, heavy boxes, and instrument sets.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SURGICAL TECHNOLOGIST 1069 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5E6 Medical Technician-OR ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Completion of one 

(1) year approved educational program for Operating Room Technician (or equivalent) - OR, working experience for at least one (1) year as Surgical Technologist, Operating Room Technician or similar position is required. TS-C (NCCT) 

certification is preferred.  Job Duties  Assists physicians, nurses, and operating team during surgery by gowning and gloving surgeon, draping and arranging surgical field, and passing instruments during procedure; keeps track of all 

instruments, sponges, sutures, and needles used.     Retracts tissue to increase exposure; cauterizes bleeders; suctions blood; irrigates surgical wounds.       Loads and prepares sutures; cuts, clamps, and types tissue as necessary.       Prepares 

implantable grafting materials.        Receives tissue removed at surgery for delivery to laboratory.        Applies dressings.        Prepares surgical instruments prior to surgery.        Sets up tables and trays utilizing aseptic techniques; lays out 

instruments, syringes, sutures, needles, and other supplies.       Cleans and stores all instruments following surgery; replaces instruments that are damaged beyond repair.       Maintains adequate stock of surgical instruments and supplies.        

Dresses patient's incisions at completion of surgery.        Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects 

research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records. Performs other duties as assigned.   **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SUSTAINABILITY COORDINATOR 5161 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 6A Maintenance/Craft-Superint SKILL UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimum direction to plan, 

coordinate, and direct operations of the campus wide sustainability/ energy use awareness program.Experience and EducationBachelor's degree in engineering, business sustainability, environmental science or studies. Three years' experience 

with managing, leading and growing a sustainability, water and energy program with stakeholder engagement in either a medical or university setting. Sustainability Excellence Professional (SEP) or related certifications or a Master's degree 

related in the areas of energy, sustainability, preferred. Job DutiesDevelop, implements, administer, document and communicate a comprehensive campus wide sustainability initiatives and awareness program.Works directly with the 

Sustainability Committee to advance sustainability initiatives at UT Southwestern.Assesses the cost effectiveness, feasibility, and engagement by the campus community of all sustainability program initiatives and seeks to achieve habit 

transformation from students, faculty, and staff.Collaborate and interact with a variety of departments to enhance existing initiatives and determine strategies that would be initiated successfully within unique department operations. 

Establishes and maintains effective communication strategies, including website, newsletter, social media and other methods for promoting campus sustainability initiatives internally.Provide input to institutional sustainability principles, 

standards and practices.May supervise existing staffand student voluntary sustainability program (Green Champions) with emphasis on best practices.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires superb 

administrative and organizational skills.Work requires ability to work with divergent views on sustainability.Work requires endless persistence associated with advancing a sustainability / energy use awareness program.Work requires ability to 

maintain a sustainability / energy use multimedia presence (webpage, newsletter, blog, Facebook, etc.).Work requires excellent people skills, working with a diverse population, and excellent oral presentation skills.Working ConditionsWork is 

performed primarily in general office area. Working conditions may involve moderate exposure to disagreeable elements, such as dust, dirt, heat, fumes, etc.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion/.



SYSTEMS ENGINEER 9360 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

computer field and two (2) years experience in field directly related to operating systems and systems administration, including experience working with and maintaining multiple server hosts in a combined environment. Experience with 

project management phases and methodologies as it relates to assigned projects and tasks. Certification in at least one relevant operating system or associated technology. May be required to submit to a federal background investigation.    

Job Duties  Works with current, commercial grade server hardware both for physical and virtual hosted environments.       Works to identify and propose innovative and creative solutions that enhance or increase the efficiency of the services 

provided by Information Resources to the campus community.      Perform network troubleshooting at the server host level, using associated tools, i.e. network traces.       Works with server hosts running in a combined directory services 

environment and handles associated share/folder/file configurations and rights assignments.      Works with operating system security components, both with identifying potential vulnerabilities and remediating said vulnerabilities where 

applicable.      Analyzes and remediates problems involving server hardware, operating systems, database systems, applications or other related technologies associated with the server host system. This includes troubleshooting hardware and 

software issues using proficiencies with the proper tools and utilities.    Works with system users and engineers to make recommendations, receive feedback and test additions and/or enhancements to the server host environment so that the 

systems and any associated/ hosted applications or virtual environments are updated, tested, developed and implemented as required.    Proposes policies for server hardware, operating system and associated storage layout and design; 

works in tandem with scientific and technical community using knowledge of future trends to produce a combined systems solution that is based on user and system engineer needs.    Installs server hardware, operating systems and 

associated application upgrades, in a manner that maintains proper system    i integrity.      Responsible for consulting with ends users, application analysts and vendors as a component of leading assigned project efforts; this includes the 

initial design and development phases, hardware/ software specifications and pricing and the follow on system design, build, configuration testing, go live and project closure tasks.   Responsible for developing documentation relative to 

assigned projects and tasks including documentation related to system testing, disaster recovery and routine system administration processes; provide support for Call Center (HEAT) incidents.     Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

SYSTEMS ENGINEER NEUROIMAGING 9390 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

related field and 2 years' experience in field directly related to operating systems and administration. Must have working knowledge of ANSIR lab imaging analysis; able to define operation workflow and documents configuring computer 

hardware for end-user and software solutions. 

Knowledge of the following programs/systems is required: 

Software: Matlab, XNAT, SPM, FSL, ANTs, and DTItk

Operating systems: Linux, Sun and Windows  

Computer language: C, C++, HTML, Java, Javascript, Matlab, MySQL, PHP PostrgreSQL, Phython, Shell, XML Job Duties  1.Works with current, commercial grade server hardware both for physical and virtual hosted environments. Maintain 

multiple servers associated with the research in Neuroimaging, including new equipment that will be purchased as part of a start-up package and grant that includes the Magnetoencephalography (MEG).2.Identifies and proposes innovative 

and creative solutions that enhance or increase the efficiency of services provided by the Radiology IR team to the department. Support new innovative research in Radiology, working closely with faculty to learn the IR process for UTSW. This 

position will be essential in establishing the Neuroimaging research program.3.Works with operating system security components, both with identifying potential vulnerabilities and remediating said vulnerability where applicable. Works with 

servers that are acquiring imagines as well as storing data from the images.4.Performs network troubleshooting at the server host level, using associated tools, i.e. network traces. Works with server hosts running in a combined directory 

services environment and handles associated share/folder/files configurations and rights assignments.5.Analyzes and remediates problems involving server hardware, operating systems, database systems, applications or other related 

technologies associated with the server host systems, including troubleshooting hardware and software issues using proficiencies with the proper tools and utilities. It will be mandatory that operating and security components are identified 

and remediated to acquire and output quality images and data. Resolving configurations issues and directory problems will be essential to ensure that the server and other computer equipment associated with Neuroimaging research program 

are at peak performance to increase efficiency optimized outcomes.6.Works with Neuroimaging system users and engineers to make recommendations, receive feedback and test additions and/or enhancements to server host environment so 

that the systems and any associated/hosted applications or virtual environments are updated, tested, developed and implemented as required. Works with faculty (system users) and engineers (Radiology PhD and staff) to enhance the 

performance of the research to ensure that the host environment is capable of optimized performance for all required applications.7.Proposes policies for server hardware, operating system and associated storage layouts and design; works in 

tandem with scientific and technical community using knowledge of future trends to produce a combined systems solution that is based on user and system. Institutes policies for Radiology server hardware associated with the Neuroradiology 

research program pertaining to the server hardware, storage and layout of the scientific equipment for this program.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

TALENT ACQUISITION CONTINGENCY STAFFING ADMINISTRATOR 9554 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H4B Prof Svcs-HR-Tal Acqui Part Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary NegotiableSummaryWorks under minimal supervision and is 

responsible for the day-to-day operations for our contingency staffing program. This position will be responsible for ensuring operational excellence in the fulfillment of contingent worker engagements.Experience and EducationBachelor's 

degree strongly preferred and three (3) years of progressively responsible experience in human resources, talent acquisition, contracts, or related field. Applicants without the stated preferred degree, but with significant additional related 

experience may be considered.Job DutiesResponsible for contingency staffing program activities to include, but not limited to, job posting, sourcing referrals, and onboarding of newly hired contingency staff.Educates internal teams on best 

practices for contingency staffing and manage expectations with stakeholders based on data-driven strategies.Partners internally with hiring managers, HR, and legal as an expert on contingent staffing processes and policies and externally with 

all selection related vendor partners.Coordinates and oversees all data entry into system tracking assignments and hires for contingency staff.Works with Office of Budget and Financial Planning and Office of Accounting Payroll to ensure 

compliance with payroll and billing process for staffing costs.Oversees recruiting activities for transfers, temp-to-hires, through appilcant tracking system and enterprise system for maintaining human resources data.Oversees compliance of all 

contracted companies confirming metrics are being met.Maintains reports and tracks placement of staff through internal staffing services.Partners with Talent Acquisition Manager to develop and oversee talent acquisition strategy for 

contingency staffing program.Negotiates billing rates with contracted company.Maintains relationships with contingent labor suppliers.Develops, revises, recommends, and interprets policies and procedures related to contingency staffing for 

both internal and external providers.Assists with various talent acquisition projects as needed or required.Preforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires written and verbal communication skills.Work requires 

ability to prioritize and organize work to meet deadlines.Work requires ability to utilize computer and spreadsheet and word processing software.Work requires telephone and personal contact with all levels of internal and external personnel 

and organizations to resolve complex, non-routine problems related to Recruiting and associated Human REsources matters.Work requires reading, writing, simple arithmetic, analyzing data, writing reports, interpreting policies and 

procedures, and organizing people and resources to meet goals.Work requires ability to develop, recommend, and implement policies and procedures relating to Human Resources.Working ConditionsWork is performed primarily in general 

office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Services Administration or his/her designee.UT¿Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis 

of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

TALENT ACQUISITION OPERATIONS COORDINATOR 9595 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3H4A Prof Services-HR-Tal Acquis PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School Diploma 

or equivalent required and have a minimum of six (6) years of administrative/clerical experience; preferably in Human Resources.  Bachelor's degree preferred. Job Duties  1.  First point of contact for all who enter the Talent Acquisition Office; 

responsible for creating and fostering an excellent customer service experience.2.  Must be able to think creatively and strategically, in order to develop and implement best practices in talent acquisition operations.3.  Develops, revises, 

recommends, and interprets policies and procedures for division and employees to ensure all applicable laws and governmental guidelines are followed and employees are treated in equitable manner.4.  Oversees special events for department 

by coordinating committees and schedules and by staying within budget. Coordinates project management duties for new compliance initiatives.  Coordinates various projects and programs within the department ensuring all tasks are 

completed by established deadlines and quality standards.5.  Ensures there is a positive internal and external working relationship within the Talent Acquisition team and with external customers.6.  Establishes and maintains department 

records and reports.7.  Coordinates various projects and programs with an emphasis on process improvement for division, ensuring all tasks are completed by established deadlines and quality customer service is provided.8.  Organizes office 

procedures to ensure effective operation.  Acts as department liaison with other departments and agencies.9.  Determines work priorities and monitors progress toward work deadlines.10.  Manages and oversee office services functions 

including office equipment, supplies and vendors.11.  Schedules and organizes activities such as meetings, travel, conferences.12.  Focuses on Customer ¿ Encourages candid exchange of ideas; articulates views clearly and directly; expresses 

facts clearly; communicates quickly issues affecting staff.13.  Leads Change ¿ Takes initiative; shows adaptability; flexibility; thinks and plans strategically; articulates clear vision and goals; champions innovation.14.  Courtesy: Is respectful and 

courteous to each other at all times; Gives full attention to others minimizing distractions; Does not gossip or air frustration inappropriately; Uses a respectful / professional tone of voice.  **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TALENT ACQUISITION PARTNER 9532 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H4B Prof Svcs-HR-Tal Acqui Part Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree 

strongly preferred and three (3) years of progressively responsible experience in one or more areas of talent acquisition. Applicants without the stated preferred degree, but with significant additional related experience may be considered.Job 

Duties1. Responsible for all facets of Talent Acquisition for UT Southwestern Medical Center, including but not limited to tracking vacancies, monitoring applicant flow, developing effective advertising copy, making appropriate applicant 

referrals, and assisting departmental management in the complete Talent Acquisition process.2. Maintain subject matter expertise and assist to source all candidates as per customer requirements.3. Interprets policies and procedures for 

complex and variable issues and makes recommendations for exceptions to policies and procedures within assigned area(s) of specialization.4. Ensure compliance to all company policies and recommend development to process if required and 

perform research on all various hiring practices.5. Performs competency-based pre-screening of candidates in response to requests to fill vacancies. Refers pre-screened candidates to departments for consideration. Maintains contact with 

departments concerning feedback on referred candidates.6. Collaborate with departments in assigned area(s) of Human Resources to identify issues, make recommendations, and implement policies and procedures.7. Attends job fairs, posts 

positions on internal and external websites, and develops new Talent Acquisition sources.8. Assists in training or job orientation of newly employed and/or assigned professional staff members.9. Provides direction to departments on Human 

Resources issues pertaining to salary, job description development, VISA issues, and candidate qualifications.10. Negotiates job offers with candidates and departments. Creates Placement Notifications, and schedules New Employee 

Orientation.11. Provides backup assistance to Supervisors and Manager, Talent Acquisition.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

TALENT ACQUISITION PARTNER U9532 Y T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H4B Prof Svcs-HR-Tal Acqui Part Jr PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's Degree in 

business administration or related field or equivalent and a minimum of five (5) years of progressively responsible experience in one or more areas of human resource administration. May consider experience in lieu of education.Job Duties1. 

Responsible for all facets of recruiting for UT Southwestern Medical Center, including but not limited to tracking vacancies, monitoring applicant flow, developing effective advertising copy, making appropriate applicant referrals, and assisting 

departmental management in the complete recruitment process.2. Interprets policies and procedures for complex and variable issues and makes recommendations for exceptions to policies and procedures within assigned area(s) of 

specialization.3. Performs competency-based pre-screening of candidates in response to requests to fill vacancies. Refers pre-screened candidates to departments for consideration. Maintains contact with departments concerning feedback on 

referred candidates.4. Works extensively with departments in assigned area(s) of Human Resources to identify issues, make recommendations, and implement policies and procedures.5. Attends job fairs, posts positions on internal and 

external websites, and develops new recruiting sources.6. Assists in training or job orientation of newly employed and/or assigned professional staff members.7. Provides direction to departments on Human Resources issues pertaining to 

salary, job description development, VISA issues, and candidate qualifications.8. Negotiates job offers with candidates and departments. Creates Placement Notifications, and schedules New Employee Orientation.9. Provides backup assistance 

to Supervisors and Manager of Recruitment and Retention.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

TALENT ACQUISITION PARTNER EXECUTIVE AND CORPORATE SEARCH 9551 Y 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H4C Prof Svcs-HR-Tal Acqui Part Sr PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

business administration or related field and six (6) years of progressively responsible human resources and 2 years of supervisory experience. Experience to include executive and C-Suite recruiting, candidate negotiations, and proven experience 

in creative and innovative sourcing strategies.  Experience may be considered in lieu of education. Job Duties  1.  Manages and recruits for the executive and professional recruiting activities of the institution to employ, place and/or transfer 

internal and external, managers, professionals, technicians or support staff to ensure adequate staffing.2.  Manages the Talent Acquisition activities of the institution to employ, place and/or transfer internal and external, managers, 

professionals, technicians or support staff to ensure adequate staffing.3.  Evaluates selection criteria and testing techniques to ensure compliance to standards.4.  Supports Internal Audit, the Office of Federal Contract Compliance Programs 

(OFCCP), and the Equal Employment Opportunity Commission (EEOC) standards, referencing the entire compliance process.5.  Ensures the Talent Acquisiton process is conducted efficiently, economically and in accordance with the 

organization's policies and standards.6.  Creates various Talent Acquisition reports and compiles statistics as requested.7.  Creates, updates and maintains documents spreadsheets for tracking and auditing purposes.8.  Develops, revises, 

recommends, and interprets policies and procedures for division and employees to ensure all applicable laws and governmental guidelines are followed.  Ensures all employees and job applicants are treated in an equitable manner. Manages 

UT System Diversity Recruiting rules and goals.9.  Assists departments in reorganizing processes and procedures, developing staffing patterns, developing advertising campaigns, and/or Talent Acquisition plans.10.  Researches targeted 

industries, companies, organizational structures and individuals. Cultivates relationships with external associations and business search firms and manages third party relationships with outplacement and search firms.11.  Promotes the Talent 

Acquisition and selection of a diverse executive workforce.12.  Responsible for networking and promoting the organization to community partners and managing community sponsored events.13.  Responsible for managing and coordinating 

intern programs across the organization.14.  May manage staff and or processes.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

TALENT ACQUISITION PARTNER LEAD 9585 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H4C Prof Svcs-HR-Tal Acqui Part Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Lead Talent Acquisition Partner works 

closely with departmental hiring managers and internal customers to quickly and accurately recruit and hire qualified applicants. Oversees or facilitates the identification of potential candidates, interviewing, selection and placement of 

candidates for reassignment, promotion and external-hires. Ensures recruiting strategy, methodology, and processes are aligned with business needs, talent strategy and desired employee capabilities/skills. Ensures compliance with all legal 

aspects of recruiting function. Additional duties may include onboarding new team members, delivering internal and external training, involvement in marketing activities, monitoring of metrics and performance standards, serving on 

committees and project teams and generally assisting TA team manager with duties and tasks as needed to achieve team goals and excellent customer service.Experience and EducationBachelor's Degree in business administration or related 

field or equivalent and a minimum of five (5) years of progressively responsible recruiter experience. May consider experience in lieu of education.Job DutiesProvides orientation and training for team members on policies, procedures, systems, 

and activities required to perform job.Compiles and monitors daily production reports for work group; monitors performance standards; advises manager of performance deficiencies and all system and procedural issues which require analysis 

and resolution; makes recommendations for re-training of employees.Works on special projects relating to issues specific to the area of assignment; makes recommendations for changes in procedure to increase productivity.Specific tasks 

and/or special projects may be assigned by the Talent Acquisition Manager.Responsible for all facets of Talent Acquisition for UT Southwestern Medical Center, including but not limited to tracking vacancies, monitoring applicant flow, 

developing effective advertising copy, making appropriate applicant referrals, and assisting departmental management in the complete Talent Acquisition process.Maintain subject matter expertise and assist to source all candidates as per 

customer requirements. Interprets policies and procedures for complex and variable issues and makes recommendations for exceptions to policies and procedures within assigned area(s) of specialization.Ensure compliance to all company 

policies and recommend development to process if required and perform research on all various hiring practices. Performs competency-based pre-screening of candidates in response to requests to fill vacancies. Refers pre-screened candidates 

to departments for consideration. Maintains contact with departments concerning feedback on referred candidates.Collaborate with departments in assigned area(s) of Human Resources to identify issues, make recommendations, and 

implement policies and procedures.Attends job fairs, posts positions on internal and external websites, and develops new Talent Acquisition sources.Assists in training or job orientation of newly employed and/or assigned professional staff 

members.Provides direction to departments on Human Resources issues pertaining to salary, job description development, VISA issues, and candidate qualifications.Negotiates job offers with candidates and departments. Creates Placement 

Notifications, and schedules New Employee Orientation.Provides backup assistance to Supervisors and Manager, Talent Acquisition.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to lead and influence team 

members.Work requires effective written and verbal communication skillsWork requires telephone and personal contact with all levels of internal and external personnel and organizations to explain and interpret policies and procedures, 

federal and state laws, or guidelines relating to Human Resource management, and resolve complex issues.Work requires ability to prioritize and organize work to meet deadlines.Work requires ability to utilize computer and spreadsheet and 

word processing software.Work requires reading, writing, simple arithmetic, analyzing data, writing reports, interpreting policies and procedures, and organizing people and resources to meet goals.Work requires ability to develop, 

recommend, and implement policies and procedures relating to Human Resources.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior 

approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, 

disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

TALENT AQUISITION PARTNER - ADVANCED PRACTICE PROVIDERS 9538 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3H4B Prof Svcs-HR-Tal Acqui Part Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryIdentifies and develops talents of 

Advanced Practice Providers based upon current and future business objectives. Identifies required skills within the organization and develops training and procedures to ensure the current skills remain within the organization. Has specialized 

depth and/or breadth of expertise in own discipline or function. Interprets internal or external issues and recommends solutions/best practices. Solves complex problems; takes a broad perspective to identify solutions. May lead functional 

teams or projects. Works closely with departments, faculty, and the office of Advanced Practice Providers. Must be able to work independently, with guidance in only the most complex situations. Experience and EducationBachelor's degree 

strongly preferred and three (3) years of progressively responsible experience in provider recruitment. Applicants without the stated preferred degree, but with significant additional related experience may be considered.Job DutiesParticipates 

in Talent Acquisition activities such as internet searches and placement of initial introductory calls to potential candidates, makes follow-up calls to candidates to ascertain level of interest, secures CV/resume and disseminates to appropriate 

individuals for initial screening; logs CV/resume in database file; assists in marketing and advertising of positions; develops ongoing protocol for contacting various advanced practice proved programs and arranges notices that specify current 

needs; facilitates job openings in the HCM system.Consults with hiring managers on staffing needs.Develops and executes appropriate sourcing plan.Pre-screens and qualifies candidates.Processes internal/external applications for 

employment.Assist with scheduling and coordination of interview schedules.Works closely with medical staff office for credentialing.Maintains appropriate documentation and Talent Acquisition metrics.Negotiates job offers with candidates 

and departments. Attends meetings with the Manager as necessary; participates in Talent Acquisition activities internally and externally.Attends job fairs, posts positions on internal and external websites, and develops new Talent Acquisition 

sources.Assists in projects as directed by the Manager.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires effective written and verbal communication skillsWork requires telephone and personal contact with all levels 

of internal and external personnel and organizations to explain and interpret policies and procedures, federal and state laws, or guidelines relating to Human Resource management, and resolve complex issuesWork requires ability to prioritize 

and organize work to meet deadlinesWork requires ability to utilize computer and spreadsheet and word processing softwareWork requires reading, writing, simple arithmetic, analyzing data, writing reports, interpreting policies and 

procedures, and organizing people and resources to meet goalsWork requires ability to develop, recommend, and implement policies and procedures relating to Human ResourcesWork requires a high level of professionalismWorking 

ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT&iquest;Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, national origin, sex, sexual orientation,gender identity, gender expression,&iquest;age, disability, genetic information, citizenship 

status, or veteran status.

TALENT SOURCING PARTNER 9584 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H4A Prof Services-HR-Tal Acquis PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Talent Sourcing Partner (TSP) works 

closely with Talent Acquisition Partners, Human Resources management and internal customers to identify qualified, diverse potential talent for UTSW career opportunities based on strategic sourcing strategies. The sourcing partner will 

engage with passive job seekers with the goal of building a network of potential talent using various methods to source qualified candidates and build a strong talent pipeline for current and future staffing needs. The TSP will also work to 

source for hard-to-fill and unique roles as defined by management. This role plays an important part in the development, execution and analysis of current and future talent pipelining campaigns and strategies including focusing on finding 

qualified and diverse candidates.Experience and EducationBachelor's Degree in business administration or related field and a minimum of three (3) years of related experience; previous experience creating and implementing sourcing strategies 

preferred. May consider experience in lieu of education.Job DutiesDevelop and implement numerous sourcing strategies including referral generation, direct sourcing, and networking to improve candidate development in support of business 

needs.Engage with qualified, diverse potential talent for essential and difficult-to-fill opportunities based on strategic sourcing strategies and techniques for both passive and active candidates, ensuring that candidate pools and pipelines are 

filled with diverse candidates that hold the necessary experience, skills and competenciesIdentify targeted candidates by utilizing multiple customized strategies and practices: employee and external referrals, keyword search, job boards, social 

media and other outlets to look for and connect with potential candidates.Be subject-matter expert and consultant on TA marketing and proactive sourcing strategies and systems. Build and share knowledge of skills, target companies, 

conferences, and open source communities with recruiters and hiring managers.Be an out-of-the-box thinker, creative in the ways in which you identify and optimize a broad range of marketing channels (including relevant digital/social media 

platforms, campus, organizations, associations, peer groups, events, diversity partners, etc.).Utilize Taleo ATS data to efficiently leverage past applicants and build talent pipelines.Track and report on effectiveness of sourcing strategies and 

techniques.Assist in identifying, planning and participating in various hiring events to increase applicant pool.Building relationships and fostering partnership, professionalism, detail-oriented, strong follow-up skills, passion for sourcing 

qualified applicants and a strong work ethic.Participate in special projects as requested. Knowledge, Skills & AbilitiesSuperior professionalism and customer service skills to best represent UT Southwestern's culture including excellent verbal 

and written communication skills.Proven experience as a Sourcing Specialist, recruiter, sales or lead generation professional or similar role. Strong business acumen with ability to understand changing market dynamics and subsequently be 

creative in finding candidates to fit those parameters. A superior sense of urgency and entrepreneurial mindset with the demonstrated ability to deliver results. Strong experience utilizing a variety of sourcing platforms including social 

networks, professional sites and resume databases.Good time-management skills with the ability to handle various open positions simultaneously.Attention to detail combined with strong project management skills are key to successfully 

managing multiple sourcing/research projects.Experience in Talent Acquisition in a large complex healthcare and academic environment preferred.Working ConditionsWork is performed primarily in general office area.Any qualifications to be 

considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, 

sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

TEAM LEAD ANIMAL CARE 4455 Y 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5H9

Aux Supp Services-An Care 

Lead RESH UNIV University Classified Sal Pln

SalarySalary Negotiable SummaryAssists the Supervisor and/or Assistant Supervisor in the oversight of the daily operations in animal facilities. Assists in the oversight of animal care staff within the vivaria. Maintains associated support 

programs within vivaria.Experience and EducationHigh school graduation or equivalent. Bachelor's/Associate's degree preferred. One year of experience in an animal care facility/operations or equivalent experience. Assistant Laboratory Animal 

Technician (ALAT) preferred or eligible.Job DutiesAssists with the oversight of the animal care staff of the vivaria. Maintains knowledge of species specific handling, restraint, breeding and technical skills. Direct contact with a variety of animal 

species.Responsible for training and mentoring of animal care staff. Makes recommendations to the Supervisor for promotions.Oversees record keeping for the animal care program (animal room logs, census, breeding, technical services, 

etc.).Assists in facility inspections and assists in managing the quality assurance program in the animal facilities. Determines needs and makes recommendations for staffing and new/replacement equipment and/or services.Assists in ensuring 

facility and equipment maintenance is meeting operational standards.Assists in training and ensuring safety programs are followed. May participate in work start meetings for new projects and biohazard work (ABSL1-3 practices). Assists in 

maintaining compliance for accreditation of animal care program (ARC SOPs, IACUC policy, the Guide, AWA, NIH guidelines, USDA, CDC, PHS policy, etc.).Provides input for animal care staff performance evaluations. Assists in the disciplinary 

actions for animal care staff implementing ARC attendance policy.Provides backup oversight of the facility in the absence of the Supervisor or Assistant Supervisor. Mentor and develop animal care staff.Perform other duties as 

assigned.Knowledge, Skills & AbilitiesWork requires ability to work logically and efficiently. Work requires ability to push/pull pieces of equipment which may have dimensions in excess of 6 ft. high, 3 ft. wide and/or 8 ft. long, weights ranging 

up to 25lbs. Work requires ability to lift equipment up to 50lbs.Work requires ability to utilize hand tools and must be able to follow oral and written instructions of varying length and complexity.Work requires ability to understand and follow 

concepts of clean and dirty flow patterns and sanitation and disinfection and utilize appropriate application. Work requires ability to understand basic mechanical operations and routine maintenance, access basic computer functions, and mix 

chemical solutions correctly. Work requires ability to maintain accurate written records.Work requires ability to accurately measure/dilute cleaning solutions. Work may require protective clothing.Working ConditionsWork is performed 

primarily in laboratory area.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status.



TEAM LEAD ARC OPERATIONS 4459 Y 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 5H9

Aux Supp Services-An Care 

Lead RESH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent and one (1) year of experience in an animal care facility / operations preferred.  Certification at Assistant Laboratory Animal Technician (ALAT) level or eligible preferred. Job Duties  1.Assist with oversight of  ARC 

Storekeeper, other operations staff members, and various contract staff for the ARC.2.Assists in conducting reviews of operations staff evaluations and implementation of attendance policies. Make recommendations for promotions and 

generates disciplinary actions for operations staff.3.Responsible for training and mentoring of operations staff.4.Ensures facility and equipment maintenance is meeting operational standards, conducts facility inspections, places service calls, 

and assists in managing the quality assurance program in the animal program.5.Assists with oversight of Physical Plant maintenance activities to ensure facilities are in good repair and functioning properly.  Assist in maintaining compliance for 

accreditation of animal care program (ARC SOPs, IACUC policies, the Guide, AWA, NIH Guidelines, USDA, CDC, PHS policy, etc.).6.Serve as point of contact and coordinator for projects involving collaboration with various departments working 

with the ARC.7.Perform hands on maintenance of ARC maintained equipment. Make recommendations for new/replacement equipment and/or services.8.Assist with developing and implementing training materials for various departments 

and contract personnel working within the ARC facilities.9.Assists with record keeping for purchasing and census collection for animal care program. Assist Accounting Office with analyzing and correction of census data reports.10.Places 

purchase requisitions for the ARC.11.Serve as administrator of UT southwestern security system.  Issue facility access in accordance with campus policies and procedures.12.Direct contact with a variety of animal species.  **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TEAM SUPPORT PRE-ARRIVAL PATIENT FINANCIAL SERVICES U5332 T17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 4C2A

Office-Pat Admiss-Admit Rep 

Sr ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryThe Team Support Pre-Arrival Patient 

Financial Services provides direction, mentoring, support, development and guidance to staff, taking ownership of timely communication to assist with staff development and education. The TS uses quality analysis, training and education to 

motivate staff to achieve department goals and objectives. Exhibits super-user understanding of daily operations, makes Tier 1 leadership decisions, taking accountability for the quality and flow of operations, and escalating to 

supervisor/manager as needed. The TS is responsible for a majority of location specific training of new hires as well as completing staff in-services, and re-education. The TS may also be responsible for performing quality audits of workflow 

processes or phone or face-to-face employee interactions. He or she should be able to directly interact with patients on the phone and/or in person to support patient access operations in a hospital or clinic location, while maintaining a 

patient centered attitude at all times, demonstrating compassion and empathy for patients and their families and encouraging the same from the staff that they are assigned to support. They work as part of an elite team to support UT 

Southwestern operations and initiatives. They may be required to travel to both on and off-campus locations. Experience and EducationFUNCTIONAL EXPERIENCESFunctional - High School Diploma or GED is requiredFunctional - Minimum of 3 

years of experience in department functional area as described aboveFunctional - Customer or Patient Service required/ 3-5 YearsFunctional - Associates Degree or two years of college required; can substitute college with a minimum of 4 years 

of experience with insurance or financial counseling work in a hospital or clinic settingKnowledge Skills and AbilitiesTECHNOLOGY EXPERIENCESTechnical - Email Server Tool(s)/4-6 YearsTechnical - Microsoft Tools/4-6 YearsTechnical - Office 

Equipment/Fax/Copier/4-6 YearsRequired Certifications/Membership-within 1 year of promotion/hireCHAA - NAHAM NAHAM- Associate MembershipJob DutiesProvides department specific quality analysis, training, mentoring, support and 

direction to Patient Financial Clearance staff in patient financial clearance activities. Supports staff accountability with audits and/or additional documentation as needed or assigned. Responsible to develop an overall approach for continuing 

education and training and implement training initiatives for all staff. When applicable promote continued education and training provided by outside resources such as Healthstream or OD&T.Serves as the first level subject matter expert 

resource for answering ACE, TALEO, SkillSoft, Epic Estimator, and general learning questions for all employees. Creates e-learning using contemporary adult learning methodologies and software publishing tools. Updates existing e-learning 

content based on enhanced quality standards, organizational changes, system changes, updates and end user feedback. Assigns new employee orientation programs to include, Hospital Orientation, Unit Based Orientation, EPIC Training, Payer 

training, Customer Service and/or Revenue Cycle training. Prepare, set-up and conduct Unit Based Orientation for new hires. Follow up to ensure all new staff meet requirements. Conducts training sessions to communicate policy updates, 

system upgrades, process changes and new processes or protocols, organizes classes in person or virtual, and prepares training manuals and materials, visual aids, such as slides and films and other training tools. Responsible for inventory, 

tracking of training materials and supplies in a timely and efficient manner.Confers with department leadership to determine need and scope of training programs. Maintains records of training activities and evaluates applicability and 

effectiveness of programsReal-time or historical monitoring of staff on assigned workflows, to include Call or Live Narrative analysis, RightFax proficiency, Epic Estimator Accuracy, AIDET and PACT standards, other programs or workflows as 

assigned. Maintains a pro-active approach with addressing/implementing changes impacting the various processes of the patient financial experience. On request of manager, contributes to new hire selection, recognition, and performance 

evaluations for staff. Ability to assign daily operations effectively upon request; exhibits effective follow-through and follow-up; takes accountability; solves problems and implements solutions; demonstrates technical proficiency. Acts with 

urgency to address issues and anticipate needs. Engages with dept/clinic managers to promote optimal use of resources and patient throughput. Supports goals and objectives; assisting in the creation and implementation of policies and 

procedures for dept operation. Responsible for generating, distributing and maintaining relevant department reports to assist management with tracking of key performance indicators.Assures that quality assurance monitoring is conducted 

on data produced by all department staff, assuring accuracy, thoroughness and compliance. Responsible to identify areas for continued performance improvement. Review QA disputes and assist staff in completing dispute form.The ability to 

be a subject matter expert and act in one or more department-specific functional roles which include:Pre-register/Register patients within all applicable service areas either via contactless or in-person processesVerify insurance eligibility and 

coverage, submit prior authorization requests, coordinate with clinic partners to resolve authorization-related issuesProvide financial advice for patients either pre or post-service, educating patients on financial responsibility and guiding 

patients to alternative funding resources when appropriateWorks in a collaborative manner with peers and other departments; attends meetings with active engagement and participation.Demonstrates above above-level problem solving 

skills and decision-making abilities. Ability to communicate verbally with all levels of team members, management, clinicians and physicians.Responsible for maintaining adequate supply of forms, brochures and supplies used in the 

department. May monitor work queues for the assigned unit(s) ensuring that staff are addressing deficiencies in a timely manner with a goal of 0 accounts older than 6 days. Works closely with QA team, and PAS Analysts to ensure that any 

TECHNICAL DENIALS MANAGEMENT SPECIALIST II 7004 Y 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3G6 Prof Fee Sched/Bill-Tech Den INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma; 

Associate's degree preferredTwo (2) years experience in medical claims recovery and/or collections requiredJob Duties1. Contacting payers, via website, phone and/or correspondence, regarding reimbursement of unpaid accounts over thirty 

(30) days or more, also researching and following up on denials and requests for additional information.2. Interpret Managed Care contracts and/or Medicare and Medicaid rules and regulations to ensure proper reimbursement/collection.3. 

Make necessary adjustments as required by plan reimbursement.4. Performs payment validation by utilizing internal and/or external resources to ensure proper reimbursement.5. Reviews, research and appeal partially denied claims for 

reconsideration.6. Responsible for contacting patients to gain additional information required to resolve an outstanding insurance balance.7. Functions as resource person for departmental personnel to answer questions and assists with 

problem resolution.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TECHNICAL DENIALS MANAGEMENT SPECIALIST III 7006 Y 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3G6 Prof Fee Sched/Bill-Tech Den INSR UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School DiplomaFour 

(4) years experience in medical claims recovery and/or collections requiredAssociate's degree and two (2) years experience in medical claims recovery and/or collections within a healthcare or insurance environment is preferredJob Duties1. 

Contact payers, via website, phone and/or correspondence, regarding reimbursement of unpaid accounts over thirty (30) days or more, also researching and following up on denials and requests for additional information.2. Interpret Managed 

Care contracts and/or Medicare and Medicaid rules and regulations to ensure proper reimbursement/collection.3. Make necessary adjustments as required by plan reimbursement.4. Performs payment validation by utilizing internal and/or 

external resources to ensure proper reimbursement.5. Reviews, research and appeal partially denied claims for reconsideration.6. Responsible for contacting patients to gain additional information required to resolve an outstanding insurance 

balance.7. Functions as resource person for departmental personnel to answer questions and assists with problem resolution.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

TECHNICAL SUPPORT SPECIALIST I 9264 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3D6 Prof Services-IR Support Jr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryWorks under minimal supervision to 

provide routine technical assistance to UT Southwestern faculty and staff with respect to personal computing hardware and software, computer networking, and/or telecommunications.Experience and EducationHigh School and 2 years related 

experience required. Additional coursework in a related field, such as computer science, management information systems, etc. may be considered on a year for year basis in lieu of stated minimum experience. Associates or Bachelors degree in 

related field preferred.If area of employment requires use of a University-owned vehicle, employee will be required to possess a valid Texas Drivers License, pass a Motor Vehicle Records (MVR) check, and complete drivers training (or van 

training, if applicable), in accordance with UTS Policy 157, appendix B. Job DutiesSupports the full end user computing experience to include computer hardware/software, printers, copiers, scanners, audio visual, mobile devices, etc.Diagnose 

and repair routine end user problems to remediation independently or by escalating to senior technical staff or other teams.Performs preventative maintenance of end user devices and associated peripherals. Lifecycle management of end user 

devices to include deployment and decommissioning of assets.After hours staff will work the Service Desk role as needed. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of Windows based and/or Mac 

based personal computing software and hardware. Work requires personal contact with faculty and staff to provide technical support of computer hardware and software packages and resolve variety of routine problems.Work requires phone 

contact with hardware and/or software vendors.Work requires ability to lift computer and printer equipment.Work requires interpretation of policy and application of procedures or practices to work problems.Working ConditionsWork is 

performed in general office areas, laboratories, clinics, and hospitalsAny qualifications to be considered as equivalents in lieu of stated minimum require the prior approval of the Vice President for Human Resources Administration, or his/her 

designee.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. Asan equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,age, disability, genetic information, citizenship status, or veteran status.

TECHNICAL SUPPORT SPECIALIST I - ACCESS CONTROL 6316 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3D6 Prof Services-IR Support Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED equivalent and two (2) years of experience performing technical work in the security field.ORAssociate's degree or equivalent training from an accredited technical school and one (1) year of experience performing technical 

work in the security field.ORBachelor's degree in a related field.Work requires knowledge of card readers, relay logic, IP and analog cameras, door contacts, and other various security equipment.  Work requires utilization of basic electronic 

testing procedures.  Work requires the use of a personal computer.Work requires effective communication skills.  Work requires good customer service.  Work requires minimal physical exertion and lifting up to 50 pounds and the ability to 

hold up to 20 lbs. overhead, use of ladders and hand/power tools safely; bending, stooping, and/or crawling in order to access various work spaces.If area of employment requires use of a University-owned vehicle, employee will be required to 

possess a valid Texas Drivers License, pass a Motor Vehicle Records (MVR) check, and complete drivers training (or van training, if applicable), in accordance with UTS Policy 157, appendix B. Job Duties  Performs routine preventive 

maintenance, testing, and repairs with respect to physical security systems, including access control, CCTV, intrusion detection, intercoms and other systems.      Diagnoses and repairs routine physical security related problems and/or refers 

complex problems to the Technical Operations Supervisor or another technical professional.Troubleshoots routine technical problems and supports the University Police Department as required.Assists in making recommendations for 

modifications or additions to physical security systems, hardware components, and software applications; assists in identifying associated costs.      Assists in the design of new security systems and the researching of new related 

technologies.Consults with departmental users to determine security needs and recommends solutions.Assists with badging station duties as required.Installs software, personal computers, printers, and other peripherals as required.Performs 

other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TECHNICAL SUPPORT SPECIALIST II 9265 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3D6A Prof Services-IR Support Mid TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryWorks under minimal supervision to 

provide routine technical assistance to UT Southwestern faculty and staff with respect to personal computing hardware and software, computer networking, and/or telecommunications.Experience and EducationHigh School and 4 years related 

experience required. Additional coursework in a related field, such as computer science, management information systems, etc. may be considered on a year for year basis in lieu of stated minimum experience. Associates or Bachelors degree in 

related field preferred.If area of employment requires use of a University-owned vehicle, employee will be required to possess a valid Texas Drivers License, pass a Motor Vehicle Records (MVR) check, and complete drivers training (or van 

training, if applicable), in accordance with UTS Policy 157, appendix B. Job DutiesSupports the full end user computing experience to include computer hardware/software, printers, copiers, scanners, audio visual, mobile devices, 

etc&hellip;Diagnose and repair routine & complex end user problems to remediation independently or by escalating to senior technical staff or other teams.Performs preventative maintenance of end user devices and associated peripherals. 

Lifecycle management of end user devices to include deployment and decommissioning of assets.After hours staff will work the Service Desk role as needed. Advise customers regarding their technology needs and provide the associated costs 

and vendor quotes. Liaison between customer and Information Resources, partner organizations, or vendors to ensure the efficient operation of the end user computing environment. Performs other duties as assigned.Knowledge, Skills & 

AbilitiesWork requires knowledge of Windows based and/or Mac based personal computing software and hardware. .Work requires personal contact with faculty and staff to provide technical support of computer hardware and software 

packages and resolve variety of routine and non-routine problems.Work requires phone contact with hardware and/or software vendors.Work requires ability to lift computer and printer equipment.Work requires interpretation of policy and 

application of procedures or practices to work problems.Working ConditionsWork is performed in general office areas, laboratories, clinics, and hospitals.Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of the Vice President for Human Resources Administration, or his/her designee.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. Asan equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression,age, disability, genetic information, citizenship status, or veteran status.

TECHNICAL SUPPORT SPECIALIST II - ACCESS CONTROL 6315 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3D6A Prof Services-IR Support Mid TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title6315 - Technical Support Specialist II - Access 

ControlSalarySalary Negotiable Job SummaryWorks under moderate supervision to provide routine technical assistance to one or more databases and electronic systems in the management of Access Control for UT Southwestern Medical 

Center.Experience and EducationHigh school graduation or GED equivalent and two (2) years experience in technical work in the electronic security field. If area of employment requires use of a University-owned vehicle, employee will be 

required to possess a valid Texas Drivers License, pass a Motor Vehicle Records (MVR) check, and complete drivers training (or van training, if applicable), in accordance with UTS Policy 157, appendix B.Job DutiesPerforms routine to moderate 

hardware upgrades, preventive maintenance, testing, and repairs with respect to physical security systems, including access control, video surveillance systems, intrusion detection, intercoms and other security systems.Diagnoses and repairs 

routine to moderate physical security hardware problems and/or refers complex problems to the Technical Support Specialist III, Technical Operations Supervisor, or another technical professional.Functions as liaison with university 

departments, security vendors, and other involved entities on security projects. Inspects, tests, and commissions contractor installed equipment. Creates and maintains inspection logs and reports as needed for project management.Assists in 

the review and design of new security systems. Consults with users to determine security needs and recommends solutions, and assists in identifying associated costs and/or obtaining quotes from vendors.Completes small to moderate 

installation, upgrade, and repair projects as needed to maintain a working security system. May include programming of devices, configuration of software/hardware, and demo of equipment as needed, and gathering and documenting 

obsolete equipment for disposal.Researches and tests new security technologies, and evaluates effective application and compatibility with current security systems.Maintains required documentation for physical security systems, to include 

an inventory list for all spare physical security hardware, and mapping all campus building floor plans to indicate the locations of security devices, to include (but not limited to) readers, cameras, and controllers.Submit/maintain/renew the 

UTSW PD IR server registration forms for all security related devices that require static IP addresses.Assists with badging station duties as required.Performs other duties as required.Knowledge, Skills & AbilitiesWork requires repairing, testing, 

installing, and troubleshooting security equipmentWork requires knowledge of Windows 10.Work requires utilization of Microsoft Office (especially Word & Excel).Work requires the use of a personal computer.Work requires effective 

communication skills.Work requires good customer service.Work requires minimal physical exertion and lifting up to 75 pounds and hold up to 20 lbs. overhead, use of ladders and hand/power tools safely; bending, stooping, and/or crawling 

in order to access work spaces.KNOWLEDGE, SKILLS, & ABILITIES (preferred)Experience with/knowledge of the following:System administration/installationLenel OnGuard SoftwareSurveillance camera systemsWorking ConditionsWork is 

performed in general office and computer network environment.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to 

all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TECHNICAL SUPPORT SPECIALIST III 9266 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 3D6B Prof Services-IR Support Sr TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SummaryWorks under minimal supervision to 

provide routine technical assistance to UT Southwestern faculty and staff with respect to personal computing hardware and software, computer networking, and/or telecommunications.Experience and EducationHigh School and 6 years related 

experience required. Additional coursework in a related field, such as computer science, management information systems, etc. may be considered on a year for year basis in lieu of stated minimum experience. Associates or Bachelors degree in 

related field preferred.If area of employment requires use of a University-owned vehicle, employee will be required to possess a valid Texas Drivers License, pass a Motor Vehicle Records (MVR) check, and complete drivers training (or van 

training, if applicable), in accordance with UTS Policy 157, appendix B.Job DutiesSupports the full end user computing experience to include computer hardware/software, printers, copiers, scanners, audio visual, mobile devices, etc.Diagnose 

and repair routine & complex end user problems to remediation independently or by escalating to senior technical staff or other teams.Performs preventative maintenance of end user devices and associated peripherals. Lifecycle management 

of end user devices to include deployment and decommissioning of assets.After hours staff will work the Service Desk role as needed. Advise customers regarding their technology needs and provide the associated costs and vendor quotes. 

Liaison between customer and Information Resources, partner organizations, or vendors to ensure the efficient operation of the end user computing environment. Provide working supervision to other Technical Support Specialists; trains, or 

assists in training new employees; handles day-to-day questions from other Technical Support Specialists.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of Windows based and/or Mac based personal 

computing software and hardwareWork requires personal contact with faculty and staff to provide technical support of computer hardware and software packages and resolve variety of routine and non-routine problems.Work requires phone 

contact with hardware and/or software vendors.Work requires ability to lift computer and printer equipment.Work requires interpretation of policy and application of procedures or practices to work problems.Working ConditionsWork is 

performed in general office areas, laboratories, clinics, and hospitals.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources Administration, or his/her 

designee.UTSouthwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. Asan equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,age, disability, genetic information, citizenship status, or veteran status.

TECHNICAL SUPPORT SPECIALIST III - ACCESS CONTROL 6317 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 N 3D3 Prof Svcs-IR InfraServices PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title6317 - Technical Support Specialist III - Access 

ControlSalarySalary Negotiable Job SummaryWorks under minimal supervision to provide complex and routine technical assistance to one or more databases and electronic systems in the management of Access Control for UT Southwestern 

Medical Center.Experience and EducationHigh school graduation or GED equivalent and seven (7) years experience in a physical and electronic security environment or Bachelors degree with four (4) years experience in a physical and electronic 

security environment.If area of employment requires use of a University-owned vehicle, employee will be required to possess a valid Texas Drivers License, pass a Motor Vehicle Records (MVR) check, and complete drivers training (or van 

training, if applicable), in accordance with UTS Policy 157, appendix B.Job DutiesMaintains, deploys, upgrades, and monitors departmental servers, troubleshoots, and corrects routine and complex system-related problems using server 

management software and security vulnerability software.Resolves complex systems and network problems including coordination between Access Control and components of Information Resources.Configures, maintains, troubleshoots, and 

implements all Network Video Recorders (NVRs) including failover NVRs, Video Management System (VMS) and security cameras on campus. Includes firmware, software upgrades, backups, and patches needed for a working video surveillance 

system.Performs routine and complex programming, upgrades, preventive maintenance, testing and repairs with respect to the Access Control software, database, operating systems, and physical security hardware.Evaluates, configures, and 

resolves system configuration problems and ensures effective use of hardware resources on security and departmental systems, including setting up remote monitoring for critical servers and upgrading firmware, BIOS, and hardware.Functions 

as liaison between Access Control and security vendors or campus departments for ongoing and special projects, including ensuring vendors and manufacturers are adequately supported, and can obtain remote access to systems in order to 

provide any required support. Acts as project manager for small to moderate projects, giving direction to security vendors and other technical support specialists.Installs software, personal computers, printers, and other peripherals as 

required, with a focus on security systems.Establishes, creates, and troubleshoots user permission levels on departmental systems.Configures, maintains, upgrades, and troubleshoots 3rd party systems integrated into the security 

management system (Lenel OnGuard). Includes biometric systems, key management systems, intercom systems, and software interfaces with PeopleSoft HCM/Campus Solutions or other systems.Prepares recommendations and obtains 

quotes for modifications or additions to operating software systems, hardware components, and software applications, with a focus on security systems.Maintains and submits various reports, such as equipment failure reports, repair records, 

and datasheets for the department and Medical Center management.May provide working supervision to other Technical Support Specialists; trains, or assists in training new employees; handles day-to-day questions from other Technical 

Support Specialists.Assists with badging station duties as required.Performs other duties as required.Knowledge, Skills & AbilitiesWork requires repairing, testing, installing, and troubleshooting security equipmentWork requires experience and 

knowledge of various database software and hardware systems.Work requires knowledge of networking and information technology concept and principlesWork requires knowledge of server configuration, maintenance, and 

troubleshooting.Work requires knowledge of video surveillance systems, including design, installation, repair, and troubleshooting.Work requires good communication and customer service skills.Work requires some physical exertion and may 

require lifting up to 75 pounds to move and install server equipment.Work requires assistance with policies and procedures related to database hardware and software.Work requires interpretation of policy and application of procedures or 

practices to work problems.Working ConditionsWork is performed in general office and computer network environment.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for 

Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215. UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

TECHNICAL SYSTEMS ARCHITECT 9438 Y 26 $96,732.00 $133,641.00 $171,923.00 $8,061.00 $11,136.75 $14,326.92 $372.05 $514.00 $661.24 $46.51 $64.25 $82.66 E 3D4D Prof Svcs-IR Dev/Architect TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Technical Systems Architect is an 

essential role for Systems and Operations teams. The TSA's responsibility is to consult, design, and oversee the build of resilient and highlyavailable infrastructure systems to include enhanced use of automation. The TSA will oversee improving 

and upgrading software and system components and tackle digital transformation challenges for technology systems and services.Experience and EducationMinimum of ten (10) years in the information technology field with experience to 

include systems administration, technology consulting, technology system design and support, or other closely related experience required. Associate's degree in related field, or equivalent additional years of related experience required. 

Experience in healthcare, academic, and/or research institutions highly preferred. Related industry certifications preferred. Job DutiesArchitect and develop solutions for technology systems to include standardizing the design and automation 

of system deployments, where plausible.Develop seamless and integrated monitoring and support tools.Function as team lead and Tier III engineer for the technology infrastructure and systems teams that support platforms that provide 

technology services. These systems may include identity and access management, authentication services, distributed computing, operating system support, network attached storage, and other enterprise technologies.Perform architectural 

reviews for new system implementations and integrations.Research and evaluate new technologies that transform and improve the technical environment.Design and implement high availability solutions based on disaster recovery / business 

continuity requirements.Participate in security table top exercises as a key contributor.Identifies technology infrastructure gaps and develops remediation plans.Mitigate technology risk due to complex configurations,design flaws, system and 

hardware inefficiencies, and reduction of end of life infrastructure for technical systems.Works with application analystsand systems engineers, providing Tier III support when needed, to analyze and resolve complex issues for technical 

systems.Strong project management skills and the ability to managecompeting priorities. Work closely with project teams and executive sponsors / project owners. Strong business acumen, good written and oral communication 

skills.Optimization of system patching efforts.Working knowledge of Visio or similarproducts.Performs other duties as assigned.Knowledge, Skills & AbilitiesExcellent oral and written communication skills. Advanced knowledge ofenterprise 

architectures that may include identity and access management, authentication services, distributed computing, operating system support, network attached storage, and other enterprise technologies.Ability to design and support mid to 

large enterprise technologies.Ability to multitask and collaborate with stakeholders at all levels of the institution. Working ConditionsWork is performed primarily in office or computer lab/system environment with occasional exposure to 

noise, moving mechanical and electrical parts.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources or his/her designee.UT¿Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation,gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

TECHNICAL TRAINER SR 9565 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D3 Prof Svcs-IR InfraServices PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Business Administration, Education, Computer Science,or related field. Four (4) years of experience in a healthcare environment is required. Must have a minimum of one year experience in the development and use of training techniques and 

materials.  Job Duties  Develops effective training materials (including visual aids and manuals) to support classroom activities.       Conducts and facilitates effective training sessions.        Participares in the testing of new applications and 

enhancements to ensure integrity and quality of data in training materials.       Provides to management insight into the overall direction and scope of the training department.  Develops curriuclum, lesson plans, and other appropriate 

methods of presentation to ensure all staff development educational goals are met.     Coordinates and conducts training sessions on complex facilities maintenance and safety procedures, compliance, and associated computer software if 

required.      Maintains records of training activities and evaluates applicability and effectiveness of programs. Recommends policies and procedures relating to training activities.     Maintains records of training activities and evaluates 

applicability and effctiveness of programs.       Recommends policies and procedures relating to training activities.       Prepares required and ad hoc reports for management review. Attends professional meetings, training seminars, and 

conferences when appropriate.      Confers with management to determine need for, and scope of, new employee orientation and other training and educational programs for employee groups of the institution.      Assists in the research, 

design, and development of management development training curriculum.  Assists in the preparation of training analysis.  Supports the design and implementation of metrics instruments to evaluate the effectiveness of the training 

curriculum.    Remains current in evaluating new ideas and classes, as well as new training techniques to present management with up-to-date information and options. Performs other duties as assigned.       **Other Duties:  Performs other 

duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



TECHNOLOGY ARCHITECT 9436 Y 27 $104,447.00 $149,211.00 $193,975.00 $8,703.92 $12,434.25 $16,164.58 $401.72 $573.89 $746.06 $50.21 $71.74 $93.26 E 1C Managerial TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThis position is responsible for leading 

the design, development, and implementation of networking and communications infrastructure systems. The Technology Architect will partner with business, functional, and Information Resources leaders across the organization to deliver 

quality projects that provide long-term value to our clients. Experience and EducationBachelor's degree in business administration, computer science, engineering, telecommunications, or related field, and ten (10) years progressively 

responsible experience involving complex network/telecommunications systems and/or network engineering and design. Prior experience leading mid- to large-scale information systems implementation projects strongly preferred.Strong 

ACI/SDN expertise is sought. Any Cisco CCIE certification is a plus. CCNP, CCDP and any other relevant certs are a plus. A deep knowledge of application transport and network infrastructure protocols is highly desired. Strong technical expertise 

with any of the following: Cisco Security, Cisco Wireless/mobility, Cisco Data Center, Cisco Collaboration/UC. Strong experience in Cloud-based architecture and deployments to include MS Azure Cloud. Network Security management.Masters 

Degree in Electrical Engineering or Computer Science preferred.  Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.Job DutiesServes 

in a lead role in the conceptualization, development, and implementation of highly complex, Integrated Communications Technology (ICT) systems.Collaborate with executive leadership to develop and communicate long term vision and 

comprehensive strategic plans for infrastructure and enterprise architecture solutions.Define principles/standards for infrastructure and/or enterprise architecture.Interact and negotiate with vendors, outsourcers and contractors to secure 

network products and services.Networking, Data Center, Cloud, Automation, AI, UCC and Hybrid solutions design and engineering.Develops and fosters business relationships with strategic original equipment manufacturers (OEM's) and other 

Key Partners.Conducts research on network products, services, protocols and standards to remain abreast of developments in the networking industry.Develops and articulates the vision and direction of technology, and directs the 

implementation of the resulting technical hardware and software systems for a particular business area. Develops and coordinates strategy, research and development of advanced technology systems and development projects, and builds the 

business case or justification for such activity. Acts as senior consultant and mentor to Information Resources (IR) and Network Engineers, Technicians, Developers, Analysts or Administrators, providing advice and in-depth consultation on 

complex systems analysis and design requiring advanced techniques. Reviews and evaluates feasibility studies, and prepares recommendations based on in-depth knowledge of problems and capabilities of potential approaches. Develops and 

conducts training in systems conceptualization, engineering, analysis, design, implementation and operations.May provide supervision to project-related staff as needed. Performs other duties as assigned.Knowledge, Skills & AbilitiesWork 

requires excellent written and verbal communication skills.Work requires excellent collaboration and customer service skills. Work requires excellent organizational, project management, and supervisory skills.Work requires ability to prioritize 

and work within tight deadlines.Work requires familiarity with use of personal computers.Work requires telephone and personal contact with all levels of faculty and staff within UTSW, as well as with external organizations.Work may require 

sitting and standing for long periods of time.Work requires ability to read, write, and analyze data.Work requires ability to develop plans, procedures, and coordinate persons and other resources to accomplish goals. Work requires ability to 

perform under broad direction with desired results indicated in broad terms or objectives. Work requires independent determination of methods and approaches to work problems.Working ConditionsWork is performed primarily in an office 

environment.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TELECOMMUNICATIONS MAINTENANCE TECHNICIAN I 9100 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3D3 Prof Svcs-IR InfraServices TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelors degree or 

equivalent experience and four (4) years experience in installing, programming and maintaining the hardware and software associated with the successful operation of a large digital PBX, preferably a Siemens HiPath 4000. Experience in 

telecommunication network design and traffic engineering.  Job Duties  Follows standard methodologies for installing telephone service and determining the appropriateness of significant equipment and/or software changes;develops 

technical standards and interfaces for connectivity of data transmission devices to the telecommunications system.    Monitors and configures telecommunications systems to access technical performance and makes recommendations for 

system enhancements and expansion.      Evaluates and makes recommendations for various recommendations for various telecommunications products and services, specifically as they relate to the core switching equipment, voice mail 

systems and ancillary devices;performs feasibility studies specifically related to core switching equipment and ancillary devices.    Uses electronic testing, metering and monitoring devices and applications for in-depth preventative maintenance 

and to locate trouble, test switches, trunks and links to restore or cause to be restored any service and/or equipment identified as faulty.     Read and follows schematic diagrams and technical notes to install hardware and software;performs 

moves and changes to PBX system and station equipment, as well as voice mail systems and communication circuits; this includes the configuration and installation of circuit cards and making appropriate software configuration changes to 

accomodate additional cards, ancillary equipment and features.   Monitors system statistics and alarms and develops and generates system usage reports on the core switches, voice mail system, trunks and all ancillary services.      Diagnoses 

and corrects service disruptions at times referring to schematic diagrams, to maintain, change and repairs PBX system hardware and software and associated communications equipment; handling any voice and data network problems 

resulting from traffic interruptions that could not be resolved by the Telecommunications Analysts.   Assits Repair Technicians, Installation Technicians, Telecom Analysts and/or Network Services Technicians in finding and resolving voice and 

data problems;opens tickets and escalates and tracks issues with various telecommunications manufacturers' and providers' technical support organizations when issues are not able to be resolved in-house.   Assists in the tracking and 

ordering of spare parts inventory of all PBX systems and associated equipment.       Assists in the preparation of reports and maintenance of records on system capacities and system status.       Assists in training of Telecommunications 

Analysts and end users.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

TELECOMMUNICATIONS MAINTENANCE TECHNICIAN II 9101 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D3 Prof Svcs-IR InfraServices TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree or 

equivalent experience, and six (6) years' experience in installing, programming and maintaining hardware and software associated with the successful operation of a large VoIP system, preferably a Unify OpenScape Voice. Experience in 

telecommunication network design and traffic engineering is strongly preferred.Job DutiesProvides for the installation, troubleshooting, repairing and maintaining of complex telecommunications equipment, including PBX switches, VoIP 

systems, voice mail systems, communication circuits, and the equipment and applications associated with them. Acts as technical lead in the absence of the manager.Determines the methodology for installing telephone service, and 

appropriateness of significant equipment and/or software changes. Develops and approves technical standards and interfaces for connectivity of data transmission devices to the telecommunications system.Monitors and configures 

telecommunications systems to assess technical performance and makes recommendations for system enhancements and expansion; Evaluates and makes recommendations for various telecommunications products and services specifically 

as they relate to the core switching equipment, voice mail systems and ancillary devices; making recommendations as to which will work best within our environment.Performs feasibility studies related to core switching equipment and 

ancillary devices; uses electronic testing, metering, and monitoring devices and applications for in-depth preventative maintenance and to locate trouble, test switches, trunks and links to restore or cause to be restored any service and/or 

equipment identified as faulty.Reads and follows schematic diagrams and technical notes to install hardware and software, perform moves and changes to PBX system, VoIP system and station equipment, as well as voice mail systems and 

communication circuits. This includes the configuration and installation of OpenScape Branch, circuit cards and making appropriate software configuration changes to accommodate additional equipment.Monitors system statistics and alarms 

and develops system usage reports on core switches, voice mail system, trunks and all ancillary services.Diagnoses and corrects service disruptions, to maintain, change and repair OpenScape Voice, PBX system hardware/software and 

associated communications equipment; handling any voice and data network problems resulting from traffic interruptions that could not be resolved by the Telecommunications Analysts.Assists other technicians and analysts in finding and 

resolving voice and data problems; escalates and tracks issues with various telecommunications manufacturers' and providers' technical support organizations when issues are not able to be resolved in-house.Evaluates communications 

systems failures and prepares root cause analysis reports for upper management.Prepares reports and maintains records on system capacities and system status.Acts in a lead capacity over other Telecommunications Technicians providing 

leadership and assigning work and direction; assists in training and mentoring of other Technicians, Analysts, and end users.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires ability to read, write and resolve 

complex technical problems.Work requires ability to understand data networks and use digital test equipment.Work requires knowledge of fiber optic cabling.Work requires ability to use light meters, OTDR test equipment data scopes, patch 

panels, modems, concentrators, call detail recording applications and equipment, various call routing applications, busy studies, network engineering, queuing theories and statistics.Work requires ability to determine approaches to work 

problems based upon specialized technical knowledge.Work requires telephone and personal contact with faculty and staff to coordinate resolution of system problems.Work requires telephone and personal contact with affiliated hospitals, 

clinics, equipment vendors, and maintenance personnel to coordinate resolution of problems or installation of specialized equipment.Work requires ability to stand for long periods of time and/or lift up to 50 pounds.Work requires ability to 

analyze, organize, and effectively present data to management.Work requires ability to coordinate people and other resources to resolve system problems.WORKING CONDITIONSWork is performed primarily indoors and involves occasional 

exposure to elements, such as electrical hazards, mechanical hazards, constant noise, and dust mite hazards.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human 

Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, 

the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. 

In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TELECOMMUNICATIONS OPERATIONS INSTALLER 8894 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3D6 Prof Services-IR Support Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED and six (6) months to two (2) years experience in installation and repair of telecommunications equipment.    Job Duties  Installs, terminates, and tests copper and fiber optic cable.        Installs and tests telephone sets, data 

modules, modems, patch panels, software, etc.       Assists Senior Installer in cable record maintenance and installation documentation.       Installs and assists Senior Installer with Fiber optic testing and/or splicing.       Troubleshoots and 

repairs telephones, data modules, modems, and other telecommunication equipment.       Troubleshoots and repairs network wiring.        Performs fault isolation procedures on fiber optic and copper cable.       Assists with special projects.        

Prepares, cleans, and organizes switch room and equipment.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

TELECOMMUNICATIONS OPERATIONS INSTALLER SR 8893 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3D6A Prof Services-IR Support Mid TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or GED plus completion of related technical or military training courses. Three (3) plus years experience in installation and repair of telecommunications equipment.   Must possess valid State of Texas Driver's License and maintain 

acceptable rating for driving university vehicles as prescribed by University of Texas System guidelines.    Job Duties  Installs, terminates, and tests copper and fiber optic cable.        Installs and tests telephone sets, data modules, modems, 

patch panels, software, etc.       Troubleshoots and repairs telephones, data modules, modems, and other telecommunication equipment.       Troubleshoots and repairs network connections and fiber optic cable.       Surveys and coordinates 

new installation, including estimating material and labor cost.       Performs fault isolation procedures on fiber optic and copper cable.       Provides direction and training for Installers.        Completes special projects.        Performs fiber optic 

splicing as needed.        Prepares, cleans, and organizes switch room and equipment.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

TELEVISION MAINTENANCE ENGINEER 8451 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H27 Prof Services-Engineering Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate's degree 

and seven (7) years related experience.      Job Duties  Provides engineering oversight in studio, master control, videoconferencing facilities, and on location to include equipment setup and operation for production, distance learning, IP video 

streaming, and telemedicine.     Provides video engineering for institutional programs to include surgical programs and major campus events. Coordinates satellite uplink/microwave interface.  Performs setup and alignment of fiber optic links 

for broadband CATV and analog/digital video/audio     Performs equipment systems design and installation. Performs production and videoconferencing equipment storage, preparation, maintenance, alignment, and repair.      Identifies 

incorrect operation of all service center equipment and initiates necessary procedures to correct problem. Provides weekly reports to Manager, Technical Operations, noting status of any current troubleshooting of systems as well as systems 

failure resolution.    Provides training in operation and care of television equipment and supervises Production Technicians.       Performs linear and non-linear postproduction engineering setups and supervises postproduction editing.       

Provides H.320/H.323 videoconferencing multi-point control unit configuration and videoconferencing client support.       Performs ongoing equipment research and analysis. Attends industry conferences and training classes. Provides 

specifications for purchase and makes equipment purchase recommendations.      Supervises studio and control room organization and cleanup.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  

UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits 

unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TELEVISION PRODUCER/EDITOR 8469 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H9A

Prof Svcs-Comm & Mkting 

Mid TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree 

with major course work in television production, communication arts, or related field and two (2) years experience in television production and post-production, including one (1) year computer graphics experience and computerized editing 

with EDL PC management. Demo reel required.  Job Duties  Confers with clients to ascertain their television needs and advises as to appropriate treatment or approach.       Performs pre-production planning, budget writing, script development, 

and project coordination.       Performs production operations to include equipment setup, lighting, and camera and videotape operations.       Performs post-productin editing for most major service center projects, including editing on 

Betacam, 3/4", and 1/2" systems, creating graphics using computer graphics work stations, and performing computerized editing with EDL PC management.     Oversees billing of own projects.        Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

THERAPY TECHNICIAN 5721 12 $31,600.00 $39,500.00 $47,400.00 $2,633.33 $3,291.67 $3,950.00 $121.54 $151.93 $182.31 $15.19 $18.99 $22.79 N 5G3 Clin Supp Services-Therapy ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent. One (1) year therapy technician work experience in hospital, or outpatient rehabilitation setting preferred.Job DutiesDemonstrates knowledge of relevant laws, policies and regulations and standards affecting decisions and 

interpretations. Demonstrates knowledge of contraindications and/or safety issues with various patient types and applies them to treatment.Develops rapport with patients and their families using approach common with that of health care 

team for purpose of obtaining maximum participation in activities.Transfers, transports, and positions patients.Follows written and verbal instructions.Sets up and/or removes equipment or therapy aides for therapists as instructed. Performs 

routine and preventative maintenance on equipment as needed. Reports any defective equipment to supervisor. Communicates patient observations, responses, interactions, and non-verbal signs to therapist.Organizes patient treatment time 

and unscheduled time efficiently.Assists in on-the-job training, education, and supervision of Physical Therapy Technicians, volunteers, and/or nursing staff.Performs other duties as assigned.Knowledge, Skills & AbilitiesCurrent 

cardiopulmonary resuscitation (CPR) or basic cardiac life support (BCLS) certificationWorking ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient beds. Must be able to help 

lift and turn patients.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

THERAPY TECHNICIAN U5721 P09 $30,900.00 $38,600.00 $47,590.00 $2,575.00 $3,216.67 $3,965.83 $118.85 $148.46 $183.04 $14.86 $18.56 $22.88 N 5G3 Clin Supp Services-Therapy ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent and one (1) year therapy tech work experience in hospital or out patient rehab setting is preferred. **Cardiopulmonary resuscitation (CPR or Basic Life Support (BLS) certification, course accredited by the American Heart Association 

(AHA) or American Red Cross (ARC)) certification is required.** Job DutiesDemonstrates knowledge of relevant laws, policies and regulations and standards affecting decisions and interpretations. Demonstrates knowledge of contraindications 

and/or safety issues with various patient types and applies them to treatment.Develops rapport with patients and their families using approach common with that of health care team for purpose of obtaining maximum participation in 

activities.Transfers, transports, and positions patients.Follows written and verbal instructions.Sets up and/or removes equipment or therapy aides for therapists as instructed. Performs routine and preventative maintenance on equipment as 

needed. Reports any defective equipment to supervisor. Communicates patient observations, responses, interactions, and non-verbal signs to therapist.Orgazines patient treatment time and unscheduled time efficiently.Assists in on-the-job 

training, education, and supervision of Physical Therapy Technicians, volunteers, and/or nursing staff.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

TIME & ATTENDANCE COORDINATOR 8954 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 4A4A Off-Admin Supp-HR Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh school diploma or 

equivalent, Associate or Bachelor degree preferred, and three (3) years of related experience with time and payroll knowledge Job DutiesTime & Attendance Coordinator is responsible for accurate and timely processing of employee time 

records in Kronos and PeopleSoft 9.2 Ensure that transactions are processed in compliance with internal policies and procedures, as well as government agency regulations Process time submittals and historical adjustments from Kronos 

through Oracle PeopleSoft Time and Labor Support communication as needed for changes to deadlines due to holidays or other site operations that may impact deadlines Track and respond to employee inquiries regarding work and non-work 

hours submitted through Kronos that impact an employee's pay Support managers and other time approvers to ensure timely approvals. Support new users by providing assistance using the Kronos time system Performs other duties as 

assigned.Knowledge, Skills & AbilitiesKnowledge of all aspects of time and payroll source-to-gross processing Ability to handle confidential information Proficiency in Microsoft Office Products (Word, Excel, Outlook) is required Strong analytical 

and problem solving skills Excellent verbal and written communication skills Demonstrate a team player mentality with excellent customer service skills Working ConditionsWork is performed primarily in general office areaUT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TISSUE ALLOGRAFT DISTRIBUTION COORDINATOR 9059 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3F15 Prof Med Services-Tissue Don ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

assist with management of administrative and distribution operations within the Transplant Service Center of UT Southwestern Medical Center. Ensures tissue allograft orders are completed in a timely manner, and meet established quality 

standards. Experience and EducationAssociates Degree or two (2) years college, and two (2) years' experience in tissue allograft distribution, surgery scheduling, purchasing, logistics or customer service required; orHigh School Education or 

GED, and five (5) years' experience in surgery scheduling, purchasing, logistics, or customer serviceEmployee required to possess a valid Texas Drivers License, pass a Motor Vehicle Records (MVR) check, and complete drivers training (or van 

training, if applicable), in accordance with UTS Policy 157, appendix B. Job DutiesProvide guidance, instruction and direction to Distribution Specialists in performance of day-to-day operations of tissue allograft distribution functions.Delegate 

tasks, set work schedule, on-call schedule and timeline for Distribution Specialists.Function in an on-call capacity for emergency needs for allograft tissue.Provide training and/or re-training for distribution functions.Assist with goal setting for 

distribution functions.Suggest, lead and provide training for process improvement team projects.Assist with distribution team engagement and motivation.Perform duties of Distribution Specialist as needed.Provide assistance and coordinate 

communication with other department functional units as needed.Assist with vendor qualification and audits.Provide information to Accounting for tissue invoicing; assist with resolving Accounting issues related to tissue 

distribution.Establish and maintain working relationships with surgeons, surgery schedulers, tissue vendor representatives, couriers, shipping companies and other UT Southwestern departments, including but not limited Telecommunications, 

Purchasing, Accounting and Physical Plant.Perform other duties as required.Knowledge, Skills & AbilitiesStrong customer service skillsStrong problem solving skills and sound judgementExcellent verbal and written communication 

skillsDemonstrated proficiency with software applications including, but not limited to, Word, Excel, Teams, inventory softwareAbility to multi-taskAbility to collaborate across department functional units, other University departments and 

external vendorsAbility to work independently on assigned tasks as well as accept direction on given assignmentsExhibit high level of quality through attention to detail and monitoring of workAbility to stand, bend, twist, squat and lift items 

weighing up to 50 poundsWorking ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or 

his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TISSUE ALLOGRAFT DISTRIBUTION SPECIALIST 9058 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3F15 Prof Med Services-Tissue Don ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under moderate supervision to 

perform administrative and operational tasks in support of the tissue allograft distribution function within the Transplant Services Center of UT Southwestern Medical Center. Experience and EducationAssociates Degree or two (2) years college, 

and no prior experience; orHigh School Education or GED, and three (3) years' experience in surgery scheduling, purchasing, logistics, or customer serviceEmployee required to possess a valid Texas Drivers License, pass a Motor Vehicle Records 

(MVR) check, and complete drivers training (or van training, if applicable), in accordance with UTS Policy 157, appendix B. Job DutiesReceive and document orders for tissue allografts for surgical procedures via phone, fax or emailSelect tissue 

allografts for orders based on tissue criteria, inspect, package and ship allografts for distributionPrioritize order fulfillment based on surgery times, location, and shipping/delivery logisticsReceive, check-in and store tissue allografts received 

from tissue vendorsMaintain and verify inventory of tissue allografts using specialized software; maintain inventory of shipping supplies; order shipping supplies.Establish and maintain working relationships with surgery schedulers, tissue 

vendor representatives, couriers, shipping companies and other UT Southwestern departments, including but not limited Telecommunications, Purchasing, Accounting and Physical Plant.Make deliveries of tissue allografts to UT Southwestern 

affiliated facilitiesRequest medical records/pathology reports from hospitals and medical examiners.Function in an on-call capacity for emergency needs for allograft tissuePerform other duties as required.Knowledge, Skills & AbilitiesStrong 

customer service skillsStrong problem solving skills and sound judgementExcellent verbal and written communication skillsExperience with software applications including, but not limited to, Word, Excel, Teams, inventory softwareAbility to 

multi-taskAbility to collaborate across department functional units, other University departments and external vendorsAbility to work independently on assigned tasks as well as accept direction on given assignmentsExhibit high level of 

quality through attention to detail and monitoring of workAbility to stand, bend, twist, squat and lift items weighing up to 50 poundsWorking ConditionsWork is performed primarily in general office area.Any qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of the Vice President for Human Resources, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

TISSUE DONATION CLINICAL REVIEW SPECIALIST 1613 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3F15 Prof Med Services-Tissue Don ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

independently perform review of clinical information for eye and tissue donors to determine eligibility and suitability for transplantation in accordance with the policies and procedures of Transplant Services Center (TSC), FDA regulations and 

the standards of the American Association of Tissue Banks (AATB) and the Eye Bank Association of America (EBAA).Experience and EducationCompletion of two years of college, to include at least six (6) credit hours in basic science, with at least 

three (3) years of experience in a clinical healthcare setting, preferably in organ, eye, or tissue banking. Licensure as a Registered Nurse strongly preferred. Candidates without the stated minimum education, but with an additional three (3) or 

more years' experience in screening and authorization in organ, eye, or tissue banking may be considered. Job DutiesReviews all available donor information to evaluate donor eligibility and tissue suitability for transplantation. Information 

reviewed and evaluated includes patient demographics, circumstances of death, cause of death, authorization, donor risk assessment interview, infectious disease testing, hospital medical record, autopsy/pathology reports, donor recovery 

records, cooling information, tissue evaluation and processing records.Obtains additional medical information from physicians, pathologists, RNs and other hospital staff as needed.Serves as a medical director designee to determine donor 

eligibility for ocular donors.Recommends donor eligibility determination to medical directors for tissue donors.Consults with TSC directors and medical directors as needed to determine donor eligibility and tissue suitability. Performs quality 

control of documentation of donor records to ensure documentation is accurate and complete.Communicates with other TSC staff to obtain needed information and/or corrections on donor records. Maintains current knowledge of applicable 

TSC standard operating procedures, FDA regulations, AATB Standards, and EBAA Medical Standards.Ensures accurate and complete documentation for all functions performed.Attends and participates in Quality Assurance meetings.Assists 

with special projects as required.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to read, write, and understand English.Work requires basic knowledge of science, medical terminology, and medical 

conditions.Work requires ability to communicate effectively with various levels of internal and external contacts.Work requires ability to work with grieving families.Work requires ability to read and comprehend specific procedures and 

protocols and use basic math formulas.Work requires internal contact with physicians, nurses, departmental personnel, other university personnel.Working ConditionsWork is performed primarily from from the UTSW Transplant Services 

Office with up to eight days of remote work per month. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status.



TISSUE DONATION OUTREACH SPECIALIST 1611 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F15 Prof Med Services-Tissue Don ALLIED UNIV University Classified Sal Pln

SalarySalary Negotiable SummaryWorks under general supervision to independently provide education on eye and tissue donation to hospital staff, medical examiner staff, funeral home staff and the general public.Also assists with performing 

screening and authorization of eye and tissue donors in accordance with the policies and procedures of Transplant Services Center and the standards of the American Association of Tissue Banks and the Eye Bank Association of 

America.Experience and EducationCompletion of two years of college, to include at least six (6) credit hours in basic science, with at least two (2) years of experience in a clinical healthcare setting, preferabley in organ, eye, or tissue banking. 

Licensures as a Registered Nurse preferred.Candidates without the stated minimum education, but with an additional two (2) or more years' experience in screening and authorization in organ, eye, or tissue banking may be considered. Job 

DutiesProvides education on eye and tissue donation to hospital staff, medical examiner staff, funeral home staff and for the general public.Performs follow up on donor referrals including outcome and feedback to involved staff in hospitals, 

medical examiners, and funeral homes.Prepares and delivers donor referral and recovery statistics to key hospital personnel.Performs troubleshooting for referral and donation process issues.Attends and participates in donor committee 

meetings at hospitals and medical examiners.Plans and attends education and donor-related events in the community, hospitals, funeral homes, and other organizations (service clubs, churches, etc.) Performs donor screening and 

authorization tasks as needed:Receives death notifications from hospitals and medical examiner offices.Obtains and reviews information on death to evaluate for potential eye and tissue donation. Information obtained includes patient 

demographics, circumstances of death, cause of death, current and past medical/social history, and current medical condition. Presents donation options and completes authorization documentation with families via recorded phone 

conversations.Provides information and support to donor families during the approach and authorization process. Interviews knowledgeable historian(s) of authorized donors to obtain medical and social history for donor risk assessment. 

Coordinates logistics with hospitals, funeral homes and medical examiners for recovery location and timing.Obtains permission for recovery procedures from medical examiners and justice-of-the peace (JPs).Provides all information to technical 

staff for recovery procedures.Communicates and provides medical screening information to other Transplant Services functional areas, tissue processors and agencies as needed.Maintains current knowledge of applicable TSC standard 

operating procedures, FDA regulations, AATB Standards, and EBAA Medical Standards.Assists with contract management for referral facilities.Ensures accurate and complete documentation for all functions performed.Performs other duties as 

assigned. Knowledge, Skills & AbilitiesWork requires ability to read, write, and understand English.Work requires basic knowledge of science, medical terminology, and medical conditions.Work requires ability to communicate effectively with 

various levels of internal and external contacts.Work requires ability to work with grieving families.Work requires ability to read and comprehend specific procedures and protocols and use basic math formulas.Work requires internal contact 

with physicians, nurses, departmental personnel, other university personnel.Working ConditionsWork is performed primarily from employee's home with occasional training and meetings at UT Southwestern Medical Center. UT¿Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

TISSUE DONATION SCREENING AUTHORIZATION SPEC PART TIME 1610PN 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3F15 Prof Med Services-Tissue Don ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

independently perform screening and authorization of eye and tissue donors in accordance with the policies and procedures of Transplant Services Center and the standards of the American Association of Tissue Banks and the Eye Bank 

Association of America.Experience and EducationCompletion of two years of college, to include at least six (6) credit hours in basic science, with at least two (2) years of experience in a clinical healthcare setting, preferably in organ, eye, or 

tissue banking. Licensure as a Registered Nurse preferred.Candidates without the stated minimum education, but with an additional two (2) or more years' experience in screening and authorization in organ, eye, or tissue banking may be 

considered. Job DutiesReceives death notifications from hospitals and medical examiner offices.Obtains and reviews information on death to evaluate for potential eye and tissue donation. Information obtained includes patient demographics, 

circumstances of death, cause of death, current and past medical/social history, and current medical condition. Presents donation options and completes authorization documentation with families via recorded phone conversations.Provides 

information and support to donor families during the approach and authorization process. Interviews knowledgeable historian(s) of authorized donors to obtain medical and social history for donor risk assessment. Coordinates logistics with 

hospitals, funeral homes and medical examiners for recovery location and timing.Obtains permission for recovery procedures from medical examiners and justice-of-the peace (JPs).Provides all information to technical staff for recovery 

procedures.Communicates and provides medical screening information to other Transplant Services functional areas, tissue processors and agencies as needed.Maintains current knowledge of applicable TSW standard operating procedures, 

FDA regulations, AATB standars, and EBAA Medical Standards.Ensures accurate and complete documentation for all functions performed.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to read, write, and 

understand English.Work requires basic knowledge of science, medical terminology, and medical conditions.Work requires ability to communicate effectively with various levels of internal and external contacts.Work requires ability to work 

with grieving families.Work requires ability to read and comprehend specific procedures and protocols and use basic math formulas.Work requires internal contact with physicians, nurses, departmental personnel, other university 

personnel.Working ConditionsWork is performed primarily from employee's home with occasional training and meetings at UT Southwestern Medical Center. UT¿Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

TISSUE DONATION SCREENING AUTHORIZATION SPECIALIST 1610 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F15 Prof Med Services-Tissue Don ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

independently perform screening and authorization of eye and tissue donors in accordance with the policies and procedures of Transplant Services Center and the standards of the American Association of Tissue Banks and the Eye Bank 

Association of America.Experience and EducationCompletion of two years of college, to include at least six (6) credit hours in basic science, with at least two (2) years of experience in a clinical healthcare setting, preferably in organ, eye, or 

tissue banking. Licensure as a Registered Nurse preferred.Candidates without the stated minimum education, but with an additional two (2) or more years' experience in screening and authorization in organ, eye, or tissue banking may be 

considered. Job DutiesReceives death notifications from hospitals and medical examiner offices.Obtains and reviews information on death to evaluate for potential eye and tissue donation. Information obtained includes patient demographics, 

circumstances of death, cause of death, current and past medical/social history, and current medical condition. Presents donation options and completes authorization documentation with families via recorded phone conversations.Provides 

information and support to donor families during the approach and authorization process. Interviews knowledgeable historian(s) of authorized donors to obtain medical and social history for donor risk assessment. Coordinates logistics with 

hospitals, funeral homes and medical examiners for recovery location and timing.Obtains permission for recovery procedures from medical examiners and justice-of-the peace (JPs).Provides all information to technical staff for recovery 

procedures.Communicates and provides medical screening information to other Transplant Services functional areas, tissue processors and agencies as needed.Maintains current knowledge of applicable TSW standard operating procedures, 

FDA regulations, AATB standars, and EBAA Medical Standards.Ensures accurate and complete documentation for all functions performed.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to read, write, and 

understand English.Work requires basic knowledge of science, medical terminology, and medical conditions.Work requires ability to communicate effectively with various levels of internal and external contacts.Work requires ability to work 

with grieving families.Work requires ability to read and comprehend specific procedures and protocols and use basic math formulas.Work requires internal contact with physicians, nurses, departmental personnel, other university 

personnel.Working ConditionsWork is performed primarily from employee's home with occasional training and meetings at UT Southwestern Medical Center. UT¿Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

TISSUE TRANSPLANT SPECIALIST 1624 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3F15 Prof Med Services-Tissue Don ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

independently perform complex technical aspects of human tissue recovery, evaluation, and processing in accordance with the policies and procedures of Transplant Services Center and the standards of the American Association of Tissue 

Banks and the Eye Bank Association of America.Experience and EducationSix months experience as a Tissue Transplant Technician or equivalent required.Completion of two years of college to include at least six (6) hours in basic science; 

ORHigh School diploma or GED equivalent and an additional six months of tissue transplant experience.Bachelor's degree in basic science such as Biology or Chemistry and completion or progression to certification as a Tissue Bank Specialist 

(CTBS) preferredJob DutiesPerforms all steps of recovery of eyes/corneas, skin, bone/connective tissue, and cardiovascular tissue. Steps include donor preparation, aseptic surgical recovery of tissue, packaging and labeling of tissues, storage of 

tissues and preparation of tissues for shipment to tissue processors.May evaluate and determine suitability of donors for eye and tissue recovery based on review of donor screening information including referral information, donor risk 

assessment interview, medical chart review, and physical assessment of body. May function as a team lead for tissue recovery which includes performing the following functions: Provides working supervision of members of the recovery 

team;Performs screening of potential donors with tissue processors; Determines timing and location of recovery; Coordinates with personnel of external facilities (medical examiners, hospitals, organ procurement organizations (OPO), funeral 

homes, transportation companies, etc.)Ensures needed supplies and equipment are available and appropriate for use;Determines suitability of recovery site and ensures that pre- and post-recovery cleaning is completed; Ensures that blood 

sample and/or tissue samples are obtained for testing;Ensures that accurate and complete physical assessment of body is completed;Determines which tissues will be recovered; Ensures that reconstruction of donor is completed following 

recovery;Ensures accurate and complete documentation of all phases of tissue recovery.May coordinate recovery of ocular only donors which includes screening of potential donors as listed in function #2, determining timing and location of 

recovery, coordinating recovery with personnel of external facilities (OPOs, tissue banks, medical examiners, hospitals, funeral homes, etc.) and dispatching staff to perform ocular recovery.Evaluates, processes, packages and labels tissue 

allografts including split thickness skin, costal cartilage and fascia. Applies final labels and moves ocular and tissue allografts to released inventory.Assists with or performs cornea evaluation.Performs cleaning, packaging, and sterilization of 

instruments and supplies according to operating room standards and Transplant Service Center policies and procedures.Assists with or performs supply inventory and rotation of supplies.Assists with or performs packaging of tissues for 

shipment to end users using methods appropriate to storage requirements for each type of tissue being shipped as needed.Performs pick-up and delivery of tissue allografts as needed.Performs cleaning and routine maintenance of 

laboratories, clean rooms, and equipment (refrigerators, freezers, autoclaves and laminar flow hoods).Assists with training of Tissue Transplant Technicians and per diem technical recovery staff.Ensures accurate and complete documentation 

for all functions performed.Other Duties: Performs other duties as assigned. Working ConditionsWork is performed primarily in laboratory, clean rooms, operating room environment, morgue, or funeral home with potential for exposure to 

one or more disagreeable elements, such as working with cadavers, unpleasant odors, communicable disease(s), airborne particles, or caustic chemicals. Any qualifications to be considered as equivalents in lieu of stated minimums require 

prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TISSUE TRANSPLANT SPECIALIST SENIOR 1603 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 5F13 Medical Technician-Other TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under limited supervision to 

independently perform complex technical aspects of human tissue recovery, evaluation, and processing in accordance with the policies and procedures of Transplant Services Center and the standards of the American Association of Tissue 

Banks and the Eye Bank Association of America.Experience and EducationCertification as a Tissue Bank Specialist (CTBS) required within six months of hire or entry into title.Three (3) years' experience as a Tissue Transplant Specialist or 

equivalent required; AND Completion of two years of college to include at least six (6) hours in basic science; OR High School diploma or GED equivalent and an additional six months of tissue transplant experience. Bachelor's degree in basic 

science such as Biology or Chemistry preferred Job DutiesAssists Technical Supervisor with functions such as training, competency testing, scheduling, and ensuring that daily technical tasks are completed. Assists with research, development 

and implementation of new recovery and/or processing procedures.Evaluates and determines suitability of donors for eye and tissue recovery based on review of donor screening information including referral information, donor risk 

assessment interview, medical chart review, and physical assessment of body. Performs all steps of recovery of eyes/corneas, skin, bone/connective tissue, and cardiovascular tissue. Steps include donor preparation, aseptic surgical recovery of 

tissue, packaging and labeling of tissues, storage of tissues and preparation of tissues for shipment to tissue processors.Functions as a team lead for tissue recovery which includes performing the following functions: Provides working 

supervision of members of the recovery team;Performs screening of potential donors with tissue processors; Determines timing and location of recovery; Coordinates with personnel of external facilities (medical examiners, hospitals, organ 

procurement organizations (OPO), funeral homes, transportation companies, etc.)Ensures needed supplies and equipment are available and appropriate for use;Determines suitability of recovery site and ensures that pre- and post-recovery 

cleaning is completed; Ensures that blood sample and/or tissue samples are obtained for testing;Ensures that accurate and complete physical assessment of body is completed;Determines which tissues will be recovered; Ensures that 

reconstruction of donor is completed following recovery;Ensures accurate and complete documentation of all phases of tissue recovery.Coordinates recovery of ocular only donors which includes screening of potential donors as listed in 

function #3, determining timing and location of recovery, coordinating recovery with personnel of external facilities (OPOs, tissue banks, medical examiners, hospitals, funeral homes, etc.) and dispatching staff to perform ocular 

recovery.Evaluates, processes, packages and labels tissue allografts including split thickness skin, costal cartilage and fascia. Applies final labels and moves ocular and tissue allografts to released inventoryAssists with or performs cornea 

evaluation.Performs cleaning, packaging, and sterilization of instruments and supplies according to operating room standards and Transplant Service Center policies and procedures.Performs supply inventory and rotation of supplies. Assists 

with or performs packaging of tissues for shipment to end users using methods appropriate to storage requirements for each type of tissue being shipped as needed.Performs pick-up and delivery of tissue allografts as needed.Performs 

cleaning and routine maintenance of laboratories, clean rooms, and equipment (refrigerators, freezers, autoclaves and laminar flow hoods).Assists with training of Tissue Transplant Technicians and per diem technical recovery staff.Ensures 

accurate and complete documentation for all functions performed.Performs other duties as assigned. Knowledge, Skills & AbilitiesWork requires ability to read, write, and understand English.Work requires basic knowledge of science, medical 

terminology, and/or laboratory procedures.Work requires ability to communicate effectively with various levels of internal and external contacts.Work requires ability to sit and/or stand for extended periods of time and lift or transport fifty 

pounds.Work requires ability to reach with hands and arms, use hands to finger, handle, or feel.Work requires ability to maintain fine hand/eye coordination and hear, walk, stoop, kneel, and balance.Work requires ability to work in extreme 

coldness (i.e. tissue freezer).Work requires ability to operate state vehicle.Work requires ability to read and comprehend specific procedures and protocols and use basic math formulas for volumes and weighing of solutions and measuring 

allografts. Work requires internal contact with physicians, nurses, departmental personnel, other university personnel.Working ConditionsWork is performed primarily in laboratory, clean rooms, operating room environment, morgue, or 

funeral home with potential for exposure to one or more disagreeable elements, such as working with cadavers, unpleasant odors, communicable disease(s), airborne particles, or caustic chemicals. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

TITLE IX INVESTIGATOR 9676 N 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H3

Prof Services-HR-Emp 

Relations PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Title IX Investigator is tasked with 

conducting prompt, equitable and impartial investigations of alleged sexual misconduct and related gender-based discrimination (including, but not limited to, sexual violence, stalking, or domestic violence) involving students, patients, 

visitors, or employees across the UT Southwestern community. Experience and EducationRequired QualificationsA Juris Doctorate degree or, alternatively, a bachelor's degree from an accredited college or university with a minimum of two (2) 

years of full-time professional investigative experience conducting EEO/Title VII/ or Title IX compliance investigations in a government, corporate, or higher education setting. Familiarity with Title IX and related federal and state laws is 

required. Preferred QualificationsA Juris Doctorate degree or Master's/Ph.D. degree in HR, Counseling, or Social Work is strongly preferred. Experience facilitating educational and training programs regarding sexual harassment/sexual 

misconduct prevention is preferred.Job DutiesServes as a subject-matter expert on requirements of and compliance with Title IX, VAWA, Campus SaVE, and related federal and state laws.Investigates and ensures timely resolution of all reports 

of sex discrimination, sexual misconduct, sexual harassment, sexual violence, domestic violence, dating violence, and stalking involving members of the UT Southwestern community.Develops and maintains a comprehensive case-management 

system and accurately logs all reports and concerns of sexual misconduct/sexual harassment and related complaints. Independently analyzes complaints, develops investigative plans, conducts fact-finding, reviews documents, conducts related 

research, prepares any related correspondence, and submits confidential reports containing investigative findings.Provides the analysis and/or preparation of reports indicating complaint trends based on data collected.Informal 

Resolution/Mediation: Meets with complaining parties and uses independent judgment to offer conflict resolution and problem-solving alternatives, when appropriate and applicable.Assists the Title IX Coordination team in the development, 

publication, and monitoring of appropriate disclosures, reports, policies, procedures and practices designed to comply with federal and state legislation, regulation, and case law requiring the prompt and equitable resolution of 

complaints.Provides training sessions to University faculty, staff, and students regarding the prevention of and response to sexual misconduct, sexual harassment, sexual violence, domestic violence, dating violence, and stalking.Performs other 

related duties as assignedKnowledge, Skills & AbilitiesMust have demonstrated experience and working knowledge in the following areas:EEO and Title IX laws and regulations (i.e., Title VII, Title IX of the Education Amendments of the 1972 

Civil Rights Act ("Title IX"), the Violence Against Women Act Reauthorization of 2013 ("VAWA"), the Campus Sexual Violence Elimination Act ("Campus SaVE"), and other related federal and state laws)Demonstrated ability to work with 

individuals from a variety of backgrounds, including victims of sexual assault, domestic violence, or other types of traumaDemonstrated ability to oversee and manage caseload in a manner that ensures the prompt, effective, and equitable 

conclusion of such mattersStrong organizational, interpersonal, writing and speaking skills, and the ability to communicate effectively within an academic healthcare environment Ability to work independently in a time-sensitive 

environmentAbility to think strategically while being detail-orientedDemonstrated facilitation and presentation skills Demonstrated experience developing and implementing compliance training programsAbility to establish collaborative 

working relationships, while performing assigned work responsibilities and duties Effective internal and external networking skills with the ability to build and sustain key relationshipsProficiency in Microsoft Office programs including: 

Outlook, Word, Excel and PowerPoint and PeopleSoft or comparable systemsExcellent written and verbal communication skills Ability to multi-task and manage multiple projectsWorking ConditionsThis position offers the opportunity to work 

a hybrid work from home (WFH) schedule after all training has been completed. Once completed, it is required to report to the office for additional training, meetings, client interviews, etc., as needed.

TITLE IX RESOURCES & SUPPORT SPECIALIST 9677 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H3A Prof Services-Equity & Access PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryTitle IX Resources and Support Specialist: 

The Title IX Resources and Support Specialist assists in the development, implementation, and management of Sexual Misconduct/Sexual Harassment prevention programs (including overall case management). The Title IX Resources and 

Support Specialist also supports activities and initiatives designed to foster a climate of nondiscrimination and advances inclusivity throughout the UT Southwestern campus community. Key Relationships: Serves as primary support to the 

Office for Access & Title IX's staff for all case related matters. Supports the Institutional Title IX Coordination team and/or campus leaders by overseeing case management and assisting with the following responsibilities: record keeping, on-

campus training, prompt & effective investigations, and related programmatic support to ensure that UTSW complies with all statutory and regulatory obligations under Title IX, Clery Act, VAWA, SB212, UTSW policies, and any other applicable 

federal or state laws and regulations. The Title IX Resources and Support Specialist works closely with the Office of Legal Affairs, the Office of Human Resources, the Office of the Provost, UTSW's Title IX Coordinators & Deputy Coordinators, and 

other University administrators.Experience and EducationRequired QualificationsA baccalaureate degree from an accredited college or university in counseling, HR, public health, social work, sociology, educational psychology, student affairs, or 

related field with no experience. Preferred QualificationsBachelor's degree with a minimum of two (2) years' experience in counseling, public health, social work, sociology, educational psychology, student affairs, or related field is strongly 

preferred. Demonstrated knowledge of and/or experience with Title IX compliance and federal and state non-discrimination laws. Job DutiesCoordinates, manages, and implements the university's support and resources program for all 

community members impacted by sexual violence, sexual harassment, and/or sex discrimination (i.e. complainants, respondents, witnesses and third parties), which may include, but is not limited to the following measures: course-related 

adjustments, modifications of work or class schedules, leaves of absence, and other similar accommodations. Responsible for ensuring that all support and resources are provisioned appropriately, as well as collaborating with campus partners 

to facilitate delivery of support and resources. Assists with the maintenance of the Office for Access & Title IX's case-management system and accurate logging of all reports and concerns of sexual misconduct/sexual harassment and related 

complaints. Assists in the development of annual reports and climate assessments as well as identifying, monitoring, and addressing systemic problems and patterns. Assists with the coordination and completion of any reports mandated by 

external regulatory entities. Provides the analysis and/or preparation of reports indicating complaint trends based on data collected.Assists with the development and maintenance of marketing materials for support and resources efforts, 

including promotional items, and education handouts on the Office for Access & Title IX, responsible employees, policies and processes, and campus/community resources.Assists the Title IX Coordination team in the development, publication, 

and monitoring of appropriate disclosures, reports, policies, procedures and practices designed to comply with federal and state legislation, regulation, and case law requiring the prompt and equitable resolution of complaints.Perform related 

duties as assigned.Knowledge, Skills & AbilitiesMust have demonstrated experience and working knowledge in the following areas:Demonstrated ability to manage complex and sensitive situations objectively and with the utmost 

confidentiality and tact.Demonstrated exceptional interpersonal skills, as well as verbal and non-verbal communication skills, in order to communicate with multiple and diverse populations in a highly matrixed organization.Demonstrated 

ability to work with individuals from a variety of backgrounds, including victims of sexual assault, domestic violence, or other types of traumaDemonstrated ability to oversee and manage caseload in a manner that ensures the prompt, 

effective, and equitable conclusion of such mattersStrong organizational, interpersonal, writing and speaking skills, and the ability to communicate effectively within an academic healthcare environment Ability to work independently in a time-

sensitive environmentAbility to think strategically while being detail-orientedDemonstrated facilitation and presentation skills Ability to establish collaborative working relationships, while performing assigned work responsibilities and duties 

Effective internal and external networking skills with the ability to build and sustain key relationshipsProficiency in Microsoft Office programs including: Outlook, Word, Excel and PowerPoint and PeopleSoft or comparable systemsExcellent 

written and verbal communication skills Ability to multi-task and manage multiple projectsWorking ConditionsWork is performed primarily in office setting.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

TOBACCO TREATMENT SPECIALIST 6062 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 E 3H6 Prof Svcs-Commnty Outreach CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide effective, evidence-based interventions to patients who are tobacco dependent. Coordinates all aspects of an individual's tobacco treatment care, including outreach and scheduling, conducting intake assessment, developing a 

treatment plan, providing medication assistance as needed, and evaluating patient progress towards cessation. Works as part of a multi-disciplinary team that includes medical provider(s) and other healthcare professionals.Experience and 

EducationBachelor's degree in public health, health promotion, psychology, counseling, social work, or related field. Master's degree in clinical field preferred. Two or more years related work experience in a healthcare or health related setting 

with patient-facing and/or community-facing roles. May consider additional years of experience in lieu of education.Certification as Tobacco Treatment Specialist (CTTS) required. Certification may be obtained within 90 days of hire if 

candidate's clinical preparation includes treatment of addictions.Job DutiesCoordinates incoming program referrals received from patients or providers.Performs outreach to patients referred to Simmons Cancer Center's Nicotine Cessation 

Program. Assesses patient's Stage of Change and utilizes Motivational Interviewing approach to engage patients in tobacco cessation treatment. Schedules intake appointment with medical provider.Conducts thorough intake assessment 

including standardized measures that establish baseline of current usage and patient's Stage of Change.Develops an individualized treatment plan for each patient that incorporates information on patient's current use, barriers, and personal 

goals. Updates treatment plan based on patient progress.Provides case management assistance to obtain medication prescribed by MD, i.e. assisting patient with application to pharmaceutical assistance program.Documents patient 

interventions in EPIC. Tracks and reports on metrics related to referrals, participation, and clinical outcomes in the Nicotine Cessation Program. Monitors progress towards cessation via standardized measures.Conducts follow-up outreach to 

patients at established intervals post-intake to monitor progress.Recommends educational materials to support cessation and incorporates education into ongoing patient care. Supports periodic departmental educational programs related to 

nicotine cessation or prevention.Engages in ongoing professional training to enhance treatment in special populations, such as patients with cancer. Supports Program Coordinator in analyzing program data to determine the appropriate 

interventions for unique patient populations.Participates as a member of the Simmons Cancer Center's Office of Community Outreach, Engagement and Equity. Collaborates in departmental activities as requested to support office's mission of 

addressing health disparities. Supports departmental functioning by providing coverage when needed. Performs other duties as assignedKnowledge, Skills & AbilitiesWork requires excellent written/oral/interpersonal communications 

skills.Work requires cultural competency and understanding of the unique issues patients with complex health issues may face.Work requires the ability to write clear, concise progress updates with attention to accuracy and detail.Work 

requires the ability to become proficient in using electronic health record.Spanish language skills preferred.Work requires demonstrated ability to respond to high volume of program inquiries and referrals.Work requires understanding of and 

ability to apply motivational interviewing, therapeutic communication, and behavioral counseling skills.Work requires proficiency in computer software including Word, Excel, on-line databases and virtual platforms required for Telehealth 

delivery.Work requires ability to maintain confidentiality, independent judgement and initiative.Work requires organizational skills to handle several projects simultaneously, prioritize, meet deadlines, work independently, and solve 

problems.Working ConditionsWork is performed in general office environment and/or remotely.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/

TOBACCO TREATMENT SPECIALIST PART TIME NON EX 6062PN Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H6 Prof Svcs-Commnty Outreach CLIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

provide effective, evidence-based interventions to patients who are tobacco dependent. Coordinates all aspects of an individual's tobacco treatment care, including outreach and scheduling, conducting intake assessment, developing a 

treatment plan, providing medication assistance as needed, and evaluating patient progress towards cessation. Works as part of a multi-disciplinary team that includes medical provider(s) and other healthcare professionals.Experience and 

EducationBachelor's degree in public health, health promotion, psychology, counseling, social work, or related field. Master's degree in clinical field preferred. Two or more years related work experience in a healthcare or health related setting 

with patient-facing and/or community-facing roles. May consider additional years of experience in lieu of education.Certification as Tobacco Treatment Specialist (CTTS) required. Certification may be obtained within 90 days of hire if 

candidate's clinical preparation includes treatment of addictions.Job DutiesCoordinates incoming program referrals received from patients or providers.Performs outreach to patients referred to Simmons Cancer Center's Nicotine Cessation 

Program. Assesses patient's Stage of Change and utilizes Motivational Interviewing approach to engage patients in tobacco cessation treatment. Schedules intake appointment with medical provider.Conducts thorough intake assessment 

including standardized measures that establish baseline of current usage and patient's Stage of Change.Develops an individualized treatment plan for each patient that incorporates information on patient's current use, barriers, and personal 

goals. Updates treatment plan based on patient progress.Provides case management assistance to obtain medication prescribed by MD, i.e. assisting patient with application to pharmaceutical assistance program.Documents patient 

interventions in EPIC. Tracks and reports on metrics related to referrals, participation, and clinical outcomes in the Nicotine Cessation Program. Monitors progress towards cessation via standardized measures.Conducts follow-up outreach to 

patients at established intervals post-intake to monitor progress.Recommends educational materials to support cessation and incorporates education into ongoing patient care. Supports periodic departmental educational programs related to 

nicotine cessation or prevention.Engages in ongoing professional training to enhance treatment in special populations, such as patients with cancer. Supports Program Coordinator in analyzing program data to determine the appropriate 

interventions for unique patient populations.Participates as a member of the Simmons Cancer Center's Office of Community Outreach, Engagement and Equity. Collaborates in departmental activities as requested to support office's mission of 

addressing health disparities. Supports departmental functioning by providing coverage when needed. Performs other duties as assignedKnowledge, Skills & AbilitiesWork requires excellent written/oral/interpersonal communications 

skills.Work requires cultural competency and understanding of the unique issues patients with complex health issues may face.Work requires the ability to write clear, concise progress updates with attention to accuracy and detail.Work 

requires the ability to become proficient in using electronic health record.Spanish language skills preferred.Work requires demonstrated ability to respond to high volume of program inquiries and referrals.Work requires understanding of and 

ability to apply motivational interviewing, therapeutic communication, and behavioral counseling skills.Work requires proficiency in computer software including Word, Excel, on-line databases and virtual platforms required for Telehealth 

delivery.Work requires ability to maintain confidentiality, independent judgement and initiative.Work requires organizational skills to handle several projects simultaneously, prioritize, meet deadlines, work independently, and solve 

problems.Working ConditionsWork is performed in general office environment and/or remotely.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender 

expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/



TRAINER, SENIOR-ELECTRONIC SYSTEMS 8122 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D4A Prof Svcs-IR Prog/Trainer Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary NegotiableJob SummaryServes as a primary and senior trainer 

for academics, research and administrative systems. Responsible for developing relationships with stakeholders and staff to provide them with high-end training and development services geared towards improving UT Southwestern 

enterprise applications; this person will be seen as a senior level consultant and trainer, and leader within the training team. Capable of meeting the current and future training needs for IT.Experience and EducationBachelor's degree in Business 

Administration, Education, Personnel Management or related field and three years of experience in development and use of training methods, techniques, and materials. Job DutiesCoordinates and conducts training sessions on complex 

funding, human andhealthcareresearchsoftware and organizes Office Hours; prepares training materials and visual aides.Provides department managers insight into training classes as they are created to give understanding to appropriate 

methods of training for specific goals. Maintains training environments across systems and coordinates with programmers.Maintains records of training for users and coordinates with management to modify classes as necessary to ensure 

effectiveness.Verifies and supports user ID's and training ID's for all academic, research and administrative systems. (LDAP)Creates manuals, keeps them up to date, and verifies the delivery pathways.Keeps up to date on Oracle UPK system and 

other training modalities, and provides guidance to other users.Provides third tier support for specific system questions.Participates and provides training guidance for new systems under development to other positions.Completes special 

projects as assigned such as enterprise implementations and change management activities and acts as general resource to UT Southwestern Medical Center departments.Responsible for training the lower leveltraining specialists Performs 

other duties as assigned.Knowledge, Skills, & AbilitiesWork requires knowledge of desktop publishing software, graphic presentation software, and word processing software, and training creation software.Work requires ability to design and 

use assessments as a way to provide value-added insight and build the credibility of the training he/she is providing.Work requires good oral and written skills.Work requires telephone and personal contact with all levels of internal and 

external personnel and organizations.Work requires ability to read, write, develop programs, and conduct analysis.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents in lieu 

of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

TRAINING COORDINATOR 8110 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3H25 Prof Svcs-Stu/Edu Svcs-NE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under general supervision to 

provide instruction, planning, and administration of our Workplace Violence Prevention program for UTSW. Facilitates the implementation of our Work Place Violence Prevention and de-escalation program(s) at UTSW. This Training 

Coordinator will be one of the primary points of contact from the Health System Patient Safety department. This program development will be a multiple year, ongoing program that will require coordination with teams across the health 

system.Experience and EducationBachelor's degree in Business Administration, Education, Human Resources, Public Administration, or related field and one (1) year experience in field of assignment. Will consider work experience in lieu of 

education.Job DutiesProvides oversight for training program activities including planning, developing, and organizing resources for all training courses for the respective department/program. Confers with leadership and other departments as 

needed to direct training program operation and growth. Serves as a liaison with vendors as needed to procure teaching materials and coordinate other resources.Conducts training sessions and organizes lectures.Prepares, procures, and 

manages inventory of training materials and equipment. Maintains records of training activities.Evaluates effectiveness of training programs and assess for quality improvement opportunities within training program. Tracks costs associated 

with program and assists with budget preparation.Recommends policies and procedures relating to training activities.May supervise assigned training or office staff.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires 

knowledge of personal computers, presentation software, and desktop software packages.Work requires good verbal and written communication skills.Work requires ability to deliver effective presentations and training seminars.Work 

requires ability to operate multimedia equipment.Work requires ability to read, write, speak, and conduct analysis.Work requires ability to conduct prolonged speaking, walking, and standing.Work requires carrying, pushing, or pulling up to 15 

pounds.Working ConditionsWork is performed primarily in general office or classroom environment.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources 

Administration or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, 

UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, 

or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.

TRAINING SPECIALIST 8109 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 4A2 Off-Admin Supp-Ed Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Education, Personnel Management or related field and three years of experience in development and use of training methods, techniques, and materials. May consider additional years of related experience in lieu of 

degree.Job Duties1. Plans, organizes, administers, conducts, and coordinates in-service training and education programs.2. Confers with management and line supervision to determine need and scope of training programs.3. Develops 

curriculum and lesson plans or other appropriate methods of presentation.4. Conducts training sessions, organizes lectures, and prepares training manuals and materials, visual aids such as slides and films, and other training implements.5. 

Maintains records of training activities, and evaluates applicability and effectiveness of programs.6. Recommends policies and procedures relating to training activities.Performs other duties as assigned. **Other Duties: Performs other duties 

as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TRAINING SPECIALIST U8109 T19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3H25 Prof Svcs-Stu/Edu Svcs-NE PROF HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYWorks under minimal supervision to 

plan, implement, and evaluate variety of training and educational programs.MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCEBachelor's degree in Business Administration, Education, Personnel Management, or related field and three (3) 

years experience in development and use of training methods, techniques, and materials.ESSENTIAL FUNCTIONSPlans, organizes, administers, conducts, and coordinates in-service training and educational programs. Confers with management 

and line supervision to determine need and scope of training programs. Develops curriculum and lesson plans or other appropriate methods of presentation.Conducts training sessions, organizes lectures, and prepares training manuals and 

materials, visual aides such as slides and films, and other training implements. Maintains records of training activities, and evaluates applicability and effectiveness of programs. Recommends policies and procedures relating to training 

activities.Performs other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESWork requires good oral and written skills.Work requires proficiency in use of software packages.Work requires telephone and personal contact with all levels of 

internal and external personnel and organizations.Work requires ability to carry, push, or pull 15lbs.Work requires ability to read, write, develop programs, and conduct analysis.Work requires recommendation of new policies or revisions to 

existing policies.Work requires tracking costs associated with all programs and presentations.WORKING CONDITIONSWork is performed primarily in general office area located in a Hospital or Clinic.Any qualifications to be considered as 

equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 

51.215.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

TRAINING SPECIALIST PART TIME NON EX 8109PN 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 4A2 Off-Admin Supp-Ed Coord PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationBachelor's degree in 

Business Administration, Education, Personnel Management or related field and three years of experience in development and use of training methods, techniques, and materials. May consider additional years of related experience in lieu of 

degree.Job Duties1. Plans, organizes, administers, conducts, and coordinates in-service training and education programs.2. Confers with management and line supervision to determine need and scope of training programs.3. Develops 

curriculum and lesson plans or other appropriate methods of presentation.4. Conducts training sessions, organizes lectures, and prepares training manuals and materials, visual aids such as slides and films, and other training implements.5. 

Maintains records of training activities, and evaluates applicability and effectiveness of programs.6. Recommends policies and procedures relating to training activities.Performs other duties as assigned. **Other Duties: Performs other duties 

as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TRANSFUSION SERVICES TECHNICAL SPECIALIST U5436 C08 $52,062.40 $78,603.20 $105,144.00 $4,338.53 $6,550.27 $8,762.00 $200.24 $302.32 $404.40 $25.03 $37.79 $50.55 N 3B15 Prof Technologist-Gen Med ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryServes as an expert working on high-

complexity testing with proficiency in system/test validation and writing technical policies and procedures.Experience and EducationBachelor's degree in medical technology or related field. Minimum 5 years' experience.Has experience in test 

/method validation and writing technical policies and proceduresCertification as Medical Technologist (Medical Laboratory Scientist (MLS), BB (ASCP) or SBB (ASCP)Job DutiesJob knowledge. Independently perform work of considerable 

complexities in order to achieve general results by interpretation of policy and using ingenuity, initiative and good judgment, and/or precedents to work problems having broader implications in Transfusion Services. Keep abreast of new 

technical developments. Assist with implementation of new tests, equipment, programs and/or procedures in the assigned area(s) as needed. Technical Specialist learn new laboratory procedures and techniques and introduce them to their 

team. Accountable for on-going training and professional development of staff. Assist in developing performance standards. Performs advanced/specialized tests and other related laboratory techniques. Reruns work of others to confirm test 

results. Re-evaluates methodology and makes recommended changes to assist in test interpretation. Determines if further testing should be done on samples or if test should be repeated. Performs duties of technologist as necessitated by 

absence or peak workload.Quality Orientation. Anticipate and identify issues related to results of analysis and be able to troubleshoot through lab testing issues. Assist in the creation and revision of laboratory policies and technical 

procedures. Ensure compliance with Clinical Laboratory Services Quality assurance requirements. Adherence to state, federal rules and regulations; ensures compliance with accrediting agencies and regulatory requirements. Maintains 

continuing laboratory quality improvement/education program at institutional, local and national/international level.Instrumentation. Responsible as a primary source of information for maintaining current instrumentation. Troubleshoots 

instrumentation and equipment problems during the shift to ensure uninterrupted testing. Responsible for coordination of training in the methods and techniques of the appropriate specialty area with guidance of the manager/supervisor. 

Productivity; Able to work, process and analyze methods utilized in the laboratory and ensures goal and expectations are achieved by the department.Performs special projects such as evaluation of new reagents, procedures, tests, or other 

duties as assigned.Achieves a minimum of 10 continuing education hours annually. Continuously seeks knowledge in and outside of functional area.Actively participates in Performance Improvement Activities. Serves on committees and task 

forces. Orientates and instructs students and laboratory personnel in established clinical laboratory techniques, as required.Ensures compliance with rules and regulations of regulatory accreditation agencies such as TJC, CAP, AABB and 

OSHA,Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate well through verbal and written skillsWork requires external contact with vendors regarding approved equipment problems.Work 

requires internal contact with physicians from other departments regarding blood and blood products.Work requires exercise of considerable judgment in application, evaluation, and implementation of new or revised procedures, techniques, 

and practices to work problems.Proficiency in Microsoft Outlook, Words, Excel, Powerpoint, Microsoft TeamsWorking ConditionsWork is performed primarily in laboratory area with exposure to one or more disagreeable elements, such as 

bodily fluids, infectious agents, odors, chemicals, contagious diseases, etc.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her 

designee.UT SouthwesternMedical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community.As an equal opportunity employer, UT Southwestern prohibits 

unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.To learn 

more, please visit:https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

TRANSITION NURSE COORDINATOR U5591 P41 $63,079.00 $105,932.00 $132,388.00 $5,256.58 $8,827.67 $11,032.33 $242.61 $407.43 $509.18 $30.33 $50.93 $63.65 E 3A18 Specialized Nurse-Endoscopy NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationRN, BSN required; 5yrs. 

experience required, preferably in cardiovascular disease management including ambulatory care. Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA), or American Red Cross (ARC) required.Job 

DutiesReceives and provides immediate responses to inquiries and patient referrals. Establishes immediate relationship between referral sources and hospital.Works closely with Children's Hospital to establish and develop relationship with 

ACHD patients and their families. Ultimately responsible for facilitating the transfer for Children's congenital program to UT Southwestern's Adult Congenital program.Works closely with Parkland hospital to facilitate treatment and transition 

for under and uninsured Congenital patients.Direct liaison and clinical link between UT Southwestern, Children's and Parkland regarding Congenital patients and their care.Facilitate transfers and referrals from outside hospitals with 

understanding this is a destination center and accredited program.Interfaces with hospital departments, ancillary services, social services, and physicians from UT Southwestern, Children's and Parkland to facilitate seamless and safe transition 

care.Coordinates bed placement and medical transportation as needed.Interfaces with other hospital departments (I.e., infection control, admitting, pastoral care, and nursing) and physicians to facilitate admission process.Assists and 

participates in Children's and UT Southwestern clinic and/or rounds to build relationship with patients and family, but also facilitate care and smooth transition amongst facilities and interdisciplinary team.Assist in obtaining records and 

clearances needed for treatment and care.Resource to patients, and families, regarding social services, financial aid, and outside resources available.Reviews referrals, verify information. Determines appropriateness of referral based on 

established criteria and assures that all patients work up and resulting reports are provided in accordance with protocols.Establishes & maintains infrastructure to monitor referring physician practice patterns, alerts team to any change in 

referral patterns.Tracks data regarding intake and referral sources.Active participant in interdisciplinary meetings amongst three hospitals: Children's, UT Southwestern and Parkland to discuss ACHD program growth, barriers, data, and 

education.Coordinates efforts with Health System Physician Referring Service, Health System liaisons, RN coordinators and clinic management to provide streamlined, efficient systems of referral management and service recovery.Assist with 

development and maintenance of patient education material.Serves as resource and helps train appropriate staff related to UT Southwestern's ACHD Transition program, processes, and workflows.Responsible for training future/new 

coordinators.Facilities meetings amongst the three hospitals and all subsequent counterparts to ensure to ensure UT Southwestern ACHD program remains accredited.Development and maintenance of process maps detailing intake and 

transition process amongst the three facilities as well as process for outside referrals.Participates in inpatient rounds with UT Southwestern team as appropriate.Work closely with inpatient services and team members from three facilities to 

ensure patients have all necessary discharge and follow up care.Performs other duties as assigned.Knowledge, Skills & AbilitiesComputer skills including EMR (EPIC); Basic Excel.Constant walking, standing, bending, turning, and stopping. 

Pushing and pulling heavy objects such as patient beds. Must be able to help lift and turn patients.Working ConditionsWork is performed primarily performed in an outpatient/clinic setting. However, there is hospital involvement.While UT 

Southwestern will be home base. This job will require coordinator to visit all three facilities: Parkland, UTSW and Children's.Coordinator will need to familiarize self with workflows, policies, culture and EHR for three facilities Any qualifications 

to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human Resources Administration, or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination,including discriminationon the basis ofrace, color, religion, 

national origin, sex, sexual orientation,gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

TRANSITION OF CARE PHARMACY TECHNICIAN 5617 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5F8 Medical Technician-Pharm ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job Title5617 - Transition of Care Pharmacy 

TechnicianSalarySalary Negotiable Job SummaryWorks under supervision of Pharmacy Supervisor or Pharmacy Manager.Experience and EducationMinimum of one (1) year of experience in retail pharmacy or equivalent. High school diploma or 

equivalent required. Registration with Texas State Board of Pharmacy (TSBP) as a Registered Technician or Pharmacist Intern is required and national certification with Pharmacy Technician Certification Board (PTCB) preferred. Current Basic Life 

Support (BLS) certification, course accredited by the American Heart Association (AHA). Job DutiesTransition of Care Pharmacy Technician (TCPT) responsibilities may include:Promote patient safety through creation of the most accurate up to 

date medication list, processing of prior authorizations and/or providing authorization of refill requests.Completes tasks in EMR as directedParticipate in teaching activities, including but not limited to, precept Pharmacy Technicians, Pharmacy 

Students, Pharmacists, and Nurses regarding home medication interviews and documentation.Report directly to the pharmacist on service for TCPT team and to other pharmacists while workingPMRT will assume additional duties as required 

by the Pharmacy Director, manager, and/or supervisor.Medication Reconciliation Activities may include:Independently obtain medication history assessments for admissions to the hospital or within ambulatory clinics. Provide complete 

information regarding each medication identified (i.e., drug, dose, route, frequency, indication for PRN, and last dose taken-date/time). Obtain information by interviewing the patient, family, calling local pharmacies, Long Term Care facilities 

and other resources.Verify patient allergy information and ensure complete documentation (i.e., substance, allergy category, reaction description) and coordinate medication history assessment with nursing team. Document the medication 

history and allergy information in the electronic medical record accurately and in a timely manner. Prior Authorization Activities may include:Initiate and coordinate prior authorization requests in the automated prior authorization system. Act 

as a liaison between the Clinical Department and members, providers, pharmacies, and internal departments and respond to inquiries regarding status of prior authorization requests. Assist with internal and external reporting requests and 

summarize internal program statistics. maintain prior authorization management solution, including: a. Interpretation and application of prior authorization guideline revisions. b. Configuration and quality assurance of clinical criteria, decision 

scenarios, and other elements. c. Development and maintenance of notification templates in compliance with client plan language and other regulatory requirements. Compare prescription claims data against requested parameters and 

summarize/present results or recommendations.Prescription Refill Authorization Activities may include:Utilize authorized physician protocol to process prescription refill requests in a timely manner and documents into EMR system.Conduct 

patient and pharmacy callbacks in a time efficient manner while maintaining proper phone etiquette.Handle intake of multiple phone lines using established scripts, protocols and service processes.Respond to each call in an efficient, effective, 

and professional manner.Accurately track and enter calls using appropriate documentation, reporting, and database applications.Assist with maintaining department databases and resource tools.Knowledge, Skills & AbilitiesWork requires 

good organizational skills.Basic computer skills, data entry, filing.English (speaking, reading, writing). Good general health and stress coping ability. Moderate physical effort: prolonged standing/walking, occasional lifting/carrying (up to 25 lbs), 

reaching, bending, crouching, etc. OSHA Category III.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human 

Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is committed to an educational and working environment 

that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national 

origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender 

identity, or gender expression.

TRANSITION OF CARE PHARMACY TECHNICIAN U5617 T16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 5E8 Medical Technician-Pharm ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleU5617 - Transition of Care Pharmacy 

TechnicianSalarySalary Negotiable Job SummaryWorks under supervision of Pharmacy Supervisor or Pharmacy Manager.Experience and EducationMinimum of one (1) yearof experience in retail pharmacy or equivalent. High school diploma or 

equivalent required. Registration with Texas State Board of Pharmacy (TSBP) as a Registered Technician or Pharmacist Intern is required and national certification with Pharmacy Technician Certification Board (PTCB) preferred. Basic Life Support 

(BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC) required by start date. Job DutiesTransition of Care Pharmacy Technician (TCPT) responsibilities may include:Promote patient safety 

through creation of the most accurate up to date medication list, processing of prior authorizations and/or providing authorization of refill requests.Completes tasks in EMR as directedParticipate in teaching activities, including but not limited 

to, precept Pharmacy Technicians, Pharmacy Students, Pharmacists, and Nurses regarding home medication interviews and documentation.Report directly to the pharmacist on service for TCPT team and to other pharmacists while 

workingPMRT will assume additional duties as required by the Pharmacy Director, manager, and/or supervisor.Medication Reconciliation Activities may include:Independently obtain medication history assessments for admissions to the 

hospital or within ambulatory clinics. Provide complete information regarding each medication identified (i.e., drug, dose, route, frequency, indication for PRN, and last dose taken-date/time). Obtain information by interviewing the patient, 

family, calling local pharmacies, Long Term Care facilities and other resources.Verify patient allergy information and ensure complete documentation (i.e., substance, allergy category, reaction description) and coordinate medication history 

assessment with nursing team. Document the medication history and allergy information in the electronic medical record accurately and in a timely manner. Prior Authorization Activities may include:Initiate and coordinate prior authorization 

requests in the automated prior authorization system. Act as a liaison between the Clinical Department and members, providers, pharmacies, and internal departments and respond to inquiries regarding status of prior authorization requests. 

Assist with internal and external reporting requests and summarize internal program statistics. maintain prior authorization management solution, including: a. Interpretation and application of prior authorization guideline revisions. b. 

Configuration and quality assurance of clinical criteria, decision scenarios, and other elements. c. Development and maintenance of notification templates in compliance with client plan language and other regulatory requirements. Compare 

prescription claims data against requested parameters and summarize/present results or recommendations.Prescription Refill Authorization Activities may include:Utilize authorized physician protocol to process prescription refill requests in a 

timely manner and documents into EMR system.Conduct patient and pharmacy callbacks in a time efficient manner while maintaining proper phone etiquette.Handle intake of multiple phone lines using established scripts, protocols and 

service processes.Respond to each call in an efficient, effective, and professional manner.Accurately track and enter calls using appropriate documentation, reporting, and database applications.Assist with maintaining department databases 

and resource tools.Knowledge, Skills & AbilitiesWork requires good organizational skills.Basic computer skills, data entry, filing.English (speaking, reading, writing). Good general health and stress coping ability. Moderate physical effort: 

prolonged standing/walking, occasional lifting/carrying (up to 25 lbs), reaching, bending, crouching, etc. OSHA Category III.Working ConditionsWork is performed primarily in office area.Any qualifications to be considered as equivalents in lieu 

of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TRANSPLANT COORDINATION ASSISTANT U1986 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4B6

Office-Scheduling 

Coordinator CLIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High school 

graduation or equivalent, required.  Bachelor's degree preferred.   Three (3) years of scheduling experience or equivalent, required.  One (1) year experience in a clinical environment preferred. Job Duties  1.   Ensures the coordination and 

continuity of patient care for transplant patients by assisting the transplant coordinators in performing various support service activities.2.   Assists in the creation of transplant patient calendars to ensure transplant work-up 

exams/test/procedures are scheduled in most efficient manner and balances with patient/customer availability.3.   Coordinates and schedules patient care exams/procedures/complex tests accurately (exam/procedure/test, area, location, time 

of exam/procedure/test); balances procedures/tests with patient/customer time request and department availability.4.   Coordinates and schedules all tests/procedures/exams related to the collection of stem cells or other tissue samples 

accurately; (tests/procedures/exams, area, location, time of tests/procedures/exams); balances collection with patient/customer time request and department availability.5.   Prepares and receives precious specimens for HLA typing; including 

preparation/ sending/receipt of specimen collection kits. Processes and distributes samples accurately upon return of specimen collection kit; including registration of donor in electronic medical record system.6.   Prepares required paperwork 

for use by transplant coordinators during transplant work-up process.  Distributes paperwork as applicable.7.   Request and receive patient slides, imaging CDs, medical records from various outside facilities.  Accurately processes patient slides, 

CDs, etc. upon receipt and distributes accordingly.8.   Initiates confirmation call back to patient to include: appointment reminder, location, time, prep instructions and directions.9.   Accurately completes patient forms for international 

transplant registry database.10.   Duties performed may include one or more of the following core functions:  a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) 

Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

TRANSPLANT OPERATIONS ANALYST U6021 P17 $40,697.00 $52,093.00 $65,282.00 $3,391.42 $4,341.08 $5,440.17 $156.53 $200.36 $251.08 $19.57 $25.04 $31.39 N 3G5 Prof Fee Sched/Bill-Payment INSR HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School Diploma 

required; some college preferred. 3+ years experience in healthcare;billing, follow up, or similar duties preferred.Transplant experience/exposure a plus. Job DutiesFollows transplant patient process through all relevant phases while maintaining 

an Access database of all pertinent information used for payment tracking, UNOS_reports, consulting pool and physician payments.Deliver to Patient Accounting all claims required to document all facility and physician services performed 

during any global period.Continually follow up with physician offices to ensure all provider charges have been captured and subsequently linked/sent to the Transplant Center for processing.Work with Patient Accounting to ensure that all 

transplant claims that are being held have been released for payment from the system.Ensure all invoices have been received, and subsequently forwarded to payors, for organ acquisition/harvesting, blood products, remaining pass-through 

items.Audit all payments due contracted and non-contractedin staffing physicians by phase. Tracking reimbursement of living donor charges if reimbursed separately. Work with finance to ensure that funds due non-contracted physicians are 

paid directly from consulting pool.Prepare/distribute monthly/quarterly/yearly reports regarding transplant cases to supervisor and transplant 5% chairpersons comparing: Total charges, length of stay by type, expected reimbursement, 

variances and comments. Aid in resolving patient specific financial issues by working with Financial Coordinators, Customer Service, Payor Relations, Patient Accounting, Patients and Payors.Oversee protocol to account for costs and evaluation 

of Medicare primary kidney transplant recipients - for reporting on Medicare cost report.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; 

color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

TRANSPLANT SERVICES RECORDS SPECIALIST 9842 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4B9 Office-Clinic Lab Assist ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

provide highly effective records management skills in processing and storing all donor-related information.Experience and EducationHigh school diploma or equivalent and five (5) years related experience. Job DutiesReviews, audits, and 

maintains donor related records for the department.Processes, scans, and coordinates transfer of donor-related data to tissue processors and/or affiliated agencies.Makes corrections or oversees completion of corrections of donor-related 

records as necessary for the department, processors, and other affiliated agencies. Performs and/or assists with data entry and quality control of donor records, recipient information, microbiology results, and other records as required.Assists 

with the monitoring, trending, and reporting of QC processes (environmental monitoring, sterilization, supplies expiration, event reporting, etc.).Assists with audits of technical functions.Assists with preparation for inspections by regulatory 

bodies, including but not limited to FDA, AATB, EBAA, state health departments.Assists with data gathering and facilities data review; prepares data records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires good 

computer skills, including, but not limited to, Word, Excel, Teams, etc.Work requires thorough knowledge of electronic records management, storage, and retrieval systems. Excellent verbal and written communication skills.Strong problem 

solving skills and sound judgement.Ability to collaborate across department functional units, other University departments and external entities (e.g., tissue banks, medical examiners, etc.).Exhibit high level of quality through attention to 

detail.Ability to work independently on assigned tasks with minimal guidance.Ability to respond to competing priorities.Working ConditionsWork is performed primarily in general office area.Any qualifications to be considered as equivalents 

in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, 

gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.



TRANSPLANT TECHNICIAN 1626 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 5G15 Clin Supp Svcs-Transplant TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable SummaryWorks under close supervision to 

develop the skills necessary to perform the technical aspects of human tissue recovery, evaluation, and processing in accordance with the policies and procedures of Transplant Services Center and the standards of the American Association of 

Tissue Banks and the Eye Bank Association of America.Experience and EducationCompletion of two years of college to include at least six (6) hours in basic science; ORHigh School diploma or GED equivalent, and completion of LVN, ORT, EMT, 

Mortician, MLT program, or six (6) months of experience in ocular and/or tissue recovery. Bachelor's degree in basic science such as Biology or Chemistry preferred. Job DutiesDepending on area of specialization (ocular or tissue), assists with 

and develops the skills necessary to perform the following functions: Tissue Transplant Track:Assists with and develops the skills to perform the aseptic surgical recovery of skin, bone/connective tissue, and cardiovascular tissue. Functions as a 

team member for tissue recovery which includes performing the following functions: Gathers needed supplies and equipment for tissue recovery;Performs pre- and post-recovery cleaning of recovery site; Obtains blood sample and/or tissue 

samples for testing;Performs physical assessment of body; Performs donor preparation including shaving and cleansing of donor;Assists with or performs aseptic surgical recovery of tissues;Packages and labels recovered tissues; Assists with 

or performs donor reconstruction upon completion of recovery;Packages tissues for shipment to tissue processing facilities.Develops skills to independently perform the aseptic surgical recovery of ocular tissues (corneas/sclera).Assists with 

and develops skills to evaluate, process, package and label tissue allografts including split thickness skin, costal cartilage and fascia. Ocular Track:Assists with and develops skills to perform slit lamp and OCT evaluations of corneas.Assists with 

and develops skills to perform aseptic processing of corneas and sclera. Cornea processing includes DSAEK, DMEK, ALK and glycerol preservation.Assists with and develops skills to perform post-processing evaluation of corneas. Ocular or 

Tissue Track:Applies final labels and moves ocular and tissue allografts to released inventory.Assists with or performs specular microscopy of corneas. Performs cleaning, packaging and sterilization of instruments and supplies according to 

operating room standards and Transplant Service Center policies and procedures.Assists with or performs supply inventory and rotation of supplies.Assists with or performs packaging of tissues for shipment to end users using methods 

appropriate to storage requirements for each type of tissue being shipped.Performs pick-up and delivery of tissue allografts as needed.Performs cleaning and routine maintenance of laboratories, clean rooms and equipment (refrigerators, 

freezers, autoclaves and laminar flow hoods).Ensures accurate and complete documentation for all functions performed.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to read, write, and understand 

English.Work requires basic knowledge of science, medical terminology, and/or laboratory procedures.Work requires ability to communicate effectively with various levels of internal and external contacts.Work requires ability to sit and/or 

stand for extended periods of time and lift or transport fifty pounds.Work requires ability to reach with hands and arms, use hands to finger, handle, or feel.Work requires ability to maintain fine hand/eye coordination and hear, walk, stoop, 

kneel, and balance.Work requires ability to work in extreme coldness (i.e. tissue freezer).Work requires ability to operate state vehicle.Work requires ability to read and comprehend specific procedures and protocols and use basic math 

formulas for volumes and weighing of solutions and measuring allografts. Work requires internal contact with physicians, nurses, departmental personnel, other university personnel.Working ConditionsWork is performed primarily in 

laboratory, clean rooms, operating room environment, morgue, or funeral home with potential for exposure to one or more disagreeable elements, such as working with cadavers, unpleasant odors, communicable disease(s), airborne particles, 

or caustic chemicals. NOTEThis position is intended for the purpose of training only. It is expected that the incumbent will meet all of qualifications of Tissue Transplant Specialist or Ocular Transplant Specialist within one (1) year of training and 

will be promoted at that time. If the incumbent has not satisfactorily completed the training process in one (1) year, training may be extended for up to six (6) months. If at that time, the incumbent has not satisfactorily completed the training 

process, he/she will be demoted or discharged from the Transplant Technician position.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her 

designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern 

prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

TRANSPORTER U6213 P07 $28,000.00 $35,000.00 $42,000.00 $2,333.33 $2,916.67 $3,500.00 $107.69 $134.62 $161.54 $13.46 $16.83 $20.19 N 7D Service-Patient Transport Jr CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

Patient Transport Manager, Administrative Supervisor and Operations Supervisor. The Transporter ensures that established safety procedures are followed throughout the transportation process. Monitors the proper functioning of all 

transportation equipment on a daily basis. Knowledge of patient safety, basic transportation equipment, infection control processes, clerical skills, excellent telephone etiquette, and good communication and organizational skills.Experience 

and EducationMinimum Education and Experience:High school graduation or GED required and six (6) months customer service experience preferred.Minimum License and Certificates Required:Basic Life Support (BLS), course accredited by the 

American Heart Association (AHA) or American Red Cross (ARC) by the first day of employment is required.Job DutiesMaintains friendly, efficient service attitude towards patients, clients and co-workers.Follows all department and hospital 

policies and procedures and to promote patient care.Provides transportation of patients and items to various areas of the institution to facilitate patient care.Safely moves patients with traction, IV's, drainage apparatus, oxygen and other 

encumbrances.Greets patients and family members professionally and identifies oneself. Verifies patient identification, using two methods (patient name and patient date of birth). Explain where patient is going. Maintains patient/family 

confidentiality (HIPPA).Participates in teaching of patients and families. Provides appropriate information regarding transport. Maintains skills and training as necessary to provide required service.Transports patient using appropriate 

equipment, transfer techniques, and procedures to ensure patient safety.Recognizes emergency situations, records unusual conditions, and initiates code procedures if needed.Arrives to meetings on time and participates in Monthly Meetings 

and/or educational activities. Ensures that the customer departments are notified of delays, cancellations, and changes in the mode of transportation, as appropriate. Relays this information to the dispatcher in a timely manner.Knows the 

locations within the hospital facility and uses safe, efficient routes to and from all locations.Follows dispatcher's instructions as assigned and accurately logs trips as required.Maintains proper cleanliness of equipment and reports equipment-

needing repairs.Transports bodies to the morgue in a timely manner and ensures completion of proper documentation.Ability to answer questions from patients, guests, and vendors. Directs these inquiries (as necessary) to appropriate 

channels in a professional way.Ability to train new employees, providing day-to-day job assistance; teaching and coaching new transporters on Patient Transport policies and procedures, as well as Infection Control guidelines and Customer 

Relations skills.Uses proper codes and etiquette while communicating on phones. Follows proper department policy regarding phones by keeping phones clean, charged and secure.Reports to work on time and as scheduled; completes work 

within designated time.Must be able to work a flexible schedule, including weekends and holidays.Complies with dress code and uniform standards for department.Performs other duties as assigned.Working ConditionsWork is performed 

primarily in a hospital or hospital clinic environment. Requires standing, walking for long period of time and must be able to lift, push, and pull heavy equipment.Requires walking, bending, pushing, stooping and lifting objects up to 50 

pounds.Please Note: You may be required to transport Covid-19 suspected and/or positive patients. You will be provided with appropriate Personal Protective Equipment (PPE). The required PPE will involve a Fit Test. Proper fitting may 

necessitate trimming or shaving facial hair because beard growth or facial hair prevents a necessary seal between the respirator and the face.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of 

Vice President for Human Resources Administration or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. 

¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, 

genetic information, citizenship status, or veteran status.

TRANSPORTER LEAD U6212 P09 $30,900.00 $38,600.00 $47,590.00 $2,575.00 $3,216.67 $3,965.83 $118.85 $148.46 $183.04 $14.86 $18.56 $22.88 N 7D Service-Patient Transport Jr CLIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

Patient Transport Manager, Administrative Supervisor and Operations Supervisor. The Lead is responsible for overseeing the Transport Command Center. Knowledge of patient safety, basic transportation equipment, infection control 

processes, clerical skills, excellent telephone etiquette, and good communication and organizational skills.Experience and EducationMinimum Education and Experience:High school graduation or GED required. Six (6) months' experience in 

Transport required. May use applicable education in lieu of experience requirements.Minimum License and Certificates Required:Basic Life Support (BLS), course accredited by the American Heart Association (AHA) or American Red Cross (ARC) 

by the first day of employment is required. Job DutiesMaintains friendly, efficient service attitude towards Transporters and co-workers.Follows all department and hospital policies and procedures and to promote patient care.Plans, monitors 

and directs Transporters for proper work habits and daily tasks. Assigns requests to Transporters and reviews accuracy of work completed. Coordinates Patient Transporters daily schedule along with breaks and lunches in a timely manner. In 

coordination with the Patient Transport Training Supervisor, ensures Transporters are fully trained and is responsible for specific training duties. Works closely with Operations Supervisor to ensure all business operations needs are met. 

Identifies and resolves problems with transport flow in a timely manner, displays willingness to make decisions, exhibits sound and accurate judgment, uses discretion or seeks advice from Manager or Operations Supervisor.Recognizes 

emergency situations, records unusual conditions, and initiates code procedures if needed. Participates in Monthly Meetings and/or educational activities. Ensures that the customer departments are notified of delays, cancellations, and 

changes in the mode of transportation, as appropriate. Relays this information to the Transporter in a timely manner.Knows the locations within the hospital facility and uses safe, efficient routes to and from all locations.Works with 

Supervisor to solve specific problems either on a one on one basis or in groups.Demonstrates attention to details, maintains confidentiality, demonstrates accuracy and thoroughness, follows policies and procedures, follows instructions, 

responds to leadership direction and arrives to work meetings and appointments on time. Ability to train new employees, providing day-to-day job assistance; teaching and coaching new transporters on Patient Transport policies and 

procedures, as well as Infection Control guidelines and Customer Relations skills.Uses proper codes and etiquette while communicating on phones. Follows proper department policy regarding phones by keeping phones clean, charged and 

secure.Listens, apologizes, finds solutions and follows through when resolving Transporter and staffing issues.Must be able to work as a Transporter on the floor if needed or assist on high volume periods.Reports to work on time and as 

scheduled; completes work within designated time.Must be able to work a flexible schedule, including weekends and holidays if needed.Gives personal attentions, takes personal responsibility and uses teamwork when providing 

service.Complies with dress code and uniform standards for department.Performs other duties as assigned.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Requires standing, walking for long period 

of time and must be able to lift, push, and pull heavy equipment.Requires walking, bending, pushing, stooping and lifting objects up to 50 pounds.Please Note: You may be required to transport Covid-19 suspected and/or positive patients. You 

will be provided with appropriate Personal Protective Equipment (PPE). The required PPE will involve a Fit Test. Proper fitting may necessitate trimming or shaving facial hair because beard growth or facial hair prevents a necessary seal 

between the respirator and the face.Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for Human Resources Administration or his/her designee.UT&iquest;Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. &iquest;As&iquest;an equal opportunity employer, UT Southwestern prohibits unlawful 

discrimination, including discriminationon the basis of&iquest;race, color, religion, national origin, sex,&iquest;sexual orientation, gender identity, gender expression,&iquest;age, disability, genetic information, citizenship status, or veteran 

status.

TRAUMA REGISTRAR U5494 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3F11 Prof Med Services-Clin Data ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to the 

Trauma Program Manager and the Director of Emergency Services. The Trauma Registrar is responsible for the collection/abstraction of required state and national trauma data bank elements into the Trauma Registry database on all patients 

meeting state or national trauma inclusion criteria. The Trauma Registrar maintains confidentiality of the registry data and provides registry data as appropriate for research. Experience and EducationRequiredHigh school diploma or 

equivalent. Must be able to read, write and communicate in English. One (1) year of coding experience OR previous experience working experience with trauma registry databases and handling medical information in a health care setting. 

Knowledge with medical terminology. Completion of the American Trauma Society's Trauma Registrar Course completed prior to hire. Completion of the Association of the Advancement of Automotive Medicine's Injury Scaling Course prior to 

hire. Completion of the Trauma Outcomes Performance Improvement Course (TOPIC) within 1 year of hire or have competed prior to hire. PreferredAssociate's degree or Bachelor's degree. Certified Specialist in Trauma Registries (CSTR).Job 

DutiesPerforms data collection of demographics and coding of clinical ad follow-up data for all sources into the trauma registry database.Interacts with physicians, nurses, and other members of the trauma team to perform trauma registry 

functions. Keeps trauma registry data entry and abstraction current as defined by the American College of Surgeons (ACS) completed no longer than 45 days of patient discharge.Determines appropriateness patient entry into the Trauma 

Registry based on guidelines in the American College of Surgeons 'Resources for the Optimal Care of the Injured Patient" as well as the National Trauma Data Standards. Provides high quality data entry by abstraction of required state and 

national trauma data elements from the patient chart in real time and retrospectively. Participates in quality assurance, data validation, and improvement activities to ensure accuracy of data collection and timely submission of data according 

to the State Trauma Registry and the American College of Surgeons Optimal Resource Document for Trauma Centers. Resolves routine coding issues/problems and appropriately seeks assistance from Trauma Program leadership and/or 

Trauma Registry vendor for assistance. Recognizes patterns of mechanism of injury during case abstraction in order to contribute to opportunities for injury prevention and community safety. Reports data in formats such as Excel and /or 

PowerPoint for both internal and external consumption. Able to work independently on assigned projects and to recommend improvements to the process of collecting, maintaining, and reporting patient information. Ensures confidentiality of 

data at all timesPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires proficiency with data entry in various applications such as MS Office SuiteWork requires effective communication skills,Work requires ability to work 

independently as well as a team playerWork requires extraordinary organizational skills with attention to detailThe following is the acronym, "PACT", and is fundamental to all clinical positions at UT Southwestern Medical Center:P-Problem 

Solving: To achieve excellence in patient care and service, all employees are expected to take ownership in solving problems effectively, efficiently and to the satisfaction of the patient.A-Ability, Attitude and Accountability: In keeping with a 

professional healthcare environment, all employees are expected to have the ability to perform their jobs and to appear and conduct themselves in a professional and positive manner.C-Communications and Compassion: It is our goal that all 

our communications are clear, courteous, timely, and delivered with compassion, respect, and appropriate confidentiality.T-Teamwork: In our medical environment, our patients regard every employee they encounter as a member of the 

Southwestern Medical Center team. Our goal is to individually work hard to contribute to our team, support our co-workers, and to achieve not only excellent patient care and service, but also a satisfying, caring environment for each 

other.Working ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning, and stooping. The job is remote work capable. Any qualifications to be considered as equivalents in lieu of 

stated minimums require prior approval of Vice President for Human Resources or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status.

ULTRASOUND TECHNOLOGIST 1139 RA3 $54,746.00 $84,379.00 $114,013.00 $4,562.17 $7,031.58 $9,501.08 $210.56 $324.53 $438.51 $26.32 $40.57 $54.81 N 3B14 Prof Technologist-Ultrasound ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationAssociates Degree in 

Ultrasound Technology or Graduate of Accredited Sonography Program. Bachelor's degree preferred. American Registry of Diagnostic Medical Sonographers (ARDMS Registry) or Cardiovascular Credentialing International (CCI Registry) is 

required.BLS Accredited by the American Heart Association (AHA) or the American Red Cross (ARC) is required.Two (2) years' experience in ultrasound preferred; clinical training at UTSW may be considered as experience.Job Duties1. General 

Job Responsibilities:Maintains work area in a clean and orderly condition and ensures that it is properly supplied for procedures.Demonstrates conscious effort to be good stewards of hospital resources to ensure facility financial goals are 

met.Checks equipment and accessories to ensure proper working order and notifies appropriate personnel for repairs.Responds to inquiries/calls regarding procedures in a timely manner.Communicates problems on shift with equipment or 

pending exams with appropriate staff.Engages in equitable distribution of departmental workloads.Participates in a learning experience with new employees and students.Assists with scheduling and coordinating exams as appropriate to 

ensure smooth work flow.Performs quality control on assigned equipment and reports issues timely.Attends departmental and facility meetings/classes (minimum 90% attendance).Completes required courses/modules on time.Performs 

pertinent duties in the best interest of patients, personnel and the facility as assigned.Adheres to departmental time, attendance and tardiness guidelines.Wears employee ID and follows dress code policy.As appropriate, may assume 

supervisory responsibilities in the absence of the designated supervisor.Participates in all regulatory compliance activities.2. Patient Interaction:Verifies the patients identification using the forms of ID as outlined in the hospital 

policies.Communicates with patients clearly and in a professional manner.Ensures proper patient preparation, verifies screening protocols, and answers questions. Evaluates patients history and symptoms for the procedures clinical 

criteria.Assist patient in dressing for exam and attends to patients physical well-being while transporting to and from exam room and table, and positioning for exam.Instructs/communicates with patient and/or patients family (as appropriate) 

regarding the tests to be performed and assesses the patients ability to tolerate exam.Must demonstrate and maintain current knowledge, continued education and skills to provide appropriate care for the following age groups (specific to 

department): newborn, pediatric, young adult, adult and geriatric.3. Exam Performance:Verifies the requisition/chart for valid written order, priority date, ordering comments, physicians notes, precautions and patient consent forms.Performs 

high quality US examinations according to exam protocol in a timely manner. Assists the physician as needed in performing additional imaging or biopsy procedures.Ensures that images and records are properly completed with patient 

identification data and appropriate labeling.Utilizes technical knowledge and skills to perform procedures accurately and in a timely manner in accordance with age specific criteria.Completes exam charges and image documentation and 

forwards to radiologist in a timely manner.Administers intravenous injections of contrast material as appropriate, observes patients for adverse reactions.4. Job Performance May Include:Monitors and trains students in all areas of current 

competencies.Assists in the orientation and training of new staff.Leads the work of technologists ensuring that procedures are performed according to standards.Participates in the modality specific QA/QC program and ensures compliance 

with regulations.Participates in various accreditation processes as directed.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an educational and working environment that provides equal 

opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including 

sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

ULTRASOUND TECHNOLOGIST LEAD 1148 RA4 $58,363.00 $89,038.00 $119,711.00 $4,863.58 $7,419.83 $9,975.92 $224.47 $342.45 $460.43 $28.06 $42.81 $57.55 N 3B14 Prof Technologist-Ultrasound ALLIED UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under the direct supervision of the 

Clinical Practice Manager. Provides technical leadership for sonography activities. Partner with respective clinic supervisors (CSA and RN) when dealing with issues and workflows of sonography activities. Daily communication and reporting to 

Clinical Practice Manager regarding operational concerns pertaining to sonography. Experience and EducationGraduate of an accredited Sonography program with an Associate's degree. Five (5) years sonography experience. Bachelor's Degree 

preferred. Experience may be considered in lieu of education.Current Registered Diagnostic Medical Sonography licensure; Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross 

(ARC). Additional requirements may be necessary dependent upon clinical specialty department.Job DutiesAssists with the planning, coordination, and scheduling of all aspects of sonography services. Coordinates the technologists and their 

work assignments to ensure proper distribution of workload. Ensures adequate staffing by submitting a monthly schedule/call coverage to the manager and ensures adequate utilization of equipment. Ensures technical competency of all 

technologists with oversight in the operation. Ensures all technical staff are capable of operating all equipment to consistently produce quality imaging. Establishes safety policies with manager. Obtains and processes studies, transmits studies 

and uploads studies for faculty reviewers. Ensures quality of images and data integrity. Ensures continuity of sonographic methods and procedures.Establishes and standardizes technical operational protocols and procedures. Assists with 

establishing technical research protocols & processes. Makes policy recommendations within scope of responsibility.Spends at least 75% of time in the clinical setting performing procedures. Assists with coordination of schedule for add-on 

patients and emergency procedures. Maintains study turnover time at or below set standards.Ensures a neat, clean and safe environment; and performs quality control testing as needed. Ensures all equipment is in proper working order, 

reports defective and malfunctioning equipment as needed and scheduling down time. Works with Manager regarding documentation of all reports and suggested or requested actions.Responsible for establishing and maintaining technical 

supply par levels. Recommends the procurement of supplies and equipment.Provides guidance to all sonography technologists and provides advice and solutions to work problems. Plans, coordinates and participates in all in-service 

educational training of technologists.Provides timely reports for manager, as needed, on section operations, volume of examinations, productivity, operational problems, QA meetings, etc. Responsible for identifying issues and initiating 

technical performance improvement measures; identifying and resolving technical and operational issues.Attends at least 80% of scheduled staff meetings and 100% of mandatory educational sessions. Displays adaptability, flexibility, 

creativity, priority setting and assistance to all staff, management and physicians.Responsible for the training and orientation of all new technical employees and technical students. Provide education and utilize resources. Provides input for 

job performance evaluations.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) 

Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.Knowledge, Skills & 

AbilitiesWork requires ability to utilize ultrasound related equipment.Work requires ability to interact with patients regarding procedures.Work requires ability to move and position equipment and patients.Work requires to reading, writing, 

and communicating in English.Work requires ability to develop and recommend policies and procedures for approval by supervisor.Work requires ability to determine methods and approaches to work problems.Work requires ability to be 

virtually self-supervising.Work requires ability to provide working supervision to Ultrasound Technologist I's.Working ConditionsConstant walking, standing, bending, turning, and stooping. Pushing and pulling heavy objects such as patient 

beds. Must be able to help lift and turn patients.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

UNIT SECRETARY A3108 P11 $33,145.00 $41,358.00 $52,562.00 $2,762.08 $3,446.50 $4,380.17 $127.48 $159.07 $202.16 $15.94 $19.88 $25.27 N 4B8 Office-Clinic Staff Coord ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent and no experience required. Specialty areas may have increased certification requirements as dictated by unit or standard of care. Health Unit Coordinator Certification (CHUC) preferred. Hospital and/or acute care experience 

preferred.Job DutiesMaintains high level of service for both internal and external customers.Answers phone and ensures patient requests are disseminated to nursing staff as appropriate. Communicates repeated patient requests to 

appropriate staff or Charge Nurse as necessary.Accurately and promptly transcribes orders. Demonstrates working knowledge of medical terminology. Writes in legible handwriting appropriate forms with required dates, times and signatures. 

Coordinates scheduling of tests and procedures with appropriate departments in efficient and timely manner. Makes orders available for nurse review following initial transcription. Generates accurate computer entries based on orders 

transcribed, including essential information regarding patient (i.e., allergies, isolation precautions) and routes computer entries and paperwork.Prioritize "stat" and "now" orders above routine orders. Communicates priority orders, incomplete 

orders, illegible orders or use of non-approved abbreviations to Charge Nurse in a timely manner.Files reports and documents in appropriate areas of patient's medical record as established by policies. Places lab results on chart prior to 

physician rounds. Thins patient's charts by removing reports and documents in accordance with established policies. Stores "thinned records" in accordance with policy in unit-based files. Reviews medical records of discharged patients to 

ensure all reports and documents within record are stamped for designated patient and in order established by policy.Keeps unit stocked with supplies including forms. Checks par levels and orders supplies. Stocks patient rooms, nursing 

station, and stocks ordered supplies. Checks any specialty trays/supplies, ensures no expired items. Coordinates repairs of equipment with BioMed as necessary; tracks items under repair.Ensures correct bed status for patients, enters unit 

charges daily, return's any rental equipment. Makes runs to lab, pharmacy, or central supply as necessary.Communicates appropriately with patients/families, physicians, and staff. Relays information to appropriate personnel in accurate and 

timely manner. Gives staff and charge nurse status reports on pending items. Immediately alerts nurse if patient/patient's family issues appear to be unresolved.Follows all established policies when performing all tasks. Assumes 

accountability for all actions in the workplace. Reports errors promptly. Orients new staff and students to work areas. Collaborates with other nursing staff and hospital employees to create an environment that is conducive to retention of 

qualified personnel. Utilizes downtime to assist others and/or to provide additional amenities to patients and/or patients' families.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring 

for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, 

modifying, releasing or similarly affecting human-subjects research records.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires maintaining a high level of serviceWork requires working knowledge of medical 

terminologyWorking ConditionsWork is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require 

prior approval of Vice President for Human Resources Administration or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the 

University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender 

expression,¿age, disability, genetic information, citizenship status, or veteran status.

UNIT SECRETARY U3108 P11 $33,145.00 $41,358.00 $52,562.00 $2,762.08 $3,446.50 $4,380.17 $127.48 $159.07 $202.16 $15.94 $19.88 $25.27 N 4B7 Office-Unit Secretary ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationHigh School diploma or 

equivalent and no experience required. Specialty areas may have increased certification requirements as dictated by unit or standard of care. Health Unit Coordinator Certification (CHUC) preferred. Hospital and/or acute care experience 

preferred. Job DutiesMaintains high level of service for both internal and external customers.Answers phone and ensures patient requests are disseminated to nursing staff as appropriate. Communicates repeated patient requests to 

appropriate staff or Charge Nurse as necessary.Accurately and promptly transcribes orders. Demonstrates working knowledge of medical terminology. Writes in legible handwriting appropriate forms with required dates, times and signatures. 

Coordinates scheduling of tests and procedures with appropriate departments in efficient and timely manner. Makes orders available for nurse review following initial transcription. Generates accurate computer entries based on orders 

transcribed, including essential information regarding patient (i.e., allergies, isolation precautions) and routes computer entries and paperwork.Prioritize "stat" and "now" orders above routine orders. Communicates priority orders, incomplete 

orders, illegible orders or use of non-approved abbreviations to Charge Nurse in a timely manner.Files reports and documents in appropriate areas of patient's medical record as established by policies. Places lab results on chart prior to 

physician rounds. Thins patient's charts by removing reports and documents in accordance with established policies. Stores "thinned records" in accordance with policy in unit-based files. Reviews medical records of discharged patients to 

ensure all reports and documents within record are stamped for designated patient and in order established by policy.Keeps unit stocked with supplies including forms. Checks par levels and orders supplies. Stocks patient rooms, nursing 

station, and stocks ordered supplies. Checks any specialty trays/supplies, ensures no expired items. Coordinates repairs of equipment with BioMed as necessary; tracks items under repair.Ensures correct bed status for patients, enters unit 

charges daily, return's any rental equipment. Makes runs to lab, pharmacy, or central supply as necessary.Communicates appropriately with patients/families, physicians, and staff. Relays information to appropriate personnel in accurate and 

timely manner. Gives staff and charge nurse status reports on pending items. Immediately alerts nurse if patient/patient's family issues appear to be unresolved.Follows all established policies when performing all tasks.Assumes accountability 

for all actions in the workplace. Reports errors promptly.Orients new staff and students to work areas. Collaborates with other nursing staff and hospital employees to create an environment that is conducive to retention of qualified 

personnel. Utilizes downtime to assist others and/or to provide additional amenities to patients and/or patients' families.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center 

is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.



UNIVERSITY POLICE CAPTAIN 6318 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 1C Managerial CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Required1.  At the 

time the promotional process is undertaken, applicant must possess a bachelor's degree from an accredited institution of higher and possess an Advanced Certification from the Texas Commission on Law Enforcement (TCOLE).  Must hold 

Peace Officer Commission issued by the University of Texas System.  Must possess a valid Texas driver's license not subject to suspension and must be eligible to drive a University of Texas owned or leased vehicle.  Must successfully complete 

minimum six (6) month probationary review period immediately following date of promotion.  Must successfully pass an approved promotional process administered by the Director of Police, or designee.2.  At the time the examination is 

taken, applicant must be currently serving as Lieutenant who has completed probation (following promotion) successfully and have either seven years' UTSP service or five years' service UTSP service and two years' service with another full 

service law enforcement agency as a full time commissioned peace officer.PreferredPossess a graduate degree.  Eight years of experience as commissioned police officer, which includes at least five years of experience at a University of Texas 

System Police Department and no less than two years served at the next lower rank. Job Duties  1.  Plans, organizes and supervises department activities including enforcement of criminal law, Rules and Regulations of Board of Regents, and 

the Policies of the Office of the Director of Police.2.  Develops program guidelines, procedures, policies, and rules and regulations.3.  Receives and relays directives, assignments, and special orders to subordinates.4.  Provides guidance and 

direction to staff on policies, procedures, and rules and regulations.5.  Evaluates subordinates work.6.  Evaluates and makes recommendations concerning departmental productivity and accomplishments of department's goals and objectives.  

Evaluates allocation of resources and makes recommendations.7.  Prepares and reviews various reports and makes recommendations.8.  Assists in recruitment programs and instructs training programs.9.  Investigates circumstances 

surrounding violations of law and University regulations or policies.10.  Maybe required to perform direct law enforcement activities, including preventing or suppressing crime and making arrests.11.  Provides command and control at critical 

incidents.12.  Confers with University administrators, faculty, staff and students; and other law enforcement, court and governmental officials on matters of mutual interest.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

UNIVERSITY POLICE CAPTAIN 6318PD 24 $76,714.00 $106,244.00 $136,844.00 $6,392.83 $8,853.67 $11,403.67 $295.05 $408.63 $526.32 $36.88 $51.08 $65.79 E 3H14 Prof Services-Intl Staff Svcs CAMP UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Required1.  At the 

time the promotional process is undertaken, applicant must possess a bachelor's degree from an accredited institution of higher and possess an Advanced Certification from the Texas Commission on Law Enforcement (TCOLE).  Must hold 

Peace Officer Commission issued by the University of Texas System.  Must possess a valid Texas driver's license not subject to suspension and must be eligible to drive a University of Texas owned or leased vehicle.  Must successfully complete 

minimum six (6) month probationary review period immediately following date of promotion.  Must successfully pass an approved promotional process administered by the Director of Police, or designee.2.  At the time the examination is 

taken, applicant must be currently serving as Lieutenant who has completed probation (following promotion) successfully and have either seven years' UTSP service or five years' service UTSP service and two years' service with another full 

service law enforcement agency as a full time commissioned peace officer.PreferredPossess a graduate degree.  Eight years of experience as commissioned police officer, which includes at least five years of experience at a University of Texas 

System Police Department and no less than two years served at the next lower rank. Job Duties  1.  Plans, organizes and supervises department activities including enforcement of criminal law, Rules and Regulations of Board of Regents, and 

the Policies of the Office of the Director of Police.2.  Develops program guidelines, procedures, policies, and rules and regulations.3.  Receives and relays directives, assignments, and special orders to subordinates.4.  Provides guidance and 

direction to staff on policies, procedures, and rules and regulations.5.  Evaluates subordinates work.6.  Evaluates and makes recommendations concerning departmental productivity and accomplishments of department's goals and objectives.  

Evaluates allocation of resources and makes recommendations.7.  Prepares and reviews various reports and makes recommendations.8.  Assists in recruitment programs and instructs training programs.9.  Investigates circumstances 

surrounding violations of law and University regulations or policies.10.  Maybe required to perform direct law enforcement activities, including preventing or suppressing crime and making arrests.11.  Provides command and control at critical 

incidents.12.  Confers with University administrators, faculty, staff and students; and other law enforcement, court and governmental officials on matters of mutual interest.  **Other Duties:  Performs other duties as assigned.  UT 

Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful 

discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT 

Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

UROLOGY COORDINATOR U3109 Y P44 $77,334.00 $115,234.00 $142,836.00 $6,444.50 $9,602.83 $11,903.00 $297.44 $443.21 $549.37 $37.18 $55.40 $68.67 E 3A27

Specialized Nurse-RN Coord 

Sr NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationThree years experience 

as a Registered Nurse, Two years experience in Urology, Urology certification preferred. Graduate of an accredited Nursing program. Must be able to read, write and communicate in English. Current Texas (or BNE Compact State) license; 

current Basic Life Support (BLS) certification, course accredited by the American Heart Association (AHA) or American Red Cross (ARC)Job DutiesLeads multidisciplinary team developing, refining, updating, and communicating plan of care for 

defined patient population. Rounds with Providers daily. Serves as point of contact for defined service.Develops/Implements clinical pathways including educational needs of patients/families, monitoring and updating for deviation from 

plan.Ensure that patients are scheduled for follow up appointments prior to patient discharge. Responsible for ensuring discharge instructions are received and understood by patient and family/caregiver.Collaborates with Social Work, 

Utilization Review, and any others as necessary to maximize financial/care resources for patient and family.Coordinates care with care team to maximize patient throughput and minimize length of stay, coordinating activities with nursing unit 

management. Act as a liaison with nutrition, pharmacy, therapy services, social work, and lab to ensure all pending orders and results are received in a timely manner.Rounds on patients daily to monitor & assure effective of patient/family 

preparation for discharge assuring completion of learning/discharge objectives prior to time of planned dischargeColloborates with nursing staff, nursing leadership to meet educational needs of staff. Promotes professional growth of all 

nursing personnel by allowing opportunities for active participation in unit-based activities. Seeks out opportunities to teach and mentor others on formal and informal basis.Partners with leadership to facilitate or coordinate special 

projects.Implements and supports environment of evidenced based nursing. Participates in development, implementation and evaluation of performance improvement activities. Supports nursing staff to do the same. Monitors compliance 

and completion for required reports.Regularly meet with physicians, unit manager, educator, day/night shift assistant managers and interdisciplinary team.**Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

USER XPERIENCE/USER INTERFACE STRATEGIST SR 8539 Y 23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3H9
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SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree or 

equivalent experience in Design (e.g. interaction, graphic, visual communications) or Human-Computer Interaction (HCI), Information Architecture, or related UX field and five (5) years of UX strategy and design for web, mobile, and application 

design. Agency and consulting experience a plus.Job DutiesThe Sr. UX/UI Strategist plays a key role in creating intuitive and engaging digital solutions and oversees information architecture, usability research, and interaction design for UT 

Southwestern's online channels. As a member of the Digital and Social Engagement team in the department of Communications, Marketing, and Public Affairs, this role is responsible for delivering inspiring visual sensibility, interaction design 

best practices, and user research to enhance UT Southwestern's brand image. Demonstrates meticulous attention to detail, cross-disciplinary project collaboration, a proactive work style, and navigation of ambiguous environments. Possesses 

proven track record in user-centered design methodology and techniques, and expert understanding of digital and web design lifecycle. Individual leads the ideation, creation, and alignment of digital experiences within a fast-moving 

environment. Builds trust across the institution through transparency of the UX process by advising, consulting, and partnering across disciplines, including full-stack developers, other designers, project managers, strategists, and content 

developers.Develop overall user experience, interaction design, and information architecture for mobile and desktop websites and applications; provide documentation in a manner appropriate for a given project.Develop and present UX briefs, 

personas, customer journeys, task flows, site maps, UI specifications & requirements, prototypes, wireframes, and high-fidelity comps.Lead UX design sessions to identify business, user, and technical requirements to ensure that solutions 

achieve user and business goals.Monitor, interpret and leverage digital analytics to improve content performance and user engagement.Collaborate closely with stakeholders to define and translate business and functional requirements into 

user-friendly, technically optimal, and feasible designs.Design and conduct usability studies to ensure designs are intuitive and easy-to-use.Translate usability and field research findings along with data insights into design 

improvements.Analyze website and application builds to ensure the UI/UX expectations are upheld.Possess and maintain expert level knowledge of competitive and complementary design strategies to ensure a best approach design with every 

project. Design and build functional prototypes for applications across all digital channels that can be tested with customers.Define and prioritize design schedules, milestones, and deliverables on multiple project initiatives.Communicate 

design strategy and UX goals / rationale to key stakeholders.Act as an internal consultant and advocate of UX and design thinking to drive business strategy.Work with the UX team leadership to define user experience standards and advocate 

for UX best practices within the Institution.Stay current with UX, visual design, and front-end technologies.Direct and mentor junior interactive designers and similar resources.Collaborate extensively with owners of institutional brand 

standards to maintain consistent identity across digital properties.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires working knowledge of UX/UI disciplines including interface design, information architecture, 

usability, and interaction design.Work requires demonstrated expertise with UX deliverable and user-testing methodologies that resulted in building, implementing, and maintaining user-centric Omni-channel experiences.Work requires strong 

verbal and written communication and collaboration skills with fluency in UX, business, and technology; an ability to present complex ideas in understandable ways.Work requires understanding of current front-end web technologies, native 

interface guidelines, web services, and APIs; understanding of design principles such as responsive design, mobile first design, data-driven design.Work requires the ability to scope and estimate efforts, prioritize tasks and goals, and rapidly 

produce deliverables in a fast-paced iterative environment.Work requires the ability to multi-task projects of varying complexity structures concurrently.Work requires knowledge of UX ROIs.Work requires a highly collaborative team player 

that can easily adapt in a rapidly changing environment.Work requires strong technical proficiency with UX design tools such as Axure, Balsamiq, Sketch, JustInMind, and Adobe Creative Suite.Work requires professional working knowledge of 

usability testing methodologies.Work requires Agile, Scrum, Kanban experience.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working environment that 

provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; 

sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or 

gender expression.

UTILITIES ENERGY ANALYST 5038 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  High School and a 

minimum of six years of related experience and Certified Energy Manager (CEM) or Certified Measurement and Verification Professional (CMVP) required.Bachelor's degree and a minimum of two years of related experience preferred. Job 

Duties  1.Provides engineering support in the planning, organizing, executing and coordinating of energy operations. Provide energy simulation in a variety of tools to inform design decisions using excel, EnergyCAP, Wonderware, Siemens, 

Peoplesoft and other tools.2.Develops and build design skills with our engineering experts by working on energy saving projects. Research leading-edge technologies and practices. Develops energy use assessment documents. Provide passive 

design, thermal comfort and adaptive comfort design calculations and recommendations. Provide written comments and reports.3.Be actively knowledgeable of building codes and rating systems including templates and documentation 

requirements and performance. Visually reviews and provides written comments of building operation environment. Review and analyze use data and assess building energy performance.4.Provide energy use recommendations and design 

assistance on a wide range of facilities such as Clinics, Hospitals, offices, labs and campuses. Visits construction sites to determine compliance with design intent identifies reporting discrepancies, errors and omissions and utilizes the input to 

update standard, processes and procedures.5.Acts as a departmental liaison with external consulting engineers and consultants. Interact and work with diverse set of clients and subcontractors. Collaborate with other energy analysts and 

senior leadership.6.Ensures compliance with applicable building codes and other regulatory requirements governing the provisions of design services and with departmental and institutional standards for facility projects. Adheres to internal 

controls and reporting structure. Support code research and custom utility incentive programs.7.May mentor engineering team members.8.Develop reports on energy efficiency measures. Perform energy audits and site measurements. 

Helping to guide work organize tasks and execute projects.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

UTILITIES STATION OPERATOR LEAD 5136 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 6C

Maintenance/Craft-Fac 

Foreman SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

high school, vocational school, or GED and five (5) year's experience in operation and maintenance of controls, air handlers, steam and chilled water air conditioning, and pumps.  Previous Building Automation or Energy Management System 

experience required. Job Duties  Operates the Central Data Acquisition System, which consists of Energy Management Software from multiple Building Automation Systems.  Monitors the utility alarms on campus and analyzes alarm conditions 

to determine course of action. Assists in remote trouble-shooting of equipment failures.Using the EMS, operators remotely monitor and control the campus air handlers, exhaust fans, chillers, boilers, pumps, space temperatures, humidity, etc.  

Monitors critical customer equipment and freezers.Dispatches the appropriate shop personnel via radio or pager to respond to alarms that cannot be controlled by CDAS.CDAS is the campus and University Hospitals call center after normal 

business hours.  Operators will assist callers with a variety of customer requests.Records all alarm events and customer calls into the Customer Request Log for work order assignments.Supervises CDAS operators.  Provides back up and 

performs CDAS operator duties in their absence.Performs database management of HVAC field panels and controllers.Troubleshoots programs of building HVAC systems.Requisitions materials and supplies, such as tools, equipment, and 

replacement parts for work activities.Trains workers in methods, procedures, and use of equipment, and work aids, such as drawings, hand tools, and test equipment.Ensures quality and quantity of work performed by assigned crew is 

appropriate.Ensures client is satisfied with work.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members 

of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; 

disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

UTILITIES STATION OPERATOR/CDAS 5135 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 6K Mainten/Craft-Util Stat-CDAS SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

high school, vocational school, or GED and three (3) years experience in operation and maintenance of controls, air handlers, steam and chilled water air conditioning, and pumps.   Previous Building Automation or Energy Management System 

experience required.     Job Duties  Operates the Central Data Acquisition System, which consists of Energy Management Software from multiple Building Automation Systems.  Monitors the utility alarms on campus and analyzes alarm 

conditions to determine course of action. Assists in remote trouble -shooting of equipment failures.    Using the EMS, operators remotely monitor and control the campus air handlers, exhaust fans, chillers, boilers, pumps, space temperatures, 

humidity, etc.  Monitors critical customer equipment and freezers.     Dispatch appropriate shop personnel via radio or pager to respond to alarms that cannot be controlled by CDAS.       CDAS is the campus and University Hospitals call center 

after normal business hours.  Operators will assist callers with a variety of customer requests.      Record all alarm events and customer calls into the Customer Request Log for work order assignments.       Performs other duties as assigned by 

supervisor.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In 

accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; 

citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

UTILITIES STATION OPERATOR/CDAS TRAINEE 5137 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 6D Mainten/Craft-Skilled Craft Jr SKILL UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Graduation from 

high school, vocational school, or GED and one (1) year experience in operation and maintenance of controls, air handlers, steam and chilled water air conditioning, and pumps.  Previous Building Automation or Energy Management System 

experience required. Job Duties  1.  Receives on the job instruction in operating the Central Data Acquisition System (CDAS), which consists of Energy Management Software from multiple Building Automation Systems.2.  Receives assistance in 

monitoring the utility alarms on campus and analyzing alarm conditions to determine course of action.  Will work closely with Lead Utility Station Operators to remotely trouble-shoot equipment failures.3.  Receives on the job training in using 

trade tools and equipment such as the BAS/EMS, in order to be able to remotely monitor and control the campus air handlers, exhaust fans, chillers, boilers, pumps, space temperatures, humidity, etc.4.  Dispatches appropriate shop personnel 

via radio or pager to respond to alarms that cannot be controlled by CDAS.5.  Will assist operators with responding to callers with a variety of customer requests.6.  Records all alarm events and customer calls into the Customer Request Log 

for work order assignments.7.  Will receive continuous instruction and complete trainings under the direction of the Superintendent.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

UTILIZATION MANAGEMENT COORDINATOR U9131 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4B11

Office-Utilization Mgmt 

Coord ADMIN HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationJob Code/Job TitleU9131 - Utilization Management Redesign 

CoordinatorSalarySalary Negotiable Experience and EducationHigh school graduate; some college preferred. 5 years of hospital and/or insurance industry experience required.Job DutiesAssists in faxing initial, concurrent or discharge reviews to 

insurance companies. Documents information submitted/received by phone or fax from insurance companies into Epic.Manages phone and fax lines. Processes incoming faxes, scans documents and other clerical duties as deemed necessary to 

assist with the facilitation of Utilization Management functions. Communicates with insurance company to obtain pending authorizations.Responds to insurance requests for clinical reviews within time frames designated by contractual 

obligations.Generates and submits EPIC reports specific to third party payers.Maintains departmental productivity, quality metrics and completes assigned tasks in compliance with regulatory and departmental requirements. Assists in faxing 

initial, concurrent or discharge reviews to insurance companies.Calls payors to notify them of patient's admission, updates Payor Communication in EPIC, monitors work queue to ensure timely notification of admission. Performs other duties 

as assigned.Knowledge, Skills & Abilities1. Knowledge of health insurance mechanisms and coverage2. Knowledge of UR process including admission status and continued stay reviews3. Proficient in Microsoft Office Suite, including Word, Excel, 

PowerPoint and Power BI4. Strong oral and written communication skills5. Demonstrated accuracy skillsUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all 

members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; 

age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

UTILIZATION MANAGEMENT LEAD U5431 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3A22 Specialized Nurse-Utili Rev NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable SUMMARYUtilizes clinical expertise to interpret 

medical policy and medical criteria and educates/coaches staff appropriately according to their job roles and functions. Conducts clinically based discussions with the treatment team. Leads teams by encouraging them to take ownership of 

their work processes and understand their role within the company. Helps teams to understand high-level business objectives and how their work is essential to the achievement of these objectives. Manages performance of team members 

and delivers timely and appropriate performance feedback and training.MINIMUM QUALIFICATIONSEDUCATION/EXPERIENCERN with valid TX license is required. BSN from an accredited institution is required. Three (3) years' previous full time 

direct clinical nursing experience or five (5) years' experience in utilization management, understanding medical criteria, medical guidelines, medical policy, and Medicare/CMS regulations. ESSENTIAL FUNCTIONSManages day-to-day business 

area activities, provides leadership, coaching and training to team members, sets clear goals and expectations and manages performance as needed.Creates a positive work environment that fosters teamwork, empowerment, accountability, 

and superior customer service.Acts as a resource for team members, providing assistance/guidance on clinical and/or system issues, benefits, and work processes and procedures specific to departmental needs.Identifies trends, determines 

root causes, and takes action to resolve issues and initiate necessary process and procedural changes to improve internal and external customer satisfaction.Ensures all departmental and clinical reports and necessary reviews are completed in 

a timely manner.Maintains accountability for achieving targeted results and communicates regularly with leadership regarding workloads, issues, projects, monitoring of team performance and staffing needs.Responsible for the application and 

compliance with all regulations, standards or other regulatory requirements applicable to departmental operations. Formulates corrective action plans to address any areas of non-compliance.Must maintain current knowledge in applicable 

clinical areas, standards and certifications (where required) and keep abreast of trends related to the health insurance industry (i.e. CPT, HCPCS, ICD-9, and ICD-10 coding, etc.).Facilitates meetings and conducts formal presentations for staff 

and/or other groups as needed.Serves as liaison between the staff, physician advisors and key operational areas as necessary to identify and resolve issues.Manages consistency review process for all UR staff. Results of the reviews are 

provided to individual staff for input into performance evaluations. Collaborates with manager to identify trends within the department and to plan additional training.Promotes and encourages staff to utilize essential elements of the nursing 

process in their job functions: assessment, planning, implementation, coordination, monitoring, and evaluation.Responsible for new employee training and orientation to the department's processes and systems and monitors the quality and 

productivity performance of new employees until desired levels of quality and productivity have been achieved.Assesses relevant training needs for all staff and individuals, produces training materials and strategies and manages the training 

delivery, measurements and appropriate follow up.Presents and facilitates training and development programs utilizing various instructional methodologies and media; allowing sufficient time for practice and facilitating group interaction to 

attain stated objectivesPerforms other duties as assigned.KNOWLEDGE, SKILLS, & ABILITIESDemonstrated leadership skills (i.e. training, mentoring, coaching or assisting peers with issue resolution) or previous experience in a leadership role is 

required.Interqual, and/or Milliman knowledgeIntermediate Microsoft Word, Excel, Outlook, Powerpoint, Access, Adobe, Visio, and Project skillsDemonstrated ability to allocate, monitor, and control resources while delegating and monitoring 

workloadsDemonstrated ability to manage large caseloads in a fast-paced environment while building and enhancing team productivityDemonstrated professionalism and leadership skills along with the ability to develop, direct, and support 

staffFamiliarity with EpicWORKING CONDITIONSWork is performed primarily in a hospital/clinical setting as well as a general office setting.Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of 

the Vice President for Human Resources Administration, or his/her designee.This position is security-sensitive and thereby subject to the provisions of Texas Education Code 51.215.UT¿Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis 

of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

UTILIZATION REVIEW NURSE P1083 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 N 3A22 Specialized Nurse-Utili Rev NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable.Job SummaryConduct medical certification review 

for medical necessity for acute care facility and services. Use nationally recognized, evidence-based guidelines approved by medical staff to recommend level of care to the physician and serve as a resource to the medical staff on issues related 

to admission qualifications, resource utilization, national and local coverage determinations and documentation requirements.Experience and Education-Graduate of accredited nursing program and holds an active unrestricted RN license in 

the State of Texas.-RN with 6 years of clinical experience and a minimum of 3 years recent UR experience, acute care preferred.  -Expert knowledge of InterQual Level of Care Criteria and knowledge of local and national coverage determinations. -

Basic computer skills and knowledge.-Prior exprience with Epic CCM General good health and stress coping ability. Full mobility and ability to participate in vigorous activity. Ability to speak and hear, to allow discussions with physicians, 

patients and other members of the healthcare team. Possess near vision acuity for accurate reading of computer screens and recording on patient charts. Job DutiesCollaborates with the access management team to provide accurate and 

complete clinical information in order to obtain authorization. Conducts inpatient admission review for Medicare and Medicaid beneficiaries as we1l as private insurance members and self-pay patients based on evidence-based guidelines. 

Admission reviews are done concurrently at the point of entry in collaboration with ED and admitting physician and the cooperation with the access management team to determine the appropriateness of hospital level of care.  Confers with 

admitting physicians when documentation does not appear to support hospital level of care and offers suggestions for clarity and completeness. Uses InterQual Level of Care Criteria for appropriateness for inpatient level of care or observation 

services based on physician documentation, H&P, treatment plan, potential risks, and basis for expectation of a two-midnight stay. Keeps current on all Federal, State and local regulatory changes that affect delivery or reimbursement of acute 

care services within the scope of Utilization Management. Uses knowledge of national and local coverage determinations to appropriately advise physicians.Proactively collaborates with admitting physician to provide coaching on accurate 

level of care determination at point-of-hospital entry. Consistently identifies and records information on any progression-of-care/patient flow barriers.Actively participates in daily huddles, multidisciplinary rounds and patient care conferences 

to maintain knowledge about intensity of services and the progression of care.Identifies and records episodes of preventable delays or avoidable days due to failure of progression-of-care processes.Educates members of the patient's care team 

on the appropriate access to and use of various levels of care.Promotes use of evidence-based protocols and/or order sets to influence high-quality and cost-effective care.Serves as a resource person to physicians, care coordinators, physician 

offices and billing office for coverage and compliance issues.Works closely with decision support staff to review resource utilization data and trends to identify outliers who may benefit from real-time coaching to improve outcomes.Completes 

all reviews within department established policies and best practice standards. Meets department quality standards as established for the department, ie: Inter-rater Reliability audits, completing all initial reviews within established time 

frames, completes concurrent and discharge reviews to meet department and industry standards.Knowledge, Skills, & AbilitiesIdentifies avoidable days (quality and risk issues), makes appropriate referrals. Confers with Manager and/or 

Medical Director as appropriate.Actively participates in the department's performance improvement initiatives.Identifies the need for professional growth and seeks out appropriate development opportunities.Evaluates outcomes data to 

identify trends and areas for improvement (i.e. avoidable days, denial information)Working Conditions_________________________________________________________________________________________________________This job is remote 

only and individuals who reside in the job will permanently work 100% from an alternate approved worksite. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human 

Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.



UTILIZATION REVIEW NURSE U1083 T22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3A22 Specialized Nurse-Utili Rev NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information.SalarySalary Negotiable.Job SummaryConduct medical certification review 

for medical necessity for acute care facility and services. Use nationally recognized, evidence-based guidelines approved by medical staff to recommend level of care to the physician and serve as a resource to the medical staff on issues related 

to admission qualifications, resource utilization, national and local coverage determinations and documentation requirements.Experience and Education-Graduate of accredited nursing program and holds an active unrestricted RN license in 

the State of Texas.-RN with 6 years of clinical experience and a minimum of 3 years recent UR experience, acute care preferred.  -Expert knowledge of InterQual Level of Care Criteria and knowledge of local and national coverage determinations. -

Basic computer skills and knowledge.-Prior exprience with Epic CCM General good health and stress coping ability. Full mobility and ability to participate in vigorous activity. Ability to speak and hear, to allow discussions with physicians, 

patients and other members of the healthcare team. Possess near vision acuity for accurate reading of computer screens and recording on patient charts. Job DutiesCollaborates with the access management team to provide accurate and 

complete clinical information in order to obtain authorization. Conducts inpatient admission review for Medicare and Medicaid beneficiaries as we1l as private insurance members and self-pay patients based on evidence-based guidelines. 

Admission reviews are done concurrently at the point of entry in collaboration with ED and admitting physician and the cooperation with the access management team to determine the appropriateness of hospital level of care.  Confers with 

admitting physicians when documentation does not appear to support hospital level of care and offers suggestions for clarity and completeness. Uses InterQual Level of Care Criteria for appropriateness for inpatient level of care or observation 

services based on physician documentation, H&P, treatment plan, potential risks, and basis for expectation of a two-midnight stay. Keeps current on all Federal, State and local regulatory changes that affect delivery or reimbursement of acute 

care services within the scope of Utilization Management. Uses knowledge of national and local coverage determinations to appropriately advise physicians.Proactively collaborates with admitting physician to provide coaching on accurate 

level of care determination at point-of-hospital entry. Consistently identifies and records information on any progression-of-care/patient flow barriers.Actively participates in daily huddles, multidisciplinary rounds and patient care conferences 

to maintain knowledge about intensity of services and the progression of care.Identifies and records episodes of preventable delays or avoidable days due to failure of progression-of-care processes.Educates members of the patient's care team 

on the appropriate access to and use of various levels of care.Promotes use of evidence-based protocols and/or order sets to influence high-quality and cost-effective care.Serves as a resource person to physicians, care coordinators, physician 

offices and billing office for coverage and compliance issues.Works closely with decision support staff to review resource utilization data and trends to identify outliers who may benefit from real-time coaching to improve outcomes.Completes 

all reviews within department established policies and best practice standards. Meets department quality standards as established for the department, ie: Inter-rater Reliability audits, completing all initial reviews within established time 

frames, completes concurrent and discharge reviews to meet department and industry standards.Knowledge, Skills, & AbilitiesIdentifies avoidable days (quality and risk issues), makes appropriate referrals. Confers with Manager and/or 

Medical Director as appropriate.Actively participates in the department's performance improvement initiatives.Identifies the need for professional growth and seeks out appropriate development opportunities.Evaluates outcomes data to 

identify trends and areas for improvement (i.e. avoidable days, denial information)Working Conditions______________________________________________________________________________________________________This job is remote only 

and individuals who reside in the job will permanently work 100% from an alternate approved worksite. Any qualifications to be considered as equivalents in lieu of stated minimums require prior approval of the Vice President for Human 

Resources Administration, or his/her designee.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

UX/UI STRATEGIST 8538 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H9B

Prof Services-Comm & 

Mkting Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationBachelor's degree or 

equivalent experience in Design (e.g. interaction, graphic, visual communications) or Human-Computer Interaction (HCI), Information Architecture, or related UX field and two (2) years of UX strategy and design for web, mobile, and application 

design. Agency and consulting experience a plus.Job DutiesThe UX/UI Strategist plays a key role in creating intuitive and engaging digital solutions for UT Southwestern's online channels. As a member of the Digital and Social Engagement team 

in the department of Communications, Marketing and Public Affairs, this role is responsible for delivering inspiring visual sensibility, interaction design best practices, and user research to enhance UT Southwestern's brand image. 

Demonstrates meticulous attention to detail, cross-disciplinary project collaboration, a proactive work style, and navigation of ambiguous environments. Assist in the development of overall user experience, interaction design, and information 

architecture for mobile and desktop websites and applications; provide documentation in a manner appropriate for a given project.Create, document, and present UX briefs, personas, customer journeys, task flows, site maps, UI specifications 

& requirements, prototypes, wireframes, and high-fidelity comps.Facilitate UX design sessions to identify business, user, and technical requirements to ensure that solutions achieve user and business goals.Collaborate with Digital Analysts to 

conduct user and competitive research for projects aimed at improving content performance and user engagement.Collaborate closely with stakeholders to define and translate business and functional requirements into user-friendly, 

technically optimal, and feasible designs.Conduct usability studies to ensure designs are intuitive and easy-to-use; present results and insights to leadership.Analyze website and application builds to ensure adherence to UX/UI 

standards.Develop and maintain knowledge of competitive and complementary design strategies to ensure a best approach design with every project. Working within defined brand and application standards, design and build functional 

prototypes for applications across all digital channels that can be tested with customers.Assist with defining and prioritizing design schedules, milestones, and deliverables on multiple project initiatives.Act as an advocate of UX and design 

thinking to drive business strategy.Stay current with UX, visual design, and front-end technologies.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires working knowledge of UX/UI disciplines including interface design, 

information architecture, usability, and interaction design.Work requires demonstrated expertise with UX deliverable and user-testing methodologies that result in building, implementing, and maintaining user-centric Omni-channel 

experiences.Work requires strong verbal and written communication and collaboration skills with fluency in UX, business, and technology; must be able to present complex ideas in understandable ways.Work requires understanding of current 

front-end web technologies, native interface guidelines, web services, and APIs, as well as an understanding of design principles such as responsive design, mobile first design, data-driven design.Work requires the ability to scope and estimate 

efforts, prioritize tasks and goals, and rapidly produce deliverables in a fast-paced iterative environment.Work requires the ability to multi-task projects of varying complexity structures concurrently.Work requires a highly collaborative team 

player that can easily adapt in a rapidly changing environment.Work requires strong technical proficiency with UX design tools such as Axure, Balsamiq, Sketch, JustInMind, and Adobe Creative Suite.Work requires professional working 

knowledge of usability testing methodologies.Work requires Agile, Scrum, Kanban experience.Working ConditionsWork is performed primarily in office area.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

VAS TECHNGST U1727 T18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3B1 Prof Technologist-Card ALLIED HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information SalarySalary Negotiable Experience and EducationSuccessful completion of 

Ultrasound program of two (2) or more years in Ultrasound School or Junior College and eligibility for, registration with American Registry and Diagnostic Medical Sonographers (ARDMS), OR possession of Certification as Registered Vascular 

Technologist(RVT) and one (1) year clinical ultrasound experience, including hands-on experience with vascular testing or a degree from a CAAHEP (Commission on Accreditation of Allied Health Education) accredited ultrasound school plus 

documentation of a vascular ultrasound rotation/internship. Basic Life Support (BLS), course accredited byAmerican Heart Association (AHA) or American Red Cross ARC).Job DutiesReceives orders for testing as prescribed by physician; obtains 

patient history; determines appropriate test modality..Performs color duplex imaging procedures to include carotid, extremity venous and arterial studies, abdominal Doppler, small parts, or other tests as assigned.Performs non-imaging 

evaluation of arteries and veins by Doppler and plethysmographic techniques.Assists ordering physician with technical interpretation of tests.Performs data collection for quality assurance and research programs.Provides assistance to rotating 

students, interns, and residents.Maintains equipment and supplies as needed.Schedules tests and notifies patients of appointments.Files and/or routes patients as appropriate.Assists Senior Registered Vascular Technologist with ICAVL 

(Intersocietal Commission for Accreditation of Vascular Laboratories) reaccreditation process.Performs other duties as assigned. **Other Duties: Performs other duties as assigned. UT Southwestern Medical Center is committed to an 

educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis 

of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of 

sexual orientation, gender identity, or gender expression.

VASCULAR TECHNOLOGIST 1727 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3B16 Prof Technologist-Vas Tech ALLIED UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Successful 

completion of Ultrasound program of two (2) or more years in Ultrasound School or Junior College and eligibility for or possession of registration with American Registry and Diagnostic Medical Sonographers (ARDMS) and one (1) year clinical 

ultrasound experience, including hands-on experience with vascular testing. or a degree from a CAAHEP (Commission on Accreditation of Allied Health Education) accredited ultrasound school plus documentation of a vascular ultrasound 

rotation/internship.    Job Duties  Receives orders for testing as prescribed by physician; obtains patient history; determines appropriate test modality..       Performs color duplex imaging procedures to include carotid, extremity venous and 

arterial studies, abdominal Doppler, small parts, or other tests as assigned.      Performs non-imaging evaluation of arteries and veins by Doppler and plethysmographic techniques.       Assists ordering physician with technical interpretation of 

tests.        Performs data collection for quality assurance and research programs.       Provides assistance to rotating students, interns, and residents.        Maintains equipment and supplies as needed.        Schedules tests and notifies patients of 

appointments.        Files and/or routes patients as appropriate.        Assists Senior Registered Vascular Technologist with ICAVL (Intersocietal Commission for Accreditation of Vascular Laboratories) reaccreditation process.      Performs other 

duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University 

community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic 

information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

VETERINARY TECHNICIAN I 4450 14 $33,233.00 $43,608.00 $54,337.00 $2,769.42 $3,634.00 $4,528.08 $127.82 $167.72 $208.99 $15.98 $20.97 $26.12 N 3E4A Prof Research-ARC Vet Tech Jr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma, or 

equivalent, and two (2) years' experience working with animals in a clinical or research setting required.Certified by the American Association of Laboratory Animal Science (AALAS) is preferred.Job DutiesAssist the ARC veterinary staff to 

provide research and health care support for a wide variety of species. Able to routinely work in the animal facility without direct supervision. Perform physical examinations under the general supervision of Animal Resource Center (ARC) 

veterinarians. Provide pre- and post-operative animal monitoring.Maintain animal health and study related records as required by the IACUC and ARC policy.Able to perform routine diagnostic testing utilizing common laboratory equipment. 

Examples would include internal and external parasite examinations, PCV and total protein and urinalysis.Work comfortably in a microbiological barrier facility as well as ABSL-2 and ABSL-3 containment areas.Obtain routine blood collections 

from research animals. Perform antigen injections and sample collections for antibody production in research animals. Maintain appropriate medical records as required. Assist in maintaining surveillance of investigator research 

protocols.Participate in University mandated training such as MRI, Radiation Safety and Blood Borne Pathogens. Perform other duties as assigned. Knowledge, Skills & AbilitiesWork requires good working knowledge of various types of 

equipment used in veterinary medicine, surgery, radiology, and related procedures.Work requires accuracy in preparing materials, recording data, and maintaining records of work performed.Work requires use of good judgment in application 

of policy, procedures, or practices to work problems.Work requires exposure to one or more disagreeable elements or hazardous materials, such as animal odors and contact with animals which may harbor diseases.Work requires exposure to 

hazardous biological products.Work requires ability to lift 50 pounds.Working ConditionsWork is performed primarily in laboratory area.UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.

VETERINARY TECHNICIAN II 4448 15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 3E4A Prof Research-ARC Vet Tech Jr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma, or 

equivalent, and four (4) years' experience working with animals in a clinical or research setting, or two (2) years' experience working as a Veterinary Technician I, or an Associates' degree in Laboratory Animal Science, Veterinary Technology, or a 

related field required.Certified by the American Association of Laboratory Animal Science (AALAS) is preferred.Job DutiesAssist the ARC veterinary staff to provide research and health care support for a wide variety of species. Able to routinely 

work in the animal facility without direct supervision. Perform physical examinations under the general supervision of Animal Resource Center (ARC) veterinarians. Maintain animal heath and study related records as required by the IACUC and 

ARC policy.Administer and monitor general anesthesia to various small and mid-sized animal species. Perform minor surgical procedures and assist with major surgical procedures. Perform routine diagnostic testing utilizing common 

laboratory equipment. Work comfortably in a microbiological barrier facility as well as ABSL-2 and ABSL-3 containment areas.Obtain routine blood collections from research animals. Perform antigen injections and sample collections for 

antibody production in research animals. Expose and develop radiographs for a variety of species. Maintain appropriate medical records as required. Assist in maintaining surveillance of investigator research protocols.Participate in University 

mandated training such as MRI, Radiation Safety and Blood Borne Pathogens. Provide guidance and training to animal care staff and investigators in proper animal handling and restraint, behavior, anatomy, blood and tissue collection, surgical 

techniques, and dosing methods. Perform other duties as assigned. Knowledge, Skills & AbilitiesWork requires good working knowledge of various types of equipment used in veterinary medicine, surgery, radiology, and related 

procedures.Work requires accuracy in preparing materials, drug calculations, recording data, and maintaining records of work performed.Work requires use of good judgment in application of policy, procedures, or practices to work 

problems.Work requires exposure to one or more disagreeable elements or hazardous materials, such as animal odors and contact with animals which may harbor diseases.Work requires exposure to hazardous biological products.Work 

requires the ability to lift 50 lbsWorking ConditionsWork is performed primarily in laboratory area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of 

the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; 

genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

VETERINARY TECHNICIAN SR 4449 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3E4B

Prof Research-ARC Vet Tech 

Sr RESH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UTSouthwestern to obtain criminal history record informationSalarySalary Negotiable Experience and EducationHigh School diploma, or 

equivalent, and five (5) years' experience working with animals in a clinical or research setting, or two (2) years' experience working as a Veterinary Technician II, or an Associates' degree in Laboratory Animal Science, Veterinary Technology, or a 

related field required.Certified by the American Association of Laboratory Animal Science (AALAS) is preferred. Job DutiesWorks under minimal supervision to provide responsible and skilled technical assistance to veterinary medical or 

research staff in delivering health care, including veterinary medicine, surgery, and radiology to laboratory animals. Provides organization and coordination of veterinary technical tasks.Assist the ARC veterinary staff to provide research and 

health care support for a wide variety of species. Able to routinely work in the animal facility without direct supervision. Perform physical examinations under the general supervision of Animal Resource Center (ARC) veterinarians. Maintain 

animal medical and study related records as required by the IACUC and ARC policy.Maintain open communication with research staff regarding animal health issues. Assist in maintaining surveillance of investigator research protocols.Able to 

perform routine diagnostic testing utilizing common laboratory equipment. Expose and develop radiographs for a variety of species. Administer treatments via injection or oral gavage, and obtain blood collections from research animals. 

Administer and monitor general anesthesia to various small and large animal species. Perform minor surgical procedures and assist with major surgical procedures. Provide pre- and post-operative animal monitoring.Work comfortably in a 

microbiological barrier facility as well as ABSL-2 and ABSL-3 containment areas.Maintain cleanliness and function of ARC anesthesia machines and responsible for delivery of machines for rental and training on their use. Ability to work 

weekends as assigned. Responsibility for training lower-level technicians on day-to-day responsibilities of the job, as well as proper animal handling and restraint, behavior, anatomy, blood and tissue collection, surgical techniques, and dosing 

methods.Mentors animal care staff and provides continuing education presentations. Develop and maintain SOPs for Veterinary Technician-related activities. Participate in internal ARC committees. Perform other duties as assigned. 

Knowledge, Skills & AbilitiesWork requires good working knowledge of various types of equipment used in veterinary medicine, surgery, radiology, and related procedures.Work requires accuracy in preparing materials, drug calculations, 

recording data, and maintaining records of work performed.Work requires exercise of considerable judgment in application of policy, procedures, or practices to work problems.Work requires exposure to one or more disagreeable elements or 

hazardous materials, such as animal odors and contact with animals which may harbor diseases.Work requires exposure to hazardous biological products.Work requires ability to lift up to 50 lbs. Working ConditionsWork is performed 

primarily in laboratory area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, 

the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. 

In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

VIDEO CONTENT SPECIALIST 8678 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

develop and provide video content in support of UTSW marketing and communication strategies for both internal and external communications.Experience and EducationBachelor's degree in related field is required with a minimum of four (4) 

years of experience in developing video concepts and productions that combine strategy, message, and content into effective communications that engage a variety of audiences. Video experience at agency, corporation or large educational 

facility. Proficient in Adobe Premiere and other associated video related programs. May consider additional related years of experience in lieu of degree. Flexible work schedule, occasional weekend assignments.Portfolio with relevant work with 

links and role are required for review on application submission.Job DutiesResearches, develops themes and stories, and content ideas, including producing and publishing photos and video posts for multimedia formats.Uses advanced-level 

video to independently conceive and create exceptional visual stories for broadcast, web, and social media platforms. Examples include: research, education and patient care videos, animations, and on-going series dedicated to entertaining an 

educating an audience.Produce video that elevates the UT Southwestern websites, newsroom, social media and marketing materials, and increases both brand awareness and audience engagement.Provides expertise and work collaboratively 

with Communications, Marketing, and Public Affairs team members to strategize storytelling and fulfill multimedia requests from departments across campus.Occasional photographic assignments in conjunction with photo teamUtilizes 

advanced technical and lighting skills, as well as extensive knowledge of Adobe Creative Cloud Suite, to elevate visuals during pre- and post-production.Engages subjects using exceptional interpersonal skills, and provides artistic direction as 

needed on location.Seek and craft impactful stories to be distributed on channels both internal and external. Develop branded video elements in motion graphic form (stingers, lower thirds, dynamic intros) documentary style pieces, video 

tours, ongoing series, explainer animations, infographics. Ideally, examples of this kind of work are what we're looking for in your application where you either edited, shot, or produced. Examples of all three are what we're looking for.Develop 

templates to be used by other video editors on the team.Shoot interview and b-roll depending on a variety of projects, depending on need. Evaluate the need to shoot additional footage to fulfil project needsOversees video captioning 

requestsManage assignments and keeps project on track while working with all levels of clients.Participate in brainstorming sessions to realize new concepts, ongoing style development, and helping to push projects through our team. Attend 

story, staff, update and other relevant meetings to align with current story and departmental needs.Occasional work outside of normal business hours may be required when needed to fulfill project requirements.Performs other duties as 

assigned.Knowledge, Skills & AbilitiesAn excellent portfolio of workAbility to be flexible and collaborate as needs changeAble to understand and apply feedback to your workVideo editing skills using, Premiere, After Effects, Audition, Illustrator, 

PhotoshopExperience working with audio, voice-over, music and sound designAbility to shoot Canon C300 Mark II or similarGimble and stabilizer experience is a plus Comfortable working with talent and directing to obtain best 

performanceCan schedule talent if needed and run with a project from start to finishAdvanced After Effects skills such as motion tracking, stabilization, and scriptingAdept with typography related to motion design (titles, 3rds, animated 

intros/outros).Strong visual design skills and clear understanding of typography, composition, and colorColor correctionCinema 4D is a plus Knowledge of timing, motion and continuity3rd party Plugins like Red Giant, Element 3D, Optical 

Flares, Mr. Horse, Mocha Tracking, etc.Has an artistic eye and takes pride in the fine details of typography, composition, exposure, color, timing, and movement.Working ConditionsWork is performed primarily in office area.UT Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, 

including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to 

prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

VIDEO CONTENT SPECIALIST JR 8667 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3H9A

Prof Svcs-Comm & Mkting 

Mid PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

develop and provide video content in support of UTSW marketing and communication strategies for both internal and external communications.Experience and EducationBachelor's degree in related field is required with two (2) years of 

experience in developing video concepts and productions that combine strategy, message, and content into effective communications that engage a variety of audiences. Video experience at agency, corporation or large educational facility. 

Proficient in Adobe Premiere and other associated video related programs. May consider additional related years of experience in lieu of degree. Flexible work schedule, occasional weekend assignments.Portfolio with relevant work with links 

and role are required for review on application submission.Job DutiesResearches, develops themes and stories, and content ideas, including producing and publishing photos and video posts for multimedia formats.Uses video tools to 

independently conceive and create exceptional visual stories for broadcast, web, and social media platforms. Examples include: research, education and patient care videos, animations, and on-going series dedicated to entertaining an 

educating an audience.Produce video that elevates the UT Southwestern websites, newsroom, social media and marketing materials, and increases both brand awareness and audience engagement.Assists with video captioning 

requestsOccasional photographic assignments in conjunction with photo teamEngages subjects using exceptional interpersonal skills, and provides artistic direction as needed on locationSeek and craft impactful stories to be distributed on 

channels both internal and externalDevelop templates to be used by other video editors on the teamShoot interview and b-roll depending on a variety of projects, depending on need. Evaluate the need to shoot additional footage to fulfil 

project needsManage assignments and keeps project on track while working with all levels of clients.Participate in brainstorming sessions to realize new concepts, ongoing style development, and helping to push projects through our 

team.Attend story, staff, update and other relevant meetings to align with current story and departmental needsOccasional work outside of normal business hours may be required when needed to fulfill project requirementsPerforms other 

duties as assigned.Knowledge, Skills & AbilitiesAn excellent portfolio of workAbility to be flexible and collaborate as needs changeAble to understand and apply feedback to your workProficient in Premiere, After Effects, Audition, Illustrator, 

PhotoshopExperience working with audio, voice-over, music and sound designAbility to shoot Canon C300 Mark II or similarGimble and stabilizer experience is a plus Comfortable working with talent and directing to obtain best 

performanceStrong visual design skills and clear understanding of typography, composition, and colorColor correctionKnowledge of timing, motion and continuityWorking ConditionsWork is performed primarily in office area.UT¿Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

VIDEO CONTENT SPECIALIST SR 8668 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3H9B

Prof Services-Comm & 

Mkting Sr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

develop and provide video content in support of UTSW marketing and communication strategies for both internal and external communications.Experience and EducationBachelor's degree in related field is required with a minimum of six (6) 

years of experience in developing video concepts and productions that combine strategy, message, and content into effective communications that engage a variety of audiences. Video experience at agency, corporation or large educational 

facility. Proficient in Adobe Premiere and other associated video related programs. May consider additional related years of experience in lieu of degree. Flexible work schedule, occasional weekend assignments.Portfolio with relevant work with 

links and role are required for review on application submission.Job DutiesResearches, develops themes and stories, and content ideas, including producing and publishing photos and video posts for multimedia formats.Uses advanced-level 

video to independently conceive and create exceptional visual stories for broadcast, web, and social media platforms. Examples include: research, education and patient care videos, animations, and on-going series dedicated to entertaining an 

educating an audience.Produce video that elevates the UT Southwestern websites, newsroom, social media and marketing materials, and increases both brand awareness and audience engagementProvides expertise and work collaboratively 

with Communications, Marketing, and Public Affairs team members to strategize storytelling and fulfill multimedia requests from departments across campusIndependently manages multiple assignments from concept to 

completionOccasional photographic assignments in conjunction with photo teamUtilizes advanced technical and lighting skills, as well as extensive knowledge of Adobe Creative Cloud Suite, to elevate visuals during pre- and post-

productionEngages subjects using exceptional interpersonal skills, and provides artistic direction as needed on locationSeek and craft impactful stories to be distributed on channels both internal and external.Develop branded video elements in 

motion graphic form (stingers, lower thirds, dynamic intros) documentary style pieces, video tours, ongoing series, explainer animations, infographics. Ideally, examples of this kind of work are what we're looking for in your application where 

you either edited, shot, or produced. Examples of all three are what we're looking for.Develop templates to be used by other video editors on the teamShoot interview and b-roll depending on a variety of projects, depending on need. Evaluate 

the need to shoot additional footage to fulfil project needsOccasionally act as a producer from start to finish. Manage clients and deadlines when needed to help with the flow of projects through the department with focus on clear message 

delivery in alignment with client goals and on-time delivery. Manage assignments and keeps project on track while working with all levels of clients.Participate in brainstorming sessions to realize new concepts, ongoing style development, and 

helping to push projects through our team.Attend story, staff, update and other relevant meetings to align with current story and departmental needsOccasional work outside of normal business hours may be required when needed to fulfill 

project requirementsEncodes final video projects to web-ready specs and works with the web team to upload files to the proper places onlineProper archiving of a project once all deliverables have been createdPerforms other duties as 

assigned.Knowledge, Skills & AbilitiesAn excellent portfolio of workAbility to be flexible and collaborate as needs changeAble to understand and apply feedback to your workVideo editing skills using, Premiere, After Effects, Audition, Illustrator, 

PhotoshopExperience working with audio, voice-over, music and sound designAbility to shoot Canon C300 Mark II or similarGimble and stabilizer experience is a plus Comfortable working with talent and directing to obtain best 

performanceCan schedule talent if needed and run with a project from start to finishAdvanced After Effects skills such as motion tracking, stabilization, and scriptingAdept with typography related to motion design (titles, 3rds, animated 

intros/outros).Strong visual design skills and clear understanding of typography, composition, and colorColor correctionCinema 4D is a plus Knowledge of timing, motion and continuity3rd party Plugins like Red Giant, Element 3D, Optical 

Flares, Mr. Horse, Mocha Tracking, etc.Has an artistic eye and takes pride in the fine details of typography, composition, exposure, color, timing, and movement.Working ConditionsWork is performed primarily in office area.UT¿Southwestern 

Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, 

including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression,¿age, disability, genetic information, citizenship status, or veteran status.

VIDEO PRODUCER 8671 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3D5 Prof Services-Sci Pgrmer PROF UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  A Bachelor's degree 

in related field is required with a minimum of five (5) years of experience in developing video concepts and productions that combine strategy, message, and content into effective communications that engage a variety of audiences. Job Duties  

1. Identify and develop visually compelling stories from concept to completion promoting UT Southwestern's achievements in education, research, and patient care. Partner with videographer to produce at least one video a week of varying 

length and style that highlights UT Southwestern¿s advances in priority areas including but not limited to brain, cancer, heart, transplant, and education.2. Schedule and conduct interviews both on- and off-campus. Write memorable video 

scripts and team up with other members of Institutional Promotion to experiment with new ways of video-storytelling, such as science sketches and animations. Edit videos for various audiences, including social media.3. Interact frequently 

with high-level UT Southwestern executives, department chairs, physicians and researchers on storytelling and overall communications and marketing efforts. Collaborate with colleagues across Institutional Advancement to build brand 

awareness through powerful video storytelling. Work with the team leader responsible for Institutional Promotion to ensure final product meets all objectives.4. Build both general public and media interest in UT Southwestern and ensure 

outcomes meet objectives by tracking metrics and incorporating into future efforts.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides 

equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; 

including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender 

expression.



VOCERA SYS ADMINISTRATOR U5567 T23 $70,053.00 $97,155.00 $125,250.00 $5,837.75 $8,096.25 $10,437.50 $269.43 $373.67 $481.73 $33.68 $46.71 $60.22 E 3D3 Prof Svcs-IR InfraServices NURS HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under general supervision to 

support the dynamic needs of the clinical communication application at the UT Southwestern Campuses. Experience and EducationBachelor's Degree in Nursing, Nursing Informatics, Business Administration, Information Technology, health 

related field or equivalent2+ years' clinical or healthcare IT (HIT) experience preferredDemonstrated success in delivering excellent customer supportAble to work under pressure with physician and nursing staffHighly proficient with MS Office, 

especially Excel Knowledge of Wireless Networks on how devices connect and interactFlexible work hours (i.e. ability to provide after-hours support both Remote and On-Site)Job DutiesManage Multiple Vocera Databases; Establish and 

document processes for maintaining data integrity; Work with clinical departments to keep various database entities currentManage UTSW Vocera VMware Servers including software upgrades, operating system maintenance, backups, and 

collaborate with the Vocera on anti-virus, server monitoring and disaster recovery practicesServiceNow Ticket Management: add/ modify User Profiles, Workflow Management / Enhancements, Add Roles/ Groups, troubleshoot issues 

(including working with Vocera Support)Vocera Device Management: Maintain accurate inventory records, manage the RMA process and spares pool and document all processesTraining:Train users on how to operate Vocera effectively; 

Collaborate with the UTSW teams to establish, document, and deploy sustainable training processes for new hires, current employees, and refresher trainingDeliver Advanced Training, Support for Practice Champions and collaborate with 

Clinical Education and Professional Practice TeamProvide &lsquo;train the trainer' sessions to create a sustainable training process Provide On-Site Support:Reporting and resolving end user issues, including issues with Vocera equipment, 

database and training and answer end user questionsTroubleshooting, resolving, and reporting technical issues to the appropriate support organization; Collaborate with Vocera Technical Support to resolve technical issues;Maintain clear 

documentation on status and resolution of issuesWorkflow Management via the Vocera Web Console, design, build and test existing / new Call flows for various units and departments throughout UTSWReview and Run Vocera Reports. 

Identify opportunities to improve Vocera performance, adoption and take action on implementing the improvementsCollaborate with Vocera to develop and administer end user satisfaction programs, including regular end user satisfaction 

surveysPerforms other duties as assigned.Knowledge, Skills & AbilitiesWork requires being extremely detail oriented with the ability to design, implement and execute effective processes resulting in accurate data generation and 

reportingWork requires having excellent written / verbal communication skills with the ability to provide timely written reports and documentationWork requires having exceptional problem solving skills under pressure while providing great 

customer serviceWork requires being passionate about customer service with a focus on listening skills, outgoing / interpersonal skills, and a record of executing closed-loop communicationWork requires the ability to develop, implement and 

maintain on-going training for new employees and new product featuresWork requires being an independent worker with knowledge of project management and the ability to ensure goals and objectives are deliveredWorking ConditionsWork 

is performed primarily in a hospital or hospital clinic environment. Walking, standing, bending, turning and stooping. Any qualifications to be considered as equivalents in lieu of stated minimum require prior approval of Vice President for 

Human Resources Administration or his/her designee.UT¿Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. ¿As¿an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discriminationon the basis of¿race, color, religion, national origin, sex,¿sexual orientation, gender identity, gender expression,¿age, disability, genetic 

information, citizenship status, or veteran status.

VOLUNTEER SERVICES COORDINATOR U2604 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 4A7

Off-Admin Supp-Admin Assist 

Jr ADMIN HOSP Hospital Classified Salary Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Two (2) years 

coordinating volunteer services or social service-related programs required.  Bachelor's degree preferred in social service-related field, or equivalent combination of education and experience required. Job Duties  1. Recruitment, retention and 

placement of appropriate volunteers.2. Matches skills, experiences and expectations of volunteers to available positions.3. Training and orienting of volunteers to ensure compliance with hospital policy and procedures.4. Manages volunteer 

scheduling and coordination of service hours.5. Maintains volunteer service records and tracking documents; evaluate participants.6. Responsible for monitoring, supporting, and celebrating volunteers.7. Act as a liaison with clinic staff and 

management team to develop partnership and assess volunteer needs.8.  Develops and assist with managing policies, procedures and standards for volunteers.9.  Duties performed may include one or more of the following core functions:  a) 

Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial 

records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research records.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and 

working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; 

religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual 

orientation, gender identity, or gender expression.

WEB APPLICATIONS ARCHITECT 9421 Y 25 $84,115.00 $116,211.00 $149,498.00 $7,009.58 $9,684.25 $12,458.17 $323.52 $446.97 $574.99 $40.44 $55.87 $71.87 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's degree in 

Computer Science or related field and seven (7) years experience. Experience with JAVA/J2EE web/mobile development and exposure to rich internet applications using web 2.0 technologies. Experience with the Enterprise Content 

Management, CRM, and other relevant marketing automation tools are required. Recent experience as Web Application Developer/Architect with extensive experience in object oriented programming (OOP). Experience with portals and 

developing JSR168/JSR286 compliant portlets. Experience with administering and integrating various search technologies like Google Search Appliance, Lucene and Solr search engines is preferred. Masters Degree preferred. Job Duties  1.  

Configure Enterprise Web Content Management System and other CRM/Marketing Automation tool workflows as necessary to meet functional design.2.  Integrate other applications with the Web Content Management System and other 

CRM/Marketing Automation platforms as required.3.  Capture technical user requirements and develop assigned technical documentation.4.  Develop java and/or other appropriate programming language based services connecting disparate 

software platforms.5.  Tune, configure, and upgrade Web Content Management System and other tools like CRM/Marketing Automation related environments for maximum performance.6.  Ensure that appropriate strategies and tactics are 

designed and tested to support web/mobile infrastructure needs for web initiatives.7.  Ensure that change management as well as configuration management models are appropriately managed and that integrity of the development lifecycle is 

maintained.8.  Prepare technical specifications and timeline estimates for proposed and approved projects.9.  Responsible for leading technical testing and quality assurance of web/mobile related products while coordinating with appropriate 

team members to achieve predetermined goals.10.  Implement and maintain standards using best practices for web development.11.  Design and implement data migration methods required for moving information into required production 

platforms.12.  Provide sound project management techniques.  **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity 

to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual 

harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

WEB APPLICATIONS ENGINEER I 9420 Y 19 $50,858.00 $68,673.00 $86,488.00 $4,238.17 $5,722.75 $7,207.33 $195.61 $264.13 $332.65 $24.45 $33.02 $41.58 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associate's Degree 

and two (2) years of technical skill responsibilities.  Experience in the following competencies: HTML/CSS/Dreamweaver, Javascript, JAVA, JSP, Bean, Web Services, Frameworks, SQL.  Strong database skills-Oracle/SQL Server, MVC, DAO, Structs, 

and JSF.  Job Duties  Works with institutional parties to debug, enhance, and educate users about electronic internet systems and design.       Helps to deliver content management solutions for websites and assists with technical and design 

recommendations for products.       Builds high customer satisfaction by managing end-users expectations, communicating technical issues clearly and in a way that is easily understood.  Documents agreed upon resolutions.      Follows up with 

clients to ensure successful completion of tasks. Resolves bugs in a timely manner and ensures quality assurance standards by developing high quality code that is reusable, well documented, stable, efficient, and defect free.     Works 

independently to research and resolve problems and shares findings with others during technical meetings.       Assists in the testing of websites and systems to ensure they meet institutional and regulatory standards.       May perform 

usability studies to continually improve website architecture.       Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; 

national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, 

gender identity, or gender expression.

WEB APPLICATIONS ENGINEER II 9419 Y 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree 

and three (3) years of technical skill responsibilities.  Experience in the following competencies: HTML/CSS/Dreamweaver, Javascript, JAVA, JSP, Beans, EJB, Web Services, Frameworks, SQL.  Strong database skills such as Oracle/ SQL Server, 

Architects Advanced Design Patterns, MVC, DAO, and JSF.  Job Duties  Works with institutional parties to debug, enhance, and educate users about electronic internet systems and design.       Delivers content management solutions for 

websites and assists with technical and design recommendations for products.       Builds high customer satisfaction by managing end-users expectations, communicating moderately complex technical issues clearly and in a way this is easily 

understood.  Documents agreed upon resolutions.     Follows up with clients to ensure successful completion of tasks. Resolves bugs in a timely manner and enforce quality assurance standards by developing high quality code which is 

reusable, well documented, stable, efficient, and defect free.     Ensures code is thoroughly tersted to avoid production defects or complaints.       Works independently to research and resolve problems and shares findings with others during 

technical meetings.       Assists in the building of infrastructure and participates in projects that support the goals and advancement of the department.       Ensures successful completion of department tasks in a timely manner.       Assists in 

the testing of websites and systems to ensure they meet instiutional and regulatory standards.       May perform usability studies to continually improve website architecture.       Performs other duties as assigned.          **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

WEB APPLICATIONS ENGINEER III 9418 Y 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D4C

Prof Svcs-IR Prog/Bus Anlys 

Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree 

and five (5) years of technical skill responsibilities.  Experience in the following competencies: HTML - HTML/CSS/Dreamweaver, Javascript, JAVA, JSP, Beans, EJB, Web Services, Frameworks, and SQL.  Strong database skills: Oracle, SQL Server, 

Architects Advanced Design Patterns, MVC, DAO, and JSF.  Job Duties  Works with institutional parties to debug, enhance, and educate users about electronic internet systems and design.       Develops content management solutions for 

websites and makes technical design recommendations for products.       Builds high customer satisfaction by managing end-users expectations, communicating complex technical issues clearly and in a way they will be easily understood.  

Documents agreed-upon resolutions.     Follows up with clients to ensure successful completion of tasks. Resolves bugs in a timely manner and enforce quality assurance standards by developing high quality code which is reusable, well- 

documented, stable, efficient, and defect-free.     Ensures code is thoroughly tested to avoid production defects or complaints.       Works independently to research and resolve problems and shares findings with others during technical 

meetings.       Builds infrastructure and participates in projects that support the goals and advancement of the department.       Ensures successful completion of department tasks in a timely manner.       Tests websites and systems to ensure 

they meet institutional and regulatory standards.       Demonstrates senior experience and leadership and provides oversight and mentoring to lower level Engineers.       Understands emerging technologies in the marketplace and uses new 

improvements in technology and standards to further develop high-quality systems.      May perform usability studies to continually improve technical support for website architecture. Performs other duties as assigned.        **Other Duties:  

Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state 

law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran 

status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

WEB EDITOR 8597 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 E 3F DO NOT USE PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryServes as a key member of the 

department's administrative support team. Develops, writes and edits content for components of all department websites in the UT Southwestern portfolio, including the academic/research website (UT Southwestern.edu), the patient-care 

site (UTSouthwestern.org) and/or the Intranet/Sharepoint.Experience and EducationRequires a BA or BS, demonstrable excellence in writing and editorial skills and two (2) years experience in web based editorial development and/or social 

media publishing. Requires strong knowledge of best practices in user-based information architecture. Evidence of strong editorial skills is a must. Experience in maintaining content within a content management system for distributed use is a 

plus. Experience in search engine optimization (SEO) and search engine marketing (SEM) is a plus. Experience with Microsoft Sharepoint is preferred.Job DutiesServes as editorial project lead on initiatives involving the department's web sites, 

developing content project plans in cooperation with department leadership.Manages and oversees the publication of content for all department websites, micro sites, interactive applications and other online interfaces, such as 

Sharepoint.Acts as liaison between the academic/administrative departments and CMPA, to ensure that all editorial output incorporates stakeholder requirements, employs best practices in UI, and adheres to the editorial standards 

articulated in the marketing style guide. Serves in a key editorial role for online content development, collaborating with internal web editors, web developers, and marketing managers to ensure that all web content is housed and given 

metatags in the appropriate content management system. Works as a liaison between the academic/administrative departments and the institutional design and video staff to ensure that all visual assets for web sites are maintained in the 

appropriate centralized resources, e.g. Bedeworks, Vimeo, Design Image Library.Works closely with the marketing team and the news team, to publish and extend marketing campaigns online. Serves as a key member of the department's social 

media team, which maintains the department's content and presentation on social media websites such as Facebook, Twitter, YouTube and Wikipedia.Stays abreast of current trends in Web design, usability and information 

architecture.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires knowledge of content information design principles, web publishing vocabulary and content tagging principles, and strong familiarity with standard 

concepts, practices and procedures of publishing on the web.Work requires strong project management skills and the ability to lead diverse content teams.Work requires knowledge and understanding of interactive marketing tactics. Work 

requires strong knowledge and understanding of information architecture and organization skills.Work requires strong analytical and problem solving skills with minimal direction.Work requires strong communication skills. Work requires 

ability to execute efficiently and effectively under deadlines, juggle multiple projects at once and keep up with changing task prioritization.Work requires customer-service focus with experience working in matrix organization.Working 

ConditionsWork is performed primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an 

equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

WEBSITE SPECIALIST I 9273 Y 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree 

and 1 year of job-related experience.      Job Duties  Assists with the creation of websites using HTML, CSS, and JavaScript technologies.       Using specific instructions, tests websites and systems to ensure they meet institutional and regulatory 

standards.       Assists in the set-up of access and control of software (for example, user, role, and group).       Documents system functionality and frequently asked questions to provide self-help for end-users.       Using specific instructions, 

provides reporting of web analytics to various departments for web trends. Assists in the education of clients on web statistics that are tracked on the website (for example, Google referrals, web views, ad campaigns, and conversion sites).    

Performs search engine optimization and search engine marketing to enhance search engine rankings of web pages, pay-per-click strategies, conversion rates, and creates search engine optimized content.     Communicates moderately complex 

technical issues to end-users in an easily understood manner.       Assists in the building of sitemaps and web page specifications.        May perform usability studies to continually upgrade the website.        Performs other duties as assigned.          

**Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with 

federal and state law, the University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and 

protected veteran status. In addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

WEBSITE SPECIALIST II 9263 Y 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 3D4 Prof Svcs-IR Prog/Trainer Jr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor's Degree 

and 2 years of job-related experience.      Job Duties  Creates websites using HTML, CSS, and JavaScript technologies.        Tests websites and systems to ensure they meet institutional and regulatory standards.       Manages access and control of 

software (for example, user, role, and group).       Trains end-users and ensures system documentation is effective and current.  Documents system functionality and frequently asked questions to provide self-helf for end-users.      Provides 

reporting of web analytics to various departments for web trends.  Educates clients on web statistics that are tracked on the website (for example, Google referrals, web views, ad campaigns, and conversion sites).     Performs search engine 

optimization and search engine marketing to enhance search engine rankings of web pages, pay-per-click strategies, conversion rates, and creates search engine optimized content.     Communicates moderately complex technical issues to end-

users in an easily understood manner.       Performs usability studies to continually upgrade the website.        Performs other duties as assigned.          **Other Duties:  Performs other duties as assigned.  UT Southwestern Medical Center is 

committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University prohibits unlawful discrimination, including 

harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it is UT Southwestern policy to prohibit 

discrimination on the basis of sexual orientation, gender identity, or gender expression.

WEBSITE SPECIALIST III 9261 Y 20 $54,749.00 $74,804.00 $95,576.00 $4,562.42 $6,233.67 $7,964.67 $210.57 $287.71 $367.60 $26.32 $35.96 $45.95 N 3D4A Prof Svcs-IR Prog/Trainer Sr TECH UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Bachelor Degree and 

five (5) years of job-related experience.      Job Duties  Creates websites using HTML, CSS, and JavaScript technologies.        Tests websites and systems to ensure they meet institutional regulatory standards.       Manages access and control of 

software (for example, user, roles, and group).       Trains end-users and ensure system documentation is effective and current.  Documents system functionality and frequently asked questions to provide self-helf for end-users.      Provides 

reporting of web analytics to various departments for web trends.  Educates clients and end-users on web statistics that are tracked on the internet (for example, Google referrals,web views, ad campaigns, and converstion sites).     Performs 

search engine optimization and search engine marketing to enhance search engine rankings of web pages, pay per click strategies, conversion rates, and creates search engine optimized content.     Communicates complex technical issues to 

end-users in an easily understood manner.       Builds sitemaps and web page specifications.        Performs usability studies to continually upgrade the website.        Performs other duties as assigned.          **Other Duties:  Performs other duties 

as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the University 

prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In addition, it 

is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

WILLED BODY PROGRAM COORDINATOR 9841 16 $39,986.00 $52,548.00 $65,560.00 $3,332.17 $4,379.00 $5,463.33 $153.79 $202.11 $252.15 $19.22 $25.26 $31.52 N 3H2A

Prof Srvs-Pgrm/Proj Coord-

NE ADMIN UNIV University Classified Sal Pln

Security  This position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record information Salary   Salary Negotiable  Experience and Education  Associates Degree in 

Mortuary Science or Nursing and three (3) years administrative or related experience. Job Duties  Communicates and contacts new and existing vendors regarding specimens, procurement labs, and costs.Responsible for all orders coming into 

the Willed Body for cadavers/specimens.  Handles paperwork, collects payments, sets ups the orders, and coordinates the shipments.Maintains accurate record keeping of information relating to receipt, issuance, and disposal of cadavers as 

required by the SAB.Accepts and answers first calls (death calls) and takes death notifications.Harvests specimens for doctors and various institutes.Coordinates transportation of deceased to UT Southwestern with mortuary services according 

to geographical location.Gathers, distributes, and answers questions regarding research and educational material (cadavers and/or parts), applications, and brochures.Obtains information needed for legal documents.Maintains patient 

confidentiality in accordance with university and department policies.May meet and/or have contact with next-of-kin to obtain information and answer any questions family may have.Make removals as needed.  **Other Duties:  Performs 

other duties as assigned.  UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. In accordance with federal and state law, the 

University prohibits unlawful discrimination, including harassment, on the basis of: race; color; religion; national origin; sex; including sexual harassment; age; disability; genetic information; citizenship status; and protected veteran status. In 

addition, it is UT Southwestern policy to prohibit discrimination on the basis of sexual orientation, gender identity, or gender expression.

WIRELESS NETWORK ENGINEER 8873 22 $63,804.00 $88,458.00 $114,015.00 $5,317.00 $7,371.50 $9,501.25 $245.40 $340.22 $438.52 $30.68 $42.53 $54.81 E 3D3 Prof Svcs-IR InfraServices TECH UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryThe Wireless Network Engineer will be 

primarily responsible for the design, maintenance, installation, operation and troubleshooting of an intricate enterprise wireless infrastructure. Additionally, the engineer will provide support for vendors and clinicians relating to hardware 

selection that will include evaluation and testing during the selection process..Experience and EducationBachelor's degree in a technical field relating to data networking and project management, or equivalent, with five (5) years of job-related 

experience in a wireless enterprise environment or 5+ years of prior work experience implementing and supporting an enterprise wireless network. Experience in LAN protocols - 802.11x, Spanning Tree Protocol (STP), inter-VLAN routing, VLAN 

trunking (VTP), DHCP, and DNS, highly preferred. Aruba Networks certifications, CWNA, or CCNA preferred. Valid driver's license is required. Job DutiesEngineers, designs, and maintains a complicated enterprise wireless deployment based on 

Aruba Networks wireless technology. Ensure the resiliency and stability of wireless networking services in a large campus environment.Provides ongoing operational support and troubleshooting of production issues, including wireless 

authentication, encryption protocols, RF coverage issues, and some desktop configuration challenges.Designs and validates RF environment, performance, quality, and reliability for single and multi-floor buildings using Ekahau Pro ensuring 

signal levels meet performance criteria for key mobile devices. Monitors and analyzes statistical data to improve WLAN performance using Aruba Airwave and other monitoring tools.Works with end users, contractors, consultants, and others 

for wireless networking deployments in both existing and new spaces throughout campus including rooftops. Assists in the planning, configuration, deployment, and support of campus LAN/WAN infrastructure.Ensures the overall security of 

the enterprise wireless environment and relevant systems, including keeping current on the latest threats and security trends in wireless technologies and updating code of server platforms to mitigate security.Tests and troubleshoots new 

wireless technologies on an as needed basis.Coordinates with networking, security, systems, and project management personnel on ongoing technology initiatives.Provides Level-3 technical support for the University Service Desk.Performs 

other duties as assigned..Knowledge, Skills & AbilitiesKnowledge and thorough understanding of 802.11 b/g/n/ac/ax standards and industry best practices for implementing high-density solutions. Perform packet capture analysis and RF site 

surveys of WLAN's and interpret the data to create resolutions.Support the proper functioning of the network infrastructure through strong knowledge of switching, routing, and TCP/IPAbility to establish and maintain a cooperative and 

effective working relationship with others.Commitment to system functionality and user satisfaction in rapidly growing and changing environments.Ability to update code of server platforms to mitigate security .Demonstrate advanced 

knowledge of wireless authentication (EAP, NAC, PSK) and encryption methods (WEP, WPA, WPA2, WPA3).Demonstrates advanced knowledge with wireless survey software and analysis tools (Air Magnet, Ekahau, MetaGeek, Tamosoft, 

etc.)Proficient with Cisco and Aruba wireless systems.Demonstrates advanced knowledge with the following networking technologies and standards: Route/Switch (IP Routing, -Switching, Troubleshooting, VLAN segmentation), DNS, DHCP, 

Network Monitoring and Alerting, Syslog, SNMPExcellent written and oral communication skills.Familiarity with reading blueprints, engineering drawings and specification documents.Ability to use judgment in scheduling, and coordination of 

activities between divisions and departments for specific aspects of project.General understanding of cabling and wiring standards.Knowledge of technical standards and requirements for communication networks including voice and data. 

Proven ability in planning, organizing, and implementing work priorities.Proven proficiency in word processing, including proficiency in current software packages.Working ConditionsWork is performed primarily in general office area.Any 

qualifications to be considered as equivalents in lieu of stated minimums require prior approval of Vice President for Human Resources or his/her designee.UT Southwestern Medical Center is committed to an educational and working 

environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, 

national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-

inclusion.

WOMENS RADIOLOGY DRIVER U2130 T15 $36,451.00 $47,850.00 $59,651.00 $3,037.58 $3,987.50 $4,970.92 $140.20 $184.04 $229.43 $17.52 $23.00 $28.68 N 7D1 Service-Patient Transport Sr SKILL HOSP Hospital Classified Salary Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryUnder general supervision, provide 

skilled services and operation of a commercial vehicle ("tractor-trailer", "18-wheeler", or other similar commercial vehicle) as a mobile clinic throughout the North and Central Texas regions. Experience and EducationHigh school graduation or 

GED equivalent, and two (2) years' experience in operation of a commercial vehicle ("tractor-trailer", "18-wheeler", or other similar commercial vehicle). Current Texas Class A Commercial Driver License (CDL) required. Job DutiesDrives to and 

from events SAFELY. Conducts pre-event inspections by reviewing the route to and from all event locations beforehand to identify any potential obstacles such as low overpasses, trees, railroad tracks, or construction. Evaluates each event site 

to determine the safest and most accessible parking location, taking into consideration staff safety, restroom accessibility, site restrictions, and leveling requirements. Prepares post-event paperwork and distributes to coordinating staff prior 

to event. Oversees all regular maintenance of state vehicles (commercial/non-commercial) such as monitoring and managing vehicle fuel levels. As required, performs all state inspection/vehicle registrations, generator maintenance, empty and 

refill water tanks, clean vehicle interiors/exteriors, and minor interior/exterior repairs as able. Maintains/cleans vehicle housing. Coordinates and delivers to third-party vendors. Maintains required records for all vehicles as required by UT 

Southwestern and/or the state including fuel/maintenance receipts, fire extinguishers, emergency medical kit/AEDs, vehicle mileage, and maintenance logs. Ensures clinic interior is ready prior to event start time, including turning imaging and 

any other necessary equipment on each morning for warm up.Maintains and replenishes cleaning, office, and clinical supplies to ensure efficient operation of the mobile clinic.Attends all required meetings such as dept. staff meetings, event 

scouting/parking meetings with coordinating staff for parking approval, etc. Supports event marketing efforts by assisting with the preparation and distribution of promotional materials such as posters, service agreements, and all other 

essential communication documents. As needed, assists with checking in patients, preparing next day patient paperwork, completing confirmation calls, etc. Must maintain strict adherence to applicable local, state, and federal regulations as 

they pertain to patient care and privacy.Duties performed may include one or more of the following core functions: a) Directly interacting with or caring for patients; b) Directly interacting with or caring for human-subjects research 

participants; c) Regularly maintaining, modifying, releasing or similarly affecting patient records (including patient financial records); or d) Regularly maintaining, modifying, releasing or similarly affecting human-subjects research 

records.Performs all other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to understand and follow established procedures and other guidelines of some complexity in performance of work tasks. Work requires use of 

some initiative, independent judgment, or resourcefulness.Work requires ability to communicate effectively with faculty, staff, visitors, and patients.Work requires ability to work with confidential information.Work requires some knowledge of 

computers and other office equipment. Working ConditionsUT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal 

opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic 

information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion/.

WORK CONTROL COORDINATOR 5066 17 $43,905.00 $57,734.00 $72,044.00 $3,658.75 $4,811.17 $6,003.67 $168.87 $222.05 $277.09 $21.11 $27.76 $34.64 N 5H2A

Aux Supp Svcs-Materials 

Coord ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

communicate and coordinate information about work orders, personnel, materials, and time to accomplish project work and facility maintenance on a priority basis.Experience and EducationHigh school graduation or GED and six months of 

experience working with an automated or computerized maintenance management system. One year of experience preferred. May consider education in lieu of experience. Job DutiesDaily and constant review of work orders for proper 

distribution, accurate coding, and prioritization.Receives workload via email and phone callsAssists Facilities Management supervisors in scheduling work orders.Updates work order statuses and closes work orders.Coordinates and plans 

material on work orders and orders materials for Facilities Management personnel as needed.Runs standard and ad hoc queries and creates work order reports.Coordinates, monitors, and expedites work order backlog.Assists and/or 

coordinates special projects as assigned.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate effectively with various levels of internal and external contacts.Work requires ability to organize and 

prioritize work to meet deadlines.Work requires ability to manage and direct various administrative and business functions of division or unit.Working ConditionsWork is performed primarily in general office area.UT Southwestern Medical 

Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including 

discrimination on the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: 

https://jobs.utsouthwestern.edu/why-work-here/diversity-inclusion.



WORK CONTROL COORDINATOR SR 5090 18 $46,765.00 $62,597.00 $78,997.00 $3,897.08 $5,216.42 $6,583.08 $179.87 $240.76 $303.83 $22.48 $30.09 $37.98 N 5H2 Aux Supp Services-Mats ADMIN UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal supervision to 

communicate and coordinate information about work orders, personnel, materials, and time to accomplish project work and facility maintenance on a priority basis.Experience and EducationHigh school graduation or GED and 3 years' 

experience working with an automated or computerized maintenance management system. May consider education in lieu of experience. Job DutiesDaily and constant review of work orders for proper distribution, accurate coding, and 

prioritization.Receives workload via email and phone calls.Assign priority work orders to Facilities Management supervisors. Provide information from previous work orders to establish cost for operating projections and budgeting purposes. 

Assists in processing related records for assigned payroll against work orders. Updates work order statuses and closes work orders.Perform a wide variety of specialized and responsible duties independently in support of functions delegated to 

the Work Control supervisor or department manager. Runs ad hoc queries and creates work order reports using Microsoft Word, Excel and maintenance management systems as required.Coordinate communication between the shops and 

campus personnel or vendors. Obtain and provide all necessary information to coordinate activities and resolve problems. Performs end user testing for ERP systemsResearch, review, check, correct and compile data. Verify data for accuracy, 

completeness and ensure information is in compliance with established rules and regulations.Performs other duties as assigned.Knowledge, Skills & AbilitiesWork requires ability to communicate effectively with various levels of internal and 

external contacts.Work requires ability to organize and prioritize work to meet deadlines.Work requires ability to manage and direct various administrative and business functions of division or unit.Working ConditionsWork is performed 

primarily in general office area.UT Southwestern Medical Center is committed to an educational and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT 

Southwestern prohibits unlawful discrimination, including discriminationon the basis of race, color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or 

veteran status.

WORKFORCE ANALYST - CPAS 2047 21 $58,363.00 $81,287.00 $105,036.00 $4,863.58 $6,773.92 $8,753.00 $224.47 $312.64 $403.98 $28.06 $39.08 $50.50 E 3J Quality Assurance Jr PROF UNIV University Classified Sal Pln

SecurityThis position is security-sensitive and subject to Texas Education Code 51.215, which authorizes UT Southwestern to obtain criminal history record informationSalarySalary Negotiable SummaryWorks under minimal direction to 

provide effective human resource planning to Centralized Patient Access Services (CPAS). This role will create, maintain, and leverage Workforce Management (WFM) solutions to deliver the appropriate level of service to UT Southwestern 

patients within a contact center environment. The analyst must have a clear and working understanding of the inter-relationships between staffing, scheduling, and the contact distributions of the work product. Experience and 

EducationBachelor's degree in Business Administration, Management Information Systems, Healthcare or quantitative field; and5 years of experience in either healthcare data analysis or in contact center operations. Strong knowledge of 

contact center operations preferred.Job DutiesManages the telecommunications technology platform including detailed daily oversight of customer service levels to partner with CPAS leadership in ensuring consistent service delivery. Ensures 

that all CPAS telecommunications configuration, phone tree routing, receiving staff hunt groups, and associated staff skills are maintained to safeguard successful call routing across large institutional contact center. Conducts analysis of UT 

Southwestern CPAS patient call volumes with a high degree of accuracy: interval, daily and monthly call volumes, handle times, and service metrics. With such forecasting, makes recommendation for operational adjustments in order to 

maintain key performance metrics. Utilizes forecast models that accurately predict contact center events to determine staffing and programmatic design. Develops and utilizes WFM tools to determine staff requirements. Collaborates with 

management team and internal customers on impact on levels of service and analysis for various proposals and future initiatives.Participates on multidisciplinary teams and provides comprehensive analytical support for performance 

improvement initiatives. Identifies process issues, determines root cause, coordinates with various contact center team members, clinical leaders, IR and other stakeholders to resolve effectively.Performs other duties as assigned. Knowledge, 

Skills & AbilitiesWork requires highest level computer skills.Work requires strong oral and written communication skills.Work requires the ability to effectively explain the analytical findings and recommendations to management team. Work 

requires excellent internal and external customer service skills.Work requires effective and efficient problem-solving skills.Work requires understanding and following established policies and procedures.Work requires the use of initiative, 

strong independent judgement, and resourcefulness.Work requires the ability to be self-supervising.Working ConditionsWork is performed primarily in an office environment. UT Southwestern Medical Center is committed to an educational 

and working environment that provides equal opportunity to all members of the University community. As an equal opportunity employer, UT Southwestern prohibits unlawful discrimination, including discrimination on the basis of race, 

color, religion, national origin, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, citizenship status, or veteran status. To learn more, please visit: https://jobs.utsouthwestern.edu/why-work-

here/diversity-inclusion/


